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42 TIPS YOU CAN USE TO
WIN BACK YOUR DAY AND
YOUR LIFE

If youre a business owner who constantly feels like there aren’t
enough hours in the day, you're not alone

Reclaim your time and rebalance your life.

Between client demands, team management, and actually
trying to live your life, it's easy to feel like you're treading water.

That's why this eBook exists... To help you stop surviving and
start mastering your time.

Inside, you'll discover:

1. How to create and stick to a default diary that finally puts you
back in control.

2. A step-by-step daily planning method to help you prioritise,
focus, and make progress.

3. The top 10 time management tips that successful
entrepreneurs live by.

4. Delegation strategies that help you let go of tasks you don't
need to do, so you can focus on what truly moves the needle.

Each section is packed with practical insights, short tips, and
simple action steps to help you win back your time — one habit
at a time.

You don’'t need to be superhuman; you just need a
system.

Let’'s get started.
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BECOME DISCIPLINED TO
A DEFAULT DIARY AND
STICK TO IT

Time is the currency of leadership

And most business owners are overspending with no budget. If
your calendar runs you instead of the other way around, a
default diary is your secret weapon. It's not just a schedule —
it's a strategy to get your time and energy back.

A default diary means assigning your most important business
functions a consistent place and time in your week. Think of it
like your business blueprint for time. But don’t panic if it doesn’t
work perfectly right away, every new structure takes some
getting used to. Your first few weeks will require adjustments but
stick with it.

Key Principles:

« Plan tomorrow, today: End each day by reviewing what went
well and prepping for the next. Clear minds close loops.

 Batch similar tasks: Group meetings, admin, sales calls, and
creative work into dedicated time blocks.

e Guard your deep work time: Schedule uninterrupted hours for
strategic tasks.

Tips for Success:

* Block out personal and recovery time first. If you're burnt out,
your business pays.

 Use colour coding in your calendar for different activity types
— admin, client work, planning, marketing, etc.

*» Review weekly and tweak as you learn what works for your
rhythm.

« Respect your diary like a meeting with your best client —
because you ar
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Remember! You won’'t master your time in a week. But if you
don’t start now, you’ll still be stuck next month. Master the
diary, and you master the day.

DAILY PLANNING FOR
MAXIMUM IMPACT

You’'ve got 30 things on your list — but not all 30 are created
equal. Most business owners fall into the trap of confusing busy
with productive. Daily planning cuts through the noise and turns
chaos into clarity.

Start each day with a simple planning ritual. A short meeting
with yourself to prioritise what truly matters.

Use the 5-Level Action Filter:

« Must Do — Mission-critical tasks. These are non-negotiables.
Need to Do — Important but can wait a day or two.

Should Do — Helpful tasks, but not urgent.

Delegate — Anything someone else can do at 80% of your
quality.

Eliminate — Timewasters that no longer serve your goals.

Your Daily Workflow:

e Start with the toughest task first — Eat the frog and move
forward with momentum.

e Chunk the rest — Break tasks into 25—-45-minute bursts, with
small breaks.

¢ Stay focused — Ask yourself, what's the solution here? Then
move.

e Diarise everything — If it's not in the calendar, it doesn't get
done.
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Pro Tips:

* Use digital or paper planning tools. Whatever keeps you
consistent.

e End the day with a short review: What got done? What's
tomorrow’s #1?

« Don’t just react. Act with intention.

Daily planning isn‘t rigid. It's your daily compass in a storm of
distractions. Lead your day, don‘t chase it.

THE TOP 10 TIME
MANAGEMENT TIPS

Time is the one resource you can’t earn back — but you can
control how you use it. Want to go from stretched thin to laser
focused? Start applying these 10 tried-and-tested time
management hacks for business owners:

1. Plan the week before it begins — Friday afternoon reviews save
Monday morning panic.

2. Use time blocks — One task per block. Multitasking = multiple
mistakes.

3. Prioritise impact, not ease — Do the hard, high-leverage work
first.

4. Say no more often — Every yes is a no to something else.

5. Outsource repetitive tasks — Free up your genius for growth
work.

6. Protect your mornings — That’s when your brain is sharpest.

7. Set a timer for tasks — Parkinson’s Law: work expands to fill the
time available.

8. Unsubscribe and declutter — Inbox zero is a gift to your sanity.
9. Batch email responses — Two slots a day, not all day.

10. Build in margin — Don’t schedule yourself to the minute. Life
happens.
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Quick Wins:

*« Use a default diary template as your weekly base.
« Keep a “parking lot” list of ideas and distractions, revisit later.
e Focus on results, not hours worked.

If you're constantly overwhelmed, it's not because you have too
little time, it's because you're giving too much of it to the wrong
things.

DELEGATION MASTERY TIPS

You didn’t build your business to become its only engine.
Delegation isn't a loss of control — it's a gain of freedom,
growth, and team development. If you're still holding onto tasks
that drain your time and energy, it's time to let go and lead.

First, Shift the Mindset:

e Delegation is not dumping — it's developing.

* You don’t need to be the best at everything — just the best at
building people.

e Letting go allows you to scale.

What to Delegate:

* Repetitive admin tasks — Data entry, emails, scheduling.

 Creative but non-strategic tasks — Social media content,
formatting, editing.

¢ Client follow-ups — Use templates and train staff to handle
with excellence.
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Delegation Framework:

« Decide what to delegate - List your daily/weekly tasks.

« Train and trust — Show, shadow, then step back.

« Set clear outcomes - Define what success looks like.

« Give ownership, not just instructions — Empower decision-
making.

* Review and refine — Provide feedback and evolve the process.

Hot Tip: If someone else can do it 80% as well as you,
it’s time to hand it off.

Remember, the more you grow your team’s capability, the more
capacity you unlock for high-level leadership and life balance.

Delegation isn’t a risk — it's the runway to your next level.
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We are an ActionCOACH licensed firm of internationally certified
business and executive coaches. We are professional and
dedicated to enabling business owners and senior executives to
propel their businesses into long-term sustainable enterprises
with practical and proven business strategies.

ActionCOACH is the world's leading business coaching firm, who's
vision of world abundance aligns perfectly with our own

72BN

CONTACT US
TODAY

031 942 4255
durbannorth@actioncoach.com
inala.actioncoach.com

Unit 2, La Lucia Office Park, 64

Armstrong Avenue, La Lucia,
Durban North, 4051
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