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Do you love life? Then do not squander time, 
for that’s the stuff that life is made of.

Benjamin Franklin

TIME MANAGEMENT 
LIFE MANAGEMENT

CHAPTER 1

So when you master time, you simultaneously master your life and take complete 
control of your future.

Time Management is like catching a train.

To catch a train, all you need to do is buy a ticket; it is one of the safest, lowest cost, 
most efficient ways to travel and you can read, you can walk around and you can 
get off at different stops. You know the destination before you start.

All you need to do is buy the ticket.

You never have to try and push the train, you don’t have to be the train, you don’t 
have to carry the train, you just have to get on the train and take a seat.  It sounds 
easy doesn’t it? Well it’s not easy, yet it is very simple.

What we tend to do is get in the way of our own success.

In this program, I am going to give you a number of magic keys.

1. How to be an Enlightened Time Manager.

2. The Four Attitudes towards Management of Time.

3. How to be a Master Time Manager.

4. The five ways of Taking Control of Your Life and minimising stress.

5. How to Prepare a Game Plan.

6. How to Gain Two Months extra a year effortlessly.
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7. How to improve your productivity and performance and thus Increase Your 
Income.

8. How to have More Time for your family, your personal life.

9. How to Eliminate Limiting Self Beliefs that hold you hostage  to  an ordinary 
existence.

10. Twelve proven Principles for Peak Performance.

11. How to deal with the Six Biggest Time Wasters.

12. The Ultimate Three Step Plan to Success, earn much more.

Throughout this program we will make use of the words he/his/him/himself etc, 
this is used in this context to refer to the universal male/female and is not   gender 
specific.

So let this journey begin!
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Serious Time Managers, who are ultimately successful live with balance and 
harmony in their life and achieve this outcome in three ways.

1. By Focusing what they Really Want in Life.

2. Setting their Priorities Clearly and Precisely.

3. Overcoming Procrastination.

95% of the population set out with good intentions.

You only have to look at peoples New Year’s resolutions. 95% of people break their 
New Year’s resolution within 30 days.

“The road to hell is paved with good intentions.”

If you truly want to be a five %er, then Time Management and Life Management 
must be a priority.

If you vow to surrender and become “Under New Management” from this point in 
your life, you will change from the natural inertia of doing things the same old way, 
to becoming like the Optometrist with Vision, Focus and Clarity. Most people 
naturally have one of these, however it takes discipline to engender and create all 
to work simultaneously.

The Hare often has vision, and rarely has focus and clarity.

The Squirrel often has focus, and not vision and sometimes limited clarity.

The Owl often has clarity and not necessarily the vision and sometimes lacks focus.

The Tortoise has focus, sometimes vision, sometimes some clarity, and if you put all 
these together, you have team success.

To be a Master Time Manager Life Manager, you need to be in state. To be in state, 
you need to know what your desired outcome.

95% of the population are focusing on what they don’t want.

The only thing that can grow in your life is 
what you focus on and give energy to.

REMEMBER:
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The first step to knowing what you want is to get your values in the correct order.

If your family is so important to you, why do you work so much?

If health is such an important factor, why don’t you go to the gym regularly?

If financial abundance is high in your values, why do you produce such a low 
outcome?

If spiritual connection is important to you, why aren’t you meditating?

All these questions are in your face, however there is a need to know what you really 
want in life and get the right sequential order of your values, so that you can live life 
in harmony - stress free and complete.

The good news is that all can be achieved with ease and grace if you are prepared 
to keep out of the way, accept that you are ‘Under New Management’, buy a ticket, 
catch the train and take a seat, remembering that precise action will determine 
your success – not doing more.

Sounds simple doesn’t it? Well the good news is that it is - it just isn’t easy.

You have to be very aware of your saboteur that has a plan that has you not be 
successful.

More on this later.
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5 CONDITIONS FOR 
CONTROLLING EVENTS

BARRIERS TO 
PERSONAL PRODUCTIVITY

 ӹ There are events you cannot control

 ӹ There are events you think you cannot control – you can

 ӹ There are events you think you can control – you don’t

 ӹ There are events you think you can control - you really can not

 ӹ There are events you can control

(Time Management Problems or Incongruencies)

4. Immediate Action & Short Term Goals

3. Medium Term Goals

General Pyramid of Personal Productivity

Specific

2. Long Term Goals

1. Unifying Principles 
- Beliefs, Principles, Values
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7 STEPS TO 
GOAL PLANNING

1. Prepare your goals within the framework of your unifying principles.

2. Plan your goals within reach of your abilities.

3. Write your goals to bring consciousness and importance.

4. Ensure your goals are S.M.A.R.T.I.E.S.

5. Make certain the goals are yours.

6. Seek appropriate support from your Buddy and your Dream Team.

7. Ask yourself “Am I willing to Pay the Price required to have this?”

What is it costing you not to achieve these goals?

?
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SELF-UNIFICATION

Write a paragraph of clarification under each unifying principle on the next page. 
Example

Be Honest - with myself and everyone around me. Be open and fair with my boss, 
employees, family, friends and myself. See that justice is properly administered. 
Ensure all by business dealings are fair, completely above board and impeccable.

Have High Self Esteem - Continually develop and maintain a strong sense of 
personal worth as I relate to myself and others.

Love My Family - Build a close interpersonal relationship with my spouse and 
children showing care, respect and kindness. Take sufficient meaningful time with 
them and help each realize his or her maximum potential and self-fulfilment.

HOW YOU 
PERFORM

HOW YOU 
PERFORM

HOW YOU 
PERFORM 
UNIFYING 
PRINCIPLE

UNIFYING 
PRINCIPLE

UNIFYING 
PRINCIPLE
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VALUES

CHAPTER 2

So, let’s begin on your values. Your Values are Your Unifying Principles. What do you 
value most?

Identify the values or unifying principles that are important to you. Understand the 
difference between means values and ends values.

For instance, one of your values could be to travel and have holidays. That is really a 
means; the end value is to be happy.

You may like to have a beautiful home with a pool, near the ocean. It’s also 
a means value to an end value of having your family around you and being 
connected to your friends.

So, let’s list your end values, such as your health, a business career, spirituality, family, 
adventure, happiness, financial independence, contribution etc.

MY LIST EXAMPLE LIST

Freedom

Truth and Integrity

Health

Business Career

Spirituality

Family

Adventure

Happiness

Financial Independence

Contribution
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Now, begin to ask your self this question using the example list above, do I value 
freedom more than truth and integrity? If yes, then freedom becomes a higher 
value than truth and integrity.  Then ask do I value freedom more than health. If the 
answer is no, then health becomes your number one, then ask do I value health 
over a business career, if yes, then do I value spirituality more than health, again if 
no, then just keep moving down the list. If you find something  you value more than 
health just change the question. You will be able to identify your highest values in 
this way.

You can begin again to identify your second and third highest values. The end 
result you create will be the order from 1 to 10 of your true values for your Time 
Management Life Management needs. To reflect upon these values if you truly 
want your life to work, to be complete, for you to be happy and have the lifestyle you 
want and deserve.

Now that we have the big rocks, all we need to do is give them their required time, 
adding the means to achieving this.

For instance if happiness for you is that you play golf once a week, then that needs 
to go into your OneLifeTime Management System and perhaps it will take some 
time to sort out. It may suit you better to play golf during the week days when the 
courses are more available and therefore allocate time on  a  Wednesday morning 
or Wednesday afternoon to play golf.

At this point that may make you feel that it would be impossible and yet my mind 
tells me you can absolutely create this. You would just need a 90 day plan or a 180 
day plan to achieve this. Now this gets very scary doesn’t it?

The question here is “Who would you have to  become to achieve this goal”? The 
answer is someone different from the one who has been playing the game up to 
now.

At this point you should be excited and frightened at the same time, as we are 
moving into a plan to have your life work the way you want it to work, as  opposed 
to having it being worked by someone else.

If you don’t stand for something, you will fall for anything.

Five %er’s set their own goals; 
Ninety-five %er’s have their goals set for them.

!
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CLARIFICATION OF 
MY UNIFYING PRINCIPLES

PRIORITY
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THE ONELIFETIME MANAGEMENT SYSTEM FOR 
PRIORITISING YOUR 
UNIFYING PRINCIPLES

a. What do I value more than anything else?

b. What does my conscience tell me are the highest priorities or values of life? 

c. Of all the books, CD’s available, what do I consider to be the greatest worth? 

What is the highest form of truth?

d. If I could live only three or four unifying principles well, what would they be? 

 

e. In a long-term perspective, which of these unifying principles will give me the 

highest reward. 

f. In what ways will others and I suffer if I don’t apply each unifying principle?
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Evaluate your performance over the past few weeks and months with each unifying 
principle. The idea here is to put yourself in touch with who you really are. Our 
attention for change should be concentrated on those unifying principles where 
the circles are the widest apart, particularly on high priority unifying principles.

Bring your performance in line with your unifying principles. The best Systematic 
approach to accomplish this change in behaviour is to schedule a period of 
meditation of quiet contemplation every morning where you can be alone with your 
higher self, humanity and focus on the vital priorities. The concept of attaining a 
concentration of power in accomplishing your goals is covered in the OneLifeTime 
Planning Guide.
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THE BIG ROCKS

CHAPTER 3

Now let’s put the big rocks in for how you want your life  to look and work. You now 
have your values clearly defined.  All we need to do from here is look at our 7 Year 
Plan, our Yearly Plan, our Monthly Plan, our Weekly Plan and our Daily Plan.

Let’s look at your Financial Plan for the year.

What do you want as your outcome.  Take some time to write how much you would 
like to earn during this next twelve months.  $

Now divide that  figure  by  10.  $                                  This will give you an 
approximate monthly income (working on a 10 month year).

Now divide that by 4 to give you the weekly income you require. $   
(We know there is 4.34 weeks in a month, however by dividing by 4 we will have a 
conservative answer to our productivity).

Now divide the weekly figure by 5, $                        daily income that you will 
require.

If you choose to work a 4 day week, divide by 4. $

If you choose to work a 3 day week, divide by 3. $

Later you will add to this, the unearned income of trading shares and real estate, 
plus capital gain from buy and hold positions. Later in this program, we will show 
how we build our management to achieve our outcomes with a clear plan.

For instance, if we want to have $100,000 income and we are currently earning 
$50,000, the plan would go as follows:

 ӹ We divide the $100,000 by 10, which means $10,000 per month.

 ӹ We are currently receiving $50,000; divide by 10, which is $5,000 per month.

 ӹ So when we start this plan, we would start with the $5,000 because it’s our 
current income.  It’s very difficult to jump to $10,000, double the figure in the 
first month.
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For instance by increasing your income by 20% each 90 days, the following 
calculation would be true:

 ӹ $5,000 to start - after 90 days, it would be $6,000.

 ӹ At the end of 180 days, the $6,000 would become $7,200.

 ӹ After 280 days, the $7,200 would become $8,600.

 ӹ After 360 days, the $8,600 would become over $10,000 per month, which is 
$100,000 for the next twelve months.

These are action steps and they are all about Intention.

Similarly, with your family you may have a goal to travel and spend more time with 
them.

Look at the list you have made or create a list which is important to you. Add your 
list into your yearly, quarterly, monthly, and ultimately to your weekly and daily goals.

An example of the weekly goals in your OneLifeTime Management System, which 
show a week, you would block in your big rocks first, such as your work time, time 
with your family, your personal time, your health, exercise and goal-setting time in 
different colours.

Be mindful of the months and particularly the quarters, different situations crop up, 
such as holidays or important focus for work.

So you can see planning is very important here, however without intention, planning 
can’t begin.
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YOUR PAGE 30 
AND SEVEN YEAR PLAN

YOUR ACTION PLAN

Your Page 30 and Seven Year Plan is the blueprint for all of your life activities. 
Everyday in your 20 minutes of planning you make decisions based on the activities 
you need to complete these activities need to be moving you in the direction of 
your Page 30 and Seven Year Plan.

Over the page is a new copy of the Seven Year Plan. You need to update your Seven 
year Plan every six months and it is a great idea review your Page 30 at the same 
time.

Once you have a set of clearly defined Life Goals then you can go about breaking 
these goals into the smaller actions required. Obviously the Seven Year Plan includes 
years six, five, four, three, two and one.

Once you have your Seven Year Plan in place you can begin to break this down into 
your quarterly plan and your monthly plan from this your weekly plan should evolve 
naturally and therefore your daily plan will simply flow from this.

In planning your month, week and ultimately your day, the use of colours will give 
you a very clear visual outcome. Colour will add interest to your plan and provokes 
emotion. Be sure to use bold colours.

We have included a weekly calendar snap shot and strongly suggest you colour 
in blocks of time for your family, your lifestyle, your education, exercise, reading 
and your work. Let’s do yours now. (Note when you first start, that it won’t always be 
exactly this way, however by putting the big rocks in first, you will get clarity around 
what your intentions are and what you truly want to achieve.)
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NOTES
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ONELIFETIME MANAGEMENT SYSTEM 
COLOUR CODE YOUR DAYS

Green – Green is for GO! This is your work time, the time where you are 110% focused 
on your earnings, Every activity in the green blocks must be productive and moving 
you to your goals.

Yellow – This time is for education, listening to CD’s you MP4 player, reading books 
attending conferences and any training events based in your area of expertise.

Red – Time off, lifestyle activities, beach, golf, movies. Be sure to use this time  to relax 
and recover, you want to be at your peak when you return to your work. Note – too 
many red days spells danger in the early days.

Blue – Time with your spouse, children, family, friends. This time should be clearly 
defined and allow for quality time with the ones we care about the most. Just like 
the other colour blocks it is vital you are 110% focused on the activities in the blue 
area, ensuring your loved ones also share this focus with you.  Use  this time o do a 
variety of activities, let different members of the family select   the activity that they 
wish to do – it is best not to make this time TV watching time.

Orange – This is your OneLifeTime Management & Planning time, you must allocate 
20 minutes each morning (or the previous evening) to this in order to achieve the 
highest results.

Pink – Represents health and exercise, use this time to maintain optimum peak 
levels of health and well-being. This time is also for any massages, doctors or dental 
checkups.

Now go ahead and colour a week allocating time to each of these areas.
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Please understand that certain events can occur that can knock you off your plan 
and these should be odd events. If something is happening consistently, then you 
need to re-look at your plan and ask yourself this question:

“How important is this value and this goal particularly?” 
“What needs to happen to achieve this outcome?”

“What changes do I need to make to my environment to be successful in this?” 
“Who do I have to become to have this work?”

Ultimately there will be an action that appears to be the most important single thing 
to determine a successful Time Manager Life Manager, and that is the ability to say 
‘No’.

In the next chapter we are going to talk about saying ‘No’ and getting our priorities 
right.
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ARRANGING YOUR PRIORITIES

CHAPTER 4

The ultimate three step plan looks as follows:

1. Determine your Values. Resolve to live your life consistently with those values and 
unifying principles in place.

2. Dedicate Yourself to Mastery. To become absolutely excellent at what you do.

3. Live Congruently. Make sure your goals and activities are consistent with your 
true values and conviction.

The above three points seem simple enough, yet if you look deeply into them, you 
will get really clear that it’s about your intention, discipline and clarity that will lead 
you to Time Management Life Management success.

We have talked about being in state, which is about focus and knowing your 
outcome and now that you have your values in their correct order, we are really 
talking about Clarity and Focus so you can plan your day, plan your week, plan your 
month, plan your year and plan your LIFE.

It is very important to keep to your plan as much as possible.

For instance, when you are at work, you need to work. Poor Time Managers waste 
time and are often at work not really working. A bunch of stuff just keeps happening 
to them; they get involved in conversations, gossip, distractions and because of 
poor planning they don’t have the right tools and they go home feeling like they 
haven’t achieved much, yet they appeared to have been spinning their wheels and 
working really hard. Sounds familiar? Can you relate to this story?

All that’s happened is that you didn’t have the ability to say ‘No’ either to someone 
else or yourself.

Firstly, having your intention and having a plan to implement that intention, is the 
beginning.

Secondly, to write this down on your OneLifeTime Action Planner as your intention, is 
the key to your success.

Thirdly, to check-in after you put your intention out for the day on what actually 
happened and compare the two.
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I’ll guarantee that if you set your intention out for your day, each day, and a list of 
action steps and then compared that intention with what actually happened, and 
at the end of the day reviewed the outcome, and set your new intention the next 
day; within 30 days you will have increased your outcome by 20%, I guarantee it.

A 20% increase in your productivity per month will within four months, increase 
your productivity 100%, so you don’t have to work harder, you just need to work 
smarter.

The sad thing to watch is a person working very hard and long hours to achieve 
very little. What he or she is doing is ‘efforting’ without stopping to look at the plan 
and his effectiveness and efficiencies.

He or she hasn’t stopped to look at his or her systems to help him or her to achieve 
the desired goals by leveraging their time, their money and their life.

If you have come this far on the Time Management plan, congratulations as you are 
serious about this outcome.

I’d just like to stop and have you imagine what it would be like to live from a place 
where your life and achievements are appearing effortless and your lifestyle is 
substantially increased.

How would that make you feel?

What if this was true and what if this worked like it was envisaged to work and you 
became a Master Time Manager / a Master Life Manager?

In the next chapter I’m going to show you how these steps can really be achieved, 
by having an extra two months of more time on your hands.

That is more than 9 full 40 hour weeks extra, available to you. 
Read on and let me show you how.
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CHAPTER 5

What would it be like to have 9 extra 40 hour weeks available without any effort? 
What could you do with this time? What personal things would you like to  achieve 
or what contribution would you like to make? What would this mean to your family? 
Well, here’s how to get the time.

If you could create one hour a day extra for you, seven days a week, multiplied by 
52 weeks a year, you would get 364 extra hours. If you divided 364 extra hours by a 
40 hour week, you would end up with 9.1 extra 40 hour weeks a year.

How fabulous would that be? How would that make you feel?

You’d have to give up all those excuses like “I didn’t have time to do it”.

What you’ve really done, is to set yourself up for success. So how do we achieve this 
extra hour? Well it’s all about your intention.

Your intention around your day - what time you get up, what time you go to bed 
and what you do in the middle. Your intention of how much television you watch.

It will come back ultimately to your values and your purpose. David Letterman has 
been quoted as saying “Some people’s number one purpose in life is to watch 
television”. If your purpose is bigger than that and your intention is larger, then you 
will focus on what you want and therefore be selective in how you choose your 
invest time and the consequences of such choices.

The average ninety-five %er is watching an average of twenty-seven hours of 
television a week. It would be interesting if someone followed you around for a week 
with a video camera and noted down all that you did in the day and checked out 
where you were productive and non-productive.

“Under New Management” with your new intention. You will find that by setting your 
intention each day and completing the actual outcome, you will be the best judge 
of that and this will give you daily feedback on your outcome. That could be scary 
couldn’t it? Take a deep breath now and get into consciousness in the here in 
the now and realise that the game is up.

HOW TO HAVE MORE THAN 
9 EXTRA 40 HOUR WEEKS 
AVAILABLE TO YOU WITH EASE AND GRACE
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Realise that you are in charge of your life. In the moment of this realisation, know 
that you can achieve your outcome and that you can be a successful Time 
Manager Life Manager.

All you need to do is buy the ticket, board the train, take a seat, keep out of the way 
and accept the new mindset that you have become.

Accept the consciousness of your intention manifesting itself, creating the outcome 
and lifestyle that you desire.

As an example, by getting up an hour earlier each day and focusing on what you 
want to achieve, you will have that extra hour instantly. To get up that extra hour 
early, you will need to be mindful of what time you go to bed. You still need the 
correct amount of rest.

If you are working long hours, it may be because you haven’t yet figured out how 
to support yourself or what systems to use to make you more effective and efficient. 
Everyone can sprint for so long. At the end of the day, your body needs to not only 
rest, but needs to be rejuvenated.

Often people working long hours, find weekends are not rest for them – they try to 
recover, as they have lost the balance in life.

I talk from personal experience here, as I’ve been down that road many times.  If you 
want to learn something, the best thing you can do is teach it and that’s the reason 
I’m writing this book.

So, let me give you the tips that I’ve learnt that make this work, in the next chapter.
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CHAPTER 6
HOW TO BECOME A 
MASTER TIME MANAGER 
MASTER LIFE MANAGER
Master Time Manager Master Life Manager’s behaviours are very much a matter 
of choice. You can choose to be disorganised or choose to be efficient. You can 
choose to focus and concentrate on high value tasks, or you can choose to spend 
time on activities that contribute little value to your life.

As Brian Tracy says ”the starting point of starting previous programming and 
eliminating the mental blocks to time management, is for you to make a clear, 
unequivocal decision to become absolutely excellent at the way you use your 
time, minute by minute and hour by hour. You must decide, right here and now, that 
you are going to become an expert in time management. Your aim should be to 
manage your time so well that people look up to you and use you as a role model 
for their own work habits.”

In his book, “Time Power”, Brian Tracy covers the peak performer, the use of positive 
self-talk, use of positive affirmation, repeating over and over to yourself:

“I’m an excellent Time Manager – I’m an excellent Time Manager”

“I’m always punctual for my appointments – I’m always punctual for my 
appointments.”

“I am well organised” - “I am well organised”

“I concentrate easily on my high pay off tasks” - “I concentrate easily on my high 
pay off tasks”.

“I use my time well - I use my time well”.

He also uses visualising yourself at your highest efficiency. So looking and visualising 
yourself achieving the outcomes that you really want to achieve for yourself.

Mental rehearsal of this takes some practice. Once you get into the habit of this, you 
are lifting your limiting beliefs and increasing your self-esteem (that’s how much you 
like yourself). When you do like yourself and respect yourself, your performance will 
be better. The more you like yourself, the more confidence you have and the higher 
your peak performance will be.
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Here are Brian Tracy’s twelve proven principles for peak performance:

Principle 1

Time Management enables you to increase the Value of Your Contribution.

Self-esteem comes from the knowledge that you are putting more into your life 
and work than you are taking out, that you are contributing more to your work that 
you are  getting back. The greater the contribution you feel that you are making 
to your company and to your family, the greater will be your self-esteem. Good time 
management enables you to greatly improve your ability to contribute more and 
more value to whatever you are doing.

Principle 2

Your rewards, both Tangible and Intangible, will Always be Equal to the Value of 
your Service to Other People.

The more you put in, the more you get out. Through the Law of Sowing and Reaping, 
time management allows you to sow more and better, and therefore to reap more 
and better in every area of your life. If you want to increase the quality and quantity 
of your rewards, you need only seek ways to increase the value of your service. This 
is very much under your control.

12 PROVEN PRINCIPLES 
FOR PEAK PERFORMANCE



28 Time Management Life Management

Principle 3

Good Time Management requires that you see yourself as a “Factory”.

A factory has three phases of production. First of all, it has inputs of raw materials, 
time, labour, money and resources. These are the “factors of production” that are 
necessary to create the end-product.

Second, inside the factory there are activities that take place. These are the 
production activities or the work that are necessary to produce the product or 
service. The efficiency of operations within the factory determines the productivity of 
the factory and the productivity of each person involved in the production process.

Third, what emerges from the factory are the outputs or production of the factory. 
The value of the factory is determined by the quality and quantity of its outputs 
relative to its inputs. The central purpose of the management of the factory is to 
increase the quality and quantity of outputs.

One main difference between highly effective people and people who seem to 
produce very little is that top performers always focus on outputs or results. Average 
performers focus on inputs. Top Performers Focus on Accomplishments; medium 
or low performers focus on activities.

Good time management requires that you continually ask yourself: What outputs 
are expected of me? What am I expected to produce?  Why, exactly, am I on  the 
payroll?

The more you focus on the required outputs of your position, the better and more 
effective you will become. As a result, you will create greater value and make a 
more important contribution. You will become more productive and therefore, more 
valuable to yourself and to your company.

Principle 4

Everything you Accomplish, or Fail to Accomplish, Depends on your Ability to 
use Your Time to its Best Advantage.

Your levels of achievement and performance, in every area, are determined by your 
ability to think through and to apply the very best time management techniques 
available to you. You can only increase the quality and quantity of your results by 
increasing your ability to use your time effectively.
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Principle 5

Time is the Scarcest Resource of Accomplishment.

The biggest problem most people have is “time poverty.” People may have money 
and material success, and they don’t have enough time to enjoy them. We are short 
of time in almost every area of our lives.

Time is inelastic; it cannot be stretched. Time is indispensable; all work and 
accomplishment requires it. Time is irreplaceable; there is no substitute for it. Time 
is perishable; it cannot be saved, preserved or stored. Once it is gone, it is gone 
forever.

Principle 6

The practice of Time Management Skills allows you to develop Judgement, 
Foresight, Self-Reliance, and Self-Discipline.

These are the qualities of leadership and character. It is time management that 
enables you to get things done and your ability to accomplish the tasks assigned to 
you which is the chief measure of your value to your company and to your world.

Principle 7

A Focus on Time Management Forces you to be intensely Results-Orientated.

Results orientation is the key quality of successful men and women. Your ability to 
focus single-mindedly on the most important results required of you is the fastest 
and surest way to get paid more, promoted faster and to eventually achieve 
financial independence.

Principle 8

Time Management enables you to Work Smarter, not just harder.

Many people who are failures actually work harder than successful people and 
they produce less in the hours they work because of poor personal and time 
management skills.

Principle 9

Good Time Management is a Source of Energy, Enthusiasm, and a Positive 
Mental Attitude.

The more productive you become, the more positive you feel about yourself. As 
you see yourself accomplishing large quantities of work, you actually experience a 
continuous inflow of additional energy that enables you to accomplish even more.
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Principle 10

You Grow as a Person in Direct Proportion to the Demands that you Place on 
Yourself.

The self-discipline of time management builds character, confidence, and an 
unshakeable belief in yourself and your abilities.

Principle 11

Lasting Motivation only comes from a Feeling of Achievement and 
Accomplishment.

The more you get done, the better you feel about yourself and the more eager you 
become to do even more.

Principle 12

Now, This Minute, is All the Time You Have.

If you manage yourself minute by minute, the hours and days will take care of 
themselves. The more tightly you manage your time, the more you are guaranteed 
it will translate into a great life which is hallmarked by purpose, power, control, and 
worthwhile accomplishments.
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1. Select one area where better time management skills can help you to be more 
effective and get more done. Resolve to go to work on yourself in that area 
immediately. 
 
The area I have chosen:

2. Think back to a time when you were performing at your best. Recall and replay 
the picture of this experience in your mind whenever you approach a new task. 
 
Briefly outline of the picture of me performing at my best for future reference: 
 
 
 
 

3. Talk to yourself  positively all the time. Repeat affirmations such as “I use my time 
efficiently and well!” 
 
My positive affirmations are: 
 
 
 
 

4. Imagine that everyone around you is looking up to you as the role model of 
personal efficiency, and that they are going to organise their days the way you 
organise yours. Act accordingly. 
 
List some behaviours that you would display:

ACTION EXERCISES
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5. Think about teaching a course in time management to your friends and 
colleagues. What would be the most important things you would want to teach 
them?  
 
 
 
 

6. Determine the areas of your work that give you the most satisfaction and make 
plans to become even more productive in those areas. 
 
The most satisfying areas of my work: 
 
 
 
 

7. Resolve today that you are going to work and practice until you become one 
of the most efficient, effective and productive people in your field. Take action 
immediately on your resolution.
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LONG TERM, MEDIUM TERM & SHORT TERM GOALS  

YOUR 1-31 GOAL CARD
Seven categories for balanced goal planning:

PRIORITY GOALS (Long Term)

1. Health

2. Family

3. Financial

4. Business/Career 
  

5. Intellectual  

6. Social  

7. Spiritual
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SEVEN QUESTIONS TO ASK 
WHEN PRIORITISING LONG TERM, MEDIUM TERM, SHORT 
TERM AND IMMEDIATE ACTION PERSONAL GOALS

1. Of all the goals I have written, which are the most supportive to my high priority 

unifying principles? 

 

2. If I could achieve only three or four of these goals which would they be? 

 

3. Which of these goals will yield the highest reward? 

 

4. Which of these goals will yield the greatest long term results? 

 

5. Which will be most useful to my associates at work and to myself? 

 

6. What will happen if I don’t achieve these goals? What will be the cost? 

 

7. Would failure to attain any of these goals threaten the survival, well-being or 

happiness of my business, associates family or friends?
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PERSONAL LIFE GOALS
Personal Life Goal (                                  ) category 

What action must be taken to accomplish the above goals? 
List your medium term goals in this category and prioritise.

PRIORITY

PRIORITY
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As they would appear on your goal card.

Position within company:

Categories for balanced goal planning - On the lines below, identify the most vital 
areas of you position.

1. Live My Unifying Principles

2. Develop the Mind

a. Read books related to my field of study for 30 minutes each morning at 6am

b. Listen to Self Development literature on my MP4 player while at the gym each 
day for 45 minutes

c. Meditate for 15 minutes every morning at 5am

3. Maintain optimum Health and Vitality

a. Eat healthy, nutritious, live foods

b. Drink 2 litres of water everyday

c. Exercise for 45 minutes each day at the gym

EXAMPLE OF 
PERSONAL LIFE GOALS

GOALS WITH COMPANY

PRIORITY GOALS

1. 

2. 

3.  
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Categories for balanced goal planning - On the lines below, identify the most vital 
areas of you position.

GOALS WITH ENTERPRISE

PRIORITY GOALS

1. 

2. 

3.  

EIGHT QUESTIONS TO ASK 
WHEN PRIORITISING LONG TERM, MEDIUM TERM, SHORT TERM 
AND IMMEDIATE ACTION GOALS WITH THE COMPANY

1. Of all the goals I have written, which are most supportive of my highest priority 
unifying principles?

2. Which are most supportive of the Company/Enterprise? 
What does my boss expect?

3. Which of these goals is most useful to my Company/Enterprise? 
What does my boss expect?

4. If I could accomplish only 3 or 4 of these goals, which would I prefer them to be?

5. Which of these goals will yield the highest payoff?

6. Which will yield the greatest long-term results?

7. What will happen if I don’t accomplish each goal? 
How much suffering would take place?

8. Of all these goals, which would pose the greatest threat to my survival if I didn’t 
get it done?
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CHAPTER 7
WHAT STOPS SOMEONE FROM 
BECOMING A 
SUCCESSFUL TIME MANAGER?
The first reason I believe people feel they are not good Time Managers Life 
Managers, is because they have an unworthiness within them, a certain shame.

Perhaps they were given this at an early stage in life where their parents or teachers 
criticised them. Growing up they were told they were messy people or that they 
were always late and never finished anything they started. Before they knew it, they 
actually believed this lie to be true. This criticism of who they are has resulted in 
them having a negative mental program that has them believe that they are their 
behaviour. The truth is, if you believe that to be true, you will be right. They will say 
things like “I was born this way” or “this is who I am – take it or leave it.” If you have 
learnt these bad habits, the good news is that you can unlearn them. This is all 
about giving up the learned helplessness and taking responsibility for your life.

The second common belief is that you would lose your naturalness or your 
spontaneity if you were so organised. This is a negative belief and in actual fact, 
a myth. To believe that a well organised person becomes cold, calculating and 
unemotional, is the work of the ego mind to hold you hostage to a place where you 
are actually not even happy any more. Yet it’s often referred to as your comfort zone.

This hiding behind this false excuse for not disciplining yourself; the same person 
often is suffering a lot of stress, whereas an organised disciplined person ends up 
having a lot more free time to truly be spontaneous, relaxed and having a greater 
deal of personal worth. The main reason being, is that their values are clear in 
spending time with their children and family, allocating the correct time for sleeping 
and health and wellness activities. Having a fuller successful financial outcome 
gives them much better opportunities to relax and enjoy their holidays and their 
lifestyle to a far greater level.
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The third area would be self limiting beliefs. Which is really locked into the belief that 
they don’t have the ability to be a good Time Managers. Good Time Managers Life 
Managers are born into that role and have a background or it’s their heritage, as if 
they didn’t have the right genes or chromosomes. The truth is that it is just a matter 
of decision; a matter of taking absolute responsibility for your life and disciplining 
your life through focus.

New habits take some time to create, however once you have cultivated the good 
habit, which takes approximately 28 days, then this good habit will be with you 
for the rest of your life. It’s interesting to hear someone say “I can’t get up in the 
mornings – I’m just not good at that. I’m actually a night person”.

If you offered them $1m to be up at 5.00am and be ready to leave at 5.45am 
dressed and out the door, you would be amazed how quick they become a 
morning person.

It’s never about do you have the ability, it’s always about the intention and about 
the consequences of your intention and how you truly want to live your  life and be 
masterful.

It’s all about your choice, your freedom and it’s about setting yourself up for success.

It would be important to have a buddy to work with on your Time Management skills. 
A challenge shared is a challenge halved, so let’s set you up for success; let’s create 
a Time Management buddy, a Life Management Buddy in the next chapter.
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CHAPTER 8
YOUR TIME MANAGEMENT 
LIFE MANAGEMENT BUDDY
Set yourself up for success and have a buddy to work with, someone who will hold 
you to the highest standard and keep you accountable. This will give you great 
leverage. Remember all wealth and success is based on adding value, leveraging 
that value and keeping control.

You can achieve your Time Management Life Management success with a buddy 
who is a like-minded person who wants a similar outcome. So choose a buddy who 
will hold you to your intention, who will walk with you through the fire.

This buddy will know the difference between being sympathetic and being 
empathetic. A sympathetic person becomes part of the problem and an 
empathetic person understands the problem and will help you with reflection and 
how to move out of that situation.

A true buddy will mirror back your intention and support you in the reaching of your 
outcome. A real buddy will hear the distinction between the story or the excuse you 
are giving and the mindset required to get you back on track and focused on your 
outcome. A true buddy will check in with your values and see if this is really what 
you want as your outcome. So choose carefully the buddy that you want to work 
with, and give them permission to give you honest feedback.
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My Time Management Life Management Buddy

My Time Management Life Management Buddy is 

his   or   her   contact  email  is 

and  his  or  her contact number is 

We have committed to                            emails and                          calls to check 

in with each other.

I give full permission for my Time Management Life Management Buddy to remind 
me of my commitment to this new way of life.

Signed

Witnessed by my Buddy

Date

Date

Your check in times should be a minimum of each 30 days. Ideally weekly would be 
the most supportive. Do a major review in 90 days and then re-set your goals and 
objectives, particularly your intention for the following 90 days.

As a Master Time Manager Life Manager, your life really is based on 90 day plans. 
Four each year, allowing for you to review the targets you have reached, your Yearly 
Goals and ultimately Your Seven Year Plan. Remember to revisit Your Seven Year Plan 
for each year ahead, this is the key to being a Master Time Manager Life Manager.
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CHAPTER 9
MASTERING 
TIME MANAGEMENT 
LIFE MANAGEMENT
THROUGH GOALS AND OBJECTIVES

Without doubt, Time Management Life Management is all about your intention. 
It’s about clarity with that intention. To join the five %er’s, you will need to have the 
mindset of a five %er. The mindset of the Master Time Manager Life Manager is a goal 
orientated person.

As Zig Zigler said “Written goals transform you from a wandering generality into a 
meaningful specific”, so your goals must be written and this is why your Seven Year 
Plan is written, your Page 30, and your 1-31 Card.

A Master Time Manager Life Manager has an Action Planner, a Game Plan, and a 
calendar that he works from, he leverages himself with a team, has a mobile office 
and a home office, a project book and many tools such as an i-Phone and a digital 
voice recorder.

Let’s have a look at these one by one:

Firstly, an OneLifeTime Action Planner is a Time Management System that begins 
with a Year Planner, a Quarterly Planner, a Monthly Planner and you begin with 
intention, filling in the actuals as the time passes. It lays out the rituals for your day, 
and the standards for which you wish to be held.

The OneLifeTime Action Planner which the OneLife team use has been included in 
this folder, and we suggest you adapt it to your own needs.

A Game Plan, as we discussed briefly in an earlier chapter, is your intention for your 
life with your highest values being exemplified and manifested and expressed as 
numbers and words. For instance, in the next chapter we will be covering a 3 Year 
Game Plan to Financial Freedom, which you could use as a guide.

Your Mobile Office will have with it, the important tools that you take with you 
wherever you go, such as your OneLifeTime Management System, your Dictaphone, 
your computer, your synchronised i-Phone for your appointments, the copies of any 
important documents that you use on a day to day basis. Plus any reference material 
that you require and those important extra gadgets like your MP4 Player, wireless 
internet access and chargers for your computer and phone (isn’t it interesting when 
you leave those at home?) and any extras that you feel are necessary.
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For instance, a secondary phone is a great back-up tool with all your log-in 
numbers, client lists and passwords. Your mobile office is a system for your success. 
Your home office, a cleared space where you can work has whatever you need 
to have to be able to operate from home, like your computer, printer/scanner, 
calculator, internet connection etc.

To have what you really need to work on, without clutter, and to only work on that 
at that time. Your team success is your seven Dream Team members who you are 
working with you on projects such as real estate, share trading or business activities. 
This would normally include your Time Management Life Management Buddy.

Your Project Book is the book you have created for projects and you may choose 
to do this on your computer through folders. Basically, this is designed  to project 
manage whatever projects you have on your high priority list.

This would include projects you are managing such as real estate projects, or share 
trading projects, or business projects and could also include a health plan that you 
are project managing for yourself and have business income projects such as Life 
Success & You. A project book is designed to de-clutter your life and have you focus 
on important issues by keeping your life simple, following your vision, having clarity 
and focus.

Your Calendar is part of your OneLifeTime Action Plan, and is designed to think 
ahead of the events that are occurring in your life and are important to your life 
management plan. To be always working 90 days ahead; have a vision for your 
program 12 months ahead; to be absolutely clear about your 30 day plan, so there 
are no surprises.

All of this can be achieved either in a physical paper OneLifeTime Daily Action 
Planner or using a computer program such as Outlook.
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There are a number of magic keys that you need, which are as follows:

1. Always Write It Down, whether it is an entry into your i-Phone or straight into your 
computer or a written entry in your OneLifeTime Daily Action Planner. 
 
Never, never, rely on your memory. 
 
Even if you have to write it in a little notebook that you carry with you and get into 
the discipline of entering the notes each day into your computer or i-Phone or 
hard copy of your OneLifeTime Daily Action Planner.

2. Ask the Right Questions. If there is ever a level of poor management,  it comes 
with poor communications and usually not asking the next question to take you 
to the next level.

3. Lastly in this list, “Know Thyself.” What that means is, listen to your body; your body 
always knows.

With this program, hasten slowly. Your body needs rest and recreation and with 
OneLifeTime Management System changes, make sure that they are appropriate.

It’s not very smart if you are used to getting up between 7.00am and 8.00am each 
day and then suddenly decide to get up at 5.00am. Some people can do this, most 
people need to graduate themselves into those times.

For instance, start yourself off definitely at 7.00am in the morning and do that for a 
week and perhaps in the following week move to 6.30am and do that for a couple 
of weeks. Then move to getting up at 6.00am. After a month, move through to 
5.30am, a month later get up at 5.00am.

Your body will graduate as you slowly adjust if this is the time you want to get up. 
I’ve enclosed a plan which may suit someone wanting to excel in this area, out of 
“The Twelve Leverage Steps to Success” in the Abundance program. With all these 
ideas, take what you like and leave what you don’t.
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ABC FINGERTIP MANAGEMENT 
FOR ORGANISING YOUR 
WORK ENVIRONMENT

Here is a plan to consider:

A

B

C

A = Most frequent used (can reach easily while seated)

B = Used from time to time (must stand or stretch to reach)

C = Least frequently used (must take steps to reach)

By                             I will organize my desk for fingertip management.
(DATE)
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AN EXAMPLE OF A DAILY PLAN THAT MAY WELL WORK FOR YOU.

This plan is designed to deal with most of the important issues firstly in your life and 
if you would like to move towards this and set yourself up for a goal to follow it, then 
be my guest. Review how you feel after 30 days.

I believe if you started this plan and continued it for 30 days, you will be going to 
bed earlier, waking up wiser, more alert and achieving outstanding results, feeling 
better about yourself, which is our plan. Here is the first one, which is Day One.

I’ve also enclosed the OneLifeTime Daily Action Planner as a guide for the day, 
which will give more clarity to someone planning their day.

It will be interesting to note that Accountants work on six minute intervals or units as 
they would call them, ten per hour. They do this so that they can charge their time 
out.

Their intention is to have 80% of their day charged out and they look at their six 
minute intervals and charge those units out in blocks.

You might think that’s over the top, but most professionals operate this way, 
including lawyers, doctors and barristers. Some would work on fifteen minute 
intervals and some would work on half hour or hour intervals. I prefer to work  on 
fifteen minute intervals.

Ninety-five %ers use their diary or Time Management System as a scribble pad and 
would truly do almost everything in their power to sabotage this outcome. As in one 
breath they want a change in their life, in the next they aren’t prepared to make the 
changes necessary. They then settle for a life of mediocrity, with particularly a fair 
bit of stress as their life is not fulfilled and they live the emptiness of those that aren’t 
complete.

I know if you are at this stage of the book, you are still present and the seriousness in 
the success you are looking for will have you perform at a higher level. What you are 
in the process of experiencing, is raising your standards and living at a much higher 
level of consciousness around who you have to become, to have you be successful 
and truly be a Master Time Manager Life Manager. Congratulations on making it 
this far, allocate some time to celebrate your success and your commitment.

Excellence is a 
commitment to completion
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Serious Time Managers, who are Ultimately Successful, live with Balance and 
Harmony in their life and achieve this outcome in three ways:

BONUS – Be On Purpose

1.  By Focusing what they Really Want in Life

2.  Setting their Priorities Clearly and Precisely

3.  Overcoming Procrastination
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SEVEN STEPS TO 
GOAL PLANNING

Know Your Outcome

Values

Write Your Goals

S.M.A.R.T.I.E.S

Goals Are Yours

Buddies & Dream Team

Pay The Price
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CONGRUENCY

PAGE 30 - VISION BOARD

WHAT I SAY, I DO
WHAT I SAY, I DO

WHAT I SAY WHAT I DO
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3 YEAR GAME PLAN 
TO FINANCIAL FREEDOM

1st  Year 2nd Year 3rd Year
90 

days
180 
days

270 
days

360 
days

90 
days

180 
days

270 
days

360 
days

90 
days

180 
days

270 
days

360 
days

0-$1k
pm

$2k 
pm

$3k 
pm

$4k 
pm

$5k 
pm

$6k 
pm

$7k 
pm

$8k 
pm

$9k 
pm

$10k 
pm

$11k 
pm

$12k 
pm

$10k $20k $30k $40k $50k $60k $70k $80k $90k $100k $110k $120k

1 Real Estate Transaction
$12k to $25k (Say $12k)

$12k + $40k = $52k
In the first year

2 Real Estate Transactions
$25k to $50k (Say $25k)

$25k + $80k = $105k
In the second year

3 Real Estate Transactions
$37k to $75k (Say $37k)

$37k + $120k = $157k
In the third year

1st  Year 2nd Year 3rd Year
90 

days
180 
days

270 
days

360 
days

90 
days

180 
days

270 
days

360 
days

90 
days

180 
days

270 
days

360 
days

0-$2k
pm

$4k 
pm

$6k 
pm

$8k 
pm

$10k 
pm

$12k 
pm

$14k 
pm

$16k 
pm

$18k 
pm

$20k 
pm

$22k 
pm

$24k 
pm

$20k $40k $60k $80k $100k $120k $140k $160k $180k $200k $220k $240k

1 Real Estate Transaction
$25k to $50k (Say $25k)

$25k + $80k = $105k
In the first year

2 Real Estate Transactions
$50k to $100k (Say $50k)

$50k + $160k = $210k
In the second year

3 Real Estate Transactions
$75k to $150k (Say $75k)

$75k + $240k = $315k
In the third year

FAST TRACK
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12 MONTH PLAN

Review 
& Renew

Get Into 
Profit

Clean Up 
The Mess

Get Into 
Action

1st Qtr         2nd Qtr         3rd Qtr        4th Qtr
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MONTHLY PLAN

Day Client Name DIALS CONVO BOOKINGS PITCH SALES CONV
SALES

SALES $ 
VALUE

CASH 
BANKED

FUTURE 
SALES

Target Actual Target Actual Target Actual Target Actual Target Actual % Target Actual Target Actual Target Actual

1

2

3

4

5

6

7

8

9

10

11

12

13

14

15

16

17

18

19

20

21

22

23

24

25

26

27

28

29

30

31
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30 DAY PLAN

My number One Goal  
in the next 31 days is...

 i am so happy I am/have

I read my 1 to 31 goal card each day and all my goals are S.M.A.R.T.I.E.S I have achieved this by. Date:    /     /    Time:   am/pm

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31

Health  I am so happy I am/have

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31

Family  I am so happy I am/have

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31

Financial  I am so happy I am/have

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31

Business/ Career  I am so happy I am/have

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31

Intellectual  I am so happy I am/have

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31

Social  I am so happy I am/have

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31

Spiritual  I am so happy I am/have

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31

1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20 21 22 23 24 25 26 27 28 29 30 31

Note: Use your 1-31 Card to develop success habits. Remember balance in your life.

Health Financial Business/Career Intellectual SpiritualSocialFamily

List your goals in 
the first person and 
present tense in the 
space provided then 
tick the box each day 
when you read them. 
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1. Focus on your Outcome for the month

2. What is the One Thing this month that would make all the difference to:

 ӹ Health

 ӹ Wealth

 ӹ Relationships

3. Adjust your 1-31 goal card and targets for the month

4. Complete your Monthly Plan

5. Update Strategic Spending - always forecasting the 12 months ahead

6. Check In - how much did you bank in your Wealth Account in the last month

 ӹ Did you reduce bad debt?

MONTHLY PLAN

NOTES
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WEEKLY PLAN

1. Big rocks in.

2. Remember balance.

3. When you’re at play, play. When you’re at work, work. Most people very rarely are present 
to where they’re at. In fact, when they’re home, they think they should be at work and 
when they’re at work they think they should be at home.

4. What’s your intention for this week? Show me the numbers, e.g. What’s your goals for 
banking this week? Example, 70 calls a day, 26 connections, 16 serious conversations, 
eight future appointments for sales.

5. Two new clients that are serious conversations a day over five days a week is 10 new 
serious conversations. 10 a week over 50 weeks is 500 new clients, which in most 
business is equal to more than a hundred thousand dollars income for the person. This 
is all about consistent commitment. The numbers speak for themselves. Remember the 
system is the solution.

6. Feedback. Finally, each week check what was your intention versus what was the results 
for the week. And then set your new week’s intention.

CONSULTANT WEEKLY INTENTION SHEET
MON Date TUES Date WED Date THURS Date FRI Date SAT Date SUN Date

8.00 8.00 8.00 8.00 8.00 8.00 8.00

9.00 9.00 9.00 9.00 9.00 9.00 9.00

10.00 10.00 10.00 10.00 10.00 10.00 10.00

11.00 11.00 11.00 11.00 11.00 11.00 11.00

12.00 12.00 12.00 12.00 12.00 12.00 12.00

1.00 1.00 1.00 1.00 1.00 1.00 1.00

2.00 2.00 2.00 2.00 2.00 2.00 2.00

3.00 3.00 3.00 3.00 3.00 3.00 3.00

4.00 4.00 4.00 4.00 4.00 4.00 4.00

5.00 5.00 5.00 5.00 5.00 5.00 5.00

6.00 6.00 6.00 6.00 6.00 6.00 6.00

7.00 7.00 7.00 7.00 7.00 7.00 7.00

8.00 8.00 8.00 8.00 8.00 8.00 8.00

9.00 9.00 9.00 9.00 9.00 9.00 9.00

Green for money appointments (people you are seeing who will result in income)
Yellow for Sales trainigns, reading books, listening to audio
Red for time off, lifestyle, gold, TV, movies, exercise

Time management, planning time
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DAILY ACTION PLAN

Day Date: No. of days to Life Magic:

Intentions Time Results No. of days to Quantum FastTrack:

5:00am No. of days to Intro:

6:00 No. of days to Intro:

7:00 No. of days to Event:

8:00

8:30 S.M.AR.T.I.ES GOALS
9:00 1. I am so happy I am... using my action results

9:30 planner with everyday to manage my time and

10:00 effectively.

10:30

10:45

1:00 2. I am so happy I am...

11:15

11:30

11:45 3. I am so happy I am...

12:00md

12:15

12:30 4. I am so happy I am...

12:45

13:15

13:30 5. I am so happy I am...

13:45

14:00

14:30 6. I am so happy I am...

15:00

15:15

15:30

15:45 IMPORTANT TASKS AND NOTES
16:00

16:15

16:30

16:45

17:00

17:30

18:00

18:30

19:00

19:30

20:00

20:30

21:00

21:30
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DAILY ACTION PLAN

Date Day DIALS CONVO BOOKINGS PITCH SALES CONV
SALES

SALES $ 
VALUE

CASH 
BANKED

FUTURE 
SALES

Target Actual Target Actual Target Actual Target Actual Target Actual % Target Actual Target Actual Target Actual

MON

TUE

WED

THU

FRI

SAT

SUN

TOTAL

Money appointments (people you are seeing who will result in income)
Sales trainigns, reading books, listening to audio
Time off, lifestyle, gold, TV, movies, exercise Time with your family, children, spouse, partners, etc.

Time management, planning time
Time management, planning time

Decide what time you want to get up. Remember 5,4,3,2,1.  
Always make your bed. Let’s say 6:00 AM.

1. 15 to 20 minutes Meditation  Read, listen, 
learn, grow., build the picture every day 
BE THERE, BE PRESENT

2. Read your goal card, one to 31. know 
your outcome. Focus on one thing. BE 
YOUR FUTURE SELF

3. Exercise, light, moderate, or intensive. 
Whatever’s right for you. BE YOUR HEALTH

4. Plan your day. Remember, five minutes 
planning will save you an hour of time. 
BE YOUR CLARITY

5. What’s your intention, attention and 
balance? Fill in your daily action planner 
(DAPS). BE YOUR FOCUS

6. IPA, income producing activities. IPA, 
income-producing activities. One, 
connect. Two, present. Three, open 
the sale. Four, follow up. Five, seek 
support. Six, three-way calls. Seven, be a 
marketeer. Eight, two new clients a day, 
10 clients a week, 500 a year, equals 
100,000 plus income. BE YOUR SALES 
MANAGER

7. Your word for the day. This will be your 
direction of focused intention. BE YOUR 
WORD

8. Leadership, lead follow or get out of the 
way.  Important tasks/actions. BE YOUR 
ACTIONS

9. This day, results, goals and actions. Show 
me the numbers. BE YOUR RESULTS

10. Notice this is all about your intention, 
attention, being in state, and having a 
strategy. BE IN STATE

11. Build your dream team. Create 
all leverage in your life. Build your 
magnificent seven. BE YOUR EXCELLENT 
SELF.

12. An attitude of gratitude is key to all 
success. BE GRATEFUL
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DAILY STEPS TO SUCCESS

1. Meditation. Read, listen, learn, grow. Be there, build the picture every day.  
Be present.

2. Know your outcome. Focus on one thing. Be your future self.

3. Plan your day. Be your clarity.

4. IPA, income-producing activities. Be your sales manager.  
1 - Connect.  
2 - Present.  
3 - Open the sale.  
4 - Follow up.  
5 - Seek support.  
6 - three-way calls.  
7 - Be a marketeer.  
8 - Two new clients a day, 10 clients a week, 500 a year, equals 100,000 + income.

5. Leadership. Lead, follow or get out of the way.

6. Build your dream team. Create all leverage in your life. Be a magnificent.  
Be your excellence. 

7. An attitude of gratitude is key to all success. Be grateful. 

The only thing that grows in your life is what you focus on and what you give energy 
to. Be grateful.
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MY DREAM TEAM

Mission:

Purpose:

Goal:

Affirmation:
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MY DREAM TEAM MAP

Mission: Purpose: Goal: Affirmation:
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NOW
THIS MOMENT



LIFE MANAGEMENT
TIME MANAGEMENT

TIME LOGS

https://www.facebook.com/breathemepage/
http://www.breatheme.com
https://www.youtube.com/channel/UC5Ci9nVxGJE04UzknjRVmOw
https://www.instagram.com/breathemepage/
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ONELIFETIME LOG SYSTEM 

Time Logs are designed to give you feedback from your intentions to the results that 
you are actually experiencing in life. 

It’s about consciousness and raising the level of consciousness - your awareness. 

You will remember there are three areas that we are really working on here.   

1. Is being able to control events that we can control, as opposed to being a
victim to circumstances.

2. To be congruent in our life; in other words to be aligned with how you perform
against your unifying principles. Or another way of saying this is; what you say -
you do, what you say you want in life - you actually are doing and actioning.

3. It is about your focus with intention and attention.

The best way to receive feedback on this is to use a OneLifeTime Log System.   

Each day you set your intention up for the day and what you expect to have 
happen.  You make this intention with a sincere faith that you are going to achieve 
these outcomes and you are doing this in a realistic manner. 

Your results will indicate whether you were reasonable in this intention and whether 
you were aligned with your unifying principles. 

It has to be said that the only thing we can guarantee with this, is that your intentions 
won’t always match your results. 

Having said that, what we can guarantee is if you have no intention, then whatever 
results you receive will tend to be more through luck, than anything else. 

The OneLifeTime Log System produces the following: 

1. It gives you a clear and concise feedback loop on where your time is going.
2. Where there is congruency with respect to your responsibilities.
3. How much of your day is free and not committed?
4. What vital priorities you may be neglecting.
5. How time wasters are affecting your performance and productivity.
6. How successful you are in carrying out your Time Management goals.

The OneLifeTime Log System will increase your management of your time, because 
your awareness is crystal clear from all of the above and it will give you instant 
feedback if you have slipped back into any of your old ineffective habits of poor 
time management. 

The OneLifeTime Log System is for everyone from the receptionist and sales to middle 
managment, to the CEO; it’s for everybody and it will work effectively irrespective of 
your position and responsibilities. 
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When should you start doing your OneLife Time Logs?  NOW! 

Never wait for that special day you think would be the best day to start because 
everything will be organised and you will have a really good record to show. 

The biggest room in the world is the room for improvement.  This is the best time to 
start.  It doesn’t matter if it’s half way through the day, or half way through the week 
or half way through the month or half way through the year.   

NOW is always the time that your life begins. 

I know you probably say you don’t have time.  The truth is that is all you have got – is 
time.  That’s all that anyone has, and you don’t want to waste it. 

Just for those who think they don’t have time to do the Time Management course 
and don’t have time to do the Time Logs.  

Talk to Charles R. Hobbs who is the renowned Time Management expert, who has a 
Doctorate from Columbia University and who has spoken on this subject to over 
400,000 teachers that instruct on his program in 63 countries, who developed the 
Time Power System, he maintains that it takes an average of eight minutes to do 
their Time Log each day. 

Given we have allowed between fifteen and thirty minutes a day, say twenty 
minutes for planning as our minimum, that eight minutes is included in that time and 
if it took you an extra five minutes, because your life is more complicated than most 
other people, then I guarantee it would be worth it. 

The OneLifeTime Log System as part of your consciousness, part of your focus, part of 
your intention, part of your action steps, part of your planning technique, that will 
give you a reward multiplier of a minimum of ten times of what it will save you and 
what it will make you. 

What my request is for the next 90 days that you use your OneLife Action Planner to 
really change your life and change your results.   

So Lets Get Started 
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Have your OneLifeTime Action Planner everywhere you go. Each morning start at 
the top with the day and the date.  The fill in your S.M.A.R.T.I.E.S. goals and your 
intentions for the day.  Then complete the important tasks and notes areas.  Spend 
20 minutes planning your day and set your priorities.  As the day progresses record 
your results every every fifteen minutes. You only need three or four words to cover 
what you are dealing with in that fifteen minute cycle. 

To begin each day, we start with your intention – what is your intention for the day? 

That will include your time for getting up, your exercise, and meditation time, having 
breakfast, driving to work or walking to work, planning time ,the appointments you 
have, actions you need to take and processes that you will be involved with.  Then 
your lunch breaks, going home and at night what your intention is. 

If you are a OneLife Consultant or a Life Success & You Business Builder, you will have 
created in the bottom left hand box, your day results.  Firstly your goal for what you 
want to achieve and why you wish to achieve it. 

This box is without doubt, the most important box next to your full intention for the 
day.   

This will include the results for Abundance sales, Advance programs, Life Success & 
You, daily bankings, first month, second month and accumulative bankings.   

It also has a target section at the bottom right, which is there for re-visitors, fully paid, 
confirmed, work in progress and an ongoing total. 

The number of days to the Abundance program is also very important, because that 
gives you the countdown for what needs to happen for that time. 

These days should be realistic days.  In other words, it doesn’t include weekends; it 
just includes the days that one of our team members can work on their business. 

For someone else, in some other industry, you could make this a special 
arrangement for what is important to you as we all have benchmarks and goals and 
particularly time related activities that need to be acknowledged. 

The goal section in the top right hand corner is also very important. 

As you will notice, there are S.M.A.R.T.I.E.S. goals.   

 Specific,
 Measurable,
 Attainable,
 Realistic,
 Tangible,
 Inspirational,
 Emotional, leading to
 Success.



5

The first one is the affirmation for affirmations: “I am so happy I am using my Action 
Planner with focus every day to manage my time and results effectively” and then 
there are half a dozen “I am …..” 

An example of this would be: 

 “I am so happy I am exercising each day at 6.15am with the five Tibetan rights, 
stretching and jogging for 30 minutes” 

“I am so happy I am enjoying wholesome organic food for my breakfast, lunch and 
dinner that nourishes me and my body” and so it would go on for whatever you 
have for your goals. 

Important Tasks and Notes are issues that need to be considered carefully and they 
are there to remind you for action.  Also some of these tasks may have further 
activities to them and they can be taken forward to future dates within your Daily 
Action Planner. 

For instance if you were dealing with something with an account issue and it wasn’t 
completely resolved, then the next communication for that was going to be the 
following week, you would turn a week in advance and put the note as an 
agreement and an intention to ring for example John, in relation to the outstanding 
account that needs to be finalised. 

The colours down the bottom are based on your weekly time, so green is for money 
appointments and yellow is for your sales and training, red for your time off lifestyle 
things and blue for your family and orange for your Time Management planning. 

If you are a visual person, this is extremely interesting to see, it will not only brighten 
your day, but you can see at a glance how your intentions are matching your results. 

It should be noted in this Time Log, you need to be honest.  Your intentions are your 
intentions, no-one else’s.  

You are in control of the outcome by the decisions you make. 

All Time Management decisions have consequences. 

What will show up very early in the piece is when you are not being honest with 
yourself. 

If you choose to be untruthful, then your life will be full of deceit and lacking integrity. 
Once you discover lack of integrity in one area, you will find it in others.  

It’s like lifting the rocks and finding a spider and as you lift more rocks, you will find 
more spiders.  When you are absolutely in alignment with your unifying principles, 
you will find you lift rocks, and there are no spiders. 

As you will notice with the prioritisation of your Daily Action List; 
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 (A means Vital; B means Important; C means Some Value and D means No Value 
whatsoever).  

So as you review each day, with a red pen write your reviews of your ABC and D’s. 
Your intention should have had your A and A1, A2, A3, B1, B2, B3, C1, C2, C3 etc.   

Now look at your results and see as you would consciously value your day. 

How much was vital, how much was important and how much has some value and 
how many D’s showed up? 

As time goes on, you will commit to memory your Time Power Control symbols, with 
ticks for fully completed; partially completed; urgent; see or refer to; delegate with a 
circle and put an initial who you are delegating to, and the arrow to carry forward 
and the arrow down to drop. 

I know this may look like you are learning a new language and to some degree you 
are.  You are learning a new consciousness. 

I’ll guarantee if you follow these steps accurately for the next 90 days, you will 
wonder how you ever lived without this and more importantly you will wonder how 
you ever achieved anything. 

When you do look back on your week, your day, your month, let’s add two other 
categories. 

A double D means a complete waste and in fact not only did you not achieve 
anything, you wasted time and it took you away from your goals. 

While we are at it, let’s add a AAA, so that when something of vital importance 
happened and you achieved something extremely valuable and you deserve a pat 
on the back.   

This is the time to celebrate and whether this is the smallest thing, like a cup of coffee, 
or take yourself out to dinner.  It is important to reward yourself for your outstanding 
achievements and review them with your colleagues. 

Let us review what the entries are about and some of the details here. 

For instance, if on the intention is to speak to Jack; don’t just put Jack, put 
“regarding advertising, maybe even Jack’s telephone number there would be a 
great reference point in case you didn’t get it into your mobile phone, or you lost 
your phone and needed the reference of the number. 

One of the wonderful things about OneLifeTime Log System is that you have them 
forever.  They are not to be thrown out; they will be filed away in a special 
OneLifeTime Log file.   

1. If you have a meeting, don’t just right ‘Team Meeting’, write “what was the
intention?” In the result area, “what was covered?”  This doesn’t have to be a
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long elicitation, but it could be referred to the page on the left hand side, 
where special notes could be taken or you could have a special section 
called “Team Meetings” and have an ongoing note for that. 

For those of you who are computer literate, you could choose to take these 
notes directly into your computer as Microsoft notes, or using your i-Phone 
and sales force application. 

2. Be as accurate as you can with your time, within your fifteen minute lots.  Use
a fine pen to fill in what you achieved or what your intention was.

It is important to not and try to make yourself look good, but to actually get
some real feedback on what is happening.

3. To be objective, will give you the most value from this exercise.

4. Always identify the priority through the A, B, C, D, AA or DD.

5. Plan to do a thorough analysis of your log, of your day, of your week of your
month.  It all starts with intention.

Something worth really looking at, is in the section of your long range personal goals 
with priority, which is health, family, financial, business/career, intellectual, social and 
spiritual, take a guess as to how much time per day, per week, per month, that you 
are spending in these areas.   

What percentage or amount of time that you are spending. 

After the first month has taken place, I’d like you to review this and be surprised at 
what you are actually achieving in these areas and how accurate you were in your 
guestimation was to what you truly achieved. 

There is no point to this other than to give you feedback, as to what your intention 
was, as to what you are really achieving and what you would need to do to have 
your life in balance and harmony.  



DAILY CHECK LIST 

1. Personal 1 – 31 Card to be reviewed.
2. Personal Planning Time 8.00 am – 8.30 am daily.
3. Training and Review 8.30am – 10.00am.
4. Call 5 new people for invitation or appointments each day.
5. Call 5 clients for business development each week.
6. Call guests to confirm appointments and invitations.
7. Set 4 appointments on Monday through to Friday.
8. Listen to some Audio Books and think about the message, then

take Action.

WEEKLY CHECK LIST 

1. W.A.S. forms to be submitted on Monday showing past work and plan for next week.
2. Call and invite __________ candidates for Introduction Event.
3. Email/SMS invitation to them immediately.
4. Support the programs including preparation and cleaning up.

MONTHLY CHECK LIST 

1. Adjust your 1-31 goal card and targets for the month.
2. Follow up Clients 1-31 cards.
3. Call all current Clients to review progress.
4. Read an educational personal development book.
5. Send birthday cards to Clients.
6. Call Clients on payment plan.
7. Call current follow-ups.

STANDARDS 

• All team are required to be presentable, clean and neatly groomed.
• Cleanliness of work stations and office bench-tops and common surrounding areas.
• High level of respect is to be given to everybody.
• Kitchen area is to be cleaned away and tidy at all times.
• Remember you are the Product of the Product.

OTHER IMPORTANT NOTES 



WEEKLY ACTIVITY SUMMARY (W.A.S)
Week 1

DATE NAME DIALS CONVO BOOKINGS PITCH SALES
CONV 
RATE

SALES $ 
VALUE

CASH 
BANKED

FUTURE 
SALES

Target Actual Target Actual Target Actual Target Actual Target Actual % Target Actual Target Actual Target Actual
MON
TUE
WED
THU
FRI
SAT
SUN

Total

Week 2

DATE NAME DIALS CONVO BOOKINGS PITCH SALES
CONV 
RATE

SALES $ 
VALUE

CASH 
BANKED

FUTURE 
SALES

Target Actual Target Actual Target Actual Target Actual Target Actual % Target Actual Target Actual Target Actual
MON
TUE
WED
THU
FRI
SAT
SUN

Total

Week 3

DATE NAME DIALS CONVO BOOKINGS PITCH SALES
CONV 
RATE

SALES $ 
VALUE

CASH 
BANKED

FUTURE 
SALES

Target Actual Target Actual Target Actual Target Actual Target Actual % Target Actual Target Actual Target Actual
MON
TUE
WED
THU
FRI
SAT
SUN

Total

Week 4

DATE NAME DIALS CONVO BOOKINGS PITCH SALES
CONV 
RATE

SALES $ 
VALUE

CASH 
BANKED

FUTURE 
SALES

Target Actual Target Actual Target Actual Target Actual Target Actual % Target Actual Target Actual Target Actual
MON
TUE
WED
THU
FRI
SAT
SUN

Total

Week 5

DATE NAME DIALS CONVO BOOKINGS PITCH SALES
CONV 
RATE

SALES $ 
VALUE

CASH 
BANKED

FUTURE 
SALES

Target Actual Target Actual Target Actual Target Actual Target Actual % Target Actual Target Actual Target Actual
MON
TUE
WED
THU
FRI
SAT
SUN

Total



CLIENT MONTHLY INTENTION
Consultant Month

DAY Client Name DIALS CONVO BOOKINGS PITCH SALES
CONV 
RATE

SALES $ 
VALUE

CASH 
BANKED

FUTURE 
SALES

Target Actual Target Actual Target Actual Target Actual Target Actual % Target Actual Target Actual Target Actual
1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
27
28
29
30
31



GREEN - for Money appointments (people you are seeing who will result in income) ORANGE - time management, planningtime 
YELLOW - for Sales Trainings, reading books, listening to CDs, tapes PINK - health & exercise 
RED - time off, lifestyle, golf, TV, movies, exercise,   BLUE - time with your family, children, spouse, partners, etc 

MON Date TUES Date WED Date THUR Date FRI Date SAT Date SUN Date 

8.00 8.00 8.00 8.00 8.00 8.00 8.00

9.00 9.00 9.00 9.00 9.00 9.00 9.00

10.00 10.00 10.00 10.00 10.00 10.00 10.00

11.00 11.00 11.00 11.00 11.00 11.00 11.00

12.00 12.00 12.00 12.00 12.00 12.00 12.00

1.00 1.00 1.00 1.00 1.00 1.00 1.00

2.00 2.00 2.00 2.00 2.00 2.00 2.00

3.00 3.00 3.00 3.00 3.00 3.00 3.00

4.00 4.00 4.00 4.00 4.00 4.00 4.00

5.00 5.00 5.00 5.00 5.00 5.00 5.00

6.00 6.00 6.00 6.00 6.00 6.00 6.00

7.00 7.00 7.00 7.00 7.00 7.00 7.00

8.00 8.00 8.00 8.00 8.00 8.00 8.00

9.00 9.00 9.00 9.00 9.00 9.00 9.00

"Your intention for the week showing your committed times big rocks in 
first" and colour "where you intend to make your money, be with your family, 
learn, entertain yourself and plan” as per the colour legend. 

MONTHLY INTENTION



Daily Action Plan 
Day:  Date: No Of Days To Life Magic: 

INTENTIONS TIME RESULTS No Of Days To Quantum FastTrack: 
 5.00am  No Of Days To Intro: 
 6.00  No Of Days To Intro: 
 7.00  No Of Days To Event: 
 8.00  S.M.A.R.T.I.E.S. GOALS 
 8.30  1. I am so happy I am...using my action planner with 

   9.00 

 

 everyday to manage my time and results 
  9.30   

 10.00  2. I am so happy I am... 
 10.30   
 10.45   
 11.00  3. I am so happy I am... 
 11.15   
 11.30   
 11.45  4. I am so happy I am... 
 12.00md   
 12.15   
 12.30  5. I am so happy I am... 
 12.45   
 1.00   
 1.10  6. I am so happy I am... 
 1.15   
 1.30   
 1.45  IMPORTANT TASKS AND NOTES 
 2.00   
 2.30   
 3.00   
 3.15   
 3.30   
 3.45   
 4.00   
 4.15   
 4.30   
 4.45   
 5.00   
 5.30   
 5.45   
 6.00   
 6.30   
 7.00   
 7.30   
 8.00   
 8.30   
 9.00   
 9.30   

DATE DAY DIALS  CONVO BOOKINGS PITCH SALES 
CONV 
RATE 

SALES $ 
VALUE 

CASH 
BANKED 

FUTURE 
SALES 

  Target Actual Target Actual Target Actual Target Actual Target Actual % Target Actual Target Actual Target Actual 

 MON                  

 TUE                  

 WED                  

 THU                  

 FRI                  

 SAT                  

 SUN                  

 Total                  
GREEN - Money appointments (people you 

are seeing who will result in income) 
 

YELLOW - Sales Trainings, 
reading books, listening to 

CDs, tapes 

RED - Time off, lifestyle, golf, 
TV, movies, exercise 

 

BLUE - Time with your family, 
children, spouse, partners, etc 

 

ORANGE - Time management, 
planning time 

 
PINK – Health & exercise 

 

 

 



 

. 

 
 
 

 

Name 
 

 

Contact No. 
 

Call Made 
 

Objective 
 

Result 

1.      
2.      
3.      
4.      
5.      
6.      
7.      
8.      
9.      
10.      
11.      
12.      
13.      
14.      
15.      
16.      
17.      
18.      
19.      
20.      
21.      
22.      
23.      
24.      
25.      
26.      
27.      
28.      
29.      
30.      
31.      
32.      
33.      
34.      
35.      
36.      
37.      
38.      
39.      
40.      
41.      
42.      
43.      
44.      

 

 

CLIENT SUPPORT 
ACTION LIST 



Daily Action Plan 
Day:  Date: No Of Days To Life Magic: 

INTENTIONS TIME RESULTS No Of Days To Quantum FastTrack: 
 5.00am  No Of Days To Intro: 
 6.00  No Of Days To Intro: 
 7.00  No Of Days To Event: 
 8.00  S.M.A.R.T.I.E.S. GOALS 
 8.30  1. I am so happy I am...using my action planner with 

   9.00 

 

 everyday to manage my time and results 
  9.30   

 10.00  2. I am so happy I am... 
 10.30   
 10.45   
 11.00  3. I am so happy I am... 
 11.15   
 11.30   
 11.45  4. I am so happy I am... 
 12.00md   
 12.15   
 12.30  5. I am so happy I am... 
 12.45   
 1.00   
 1.10  6. I am so happy I am... 
 1.15   
 1.30   
 1.45  IMPORTANT TASKS AND NOTES 
 2.00   
 2.30   
 3.00   
 3.15   
 3.30   
 3.45   
 4.00   
 4.15   
 4.30   
 4.45   
 5.00   
 5.30   
 5.45   
 6.00   
 6.30   
 7.00   
 7.30   
 8.00   
 8.30   
 9.00   
 9.30   

DATE DAY DIALS  CONVO BOOKINGS PITCH SALES 
CONV 
RATE 

SALES $ 
VALUE 

CASH 
BANKED 

FUTURE 
SALES 

  Target Actual Target Actual Target Actual Target Actual Target Actual % Target Actual Target Actual Target Actual 

 MON                  

 TUE                  

 WED                  

 THU                  

 FRI                  

 SAT                  

 SUN                  

 Total                  
GREEN - Money appointments (people you 

are seeing who will result in income) 
 

YELLOW - Sales Trainings, 
reading books, listening to 

CDs, tapes 

RED - Time off, lifestyle, golf, 
TV, movies, exercise 

 

BLUE - Time with your family, 
children, spouse, partners, etc 

 

ORANGE - Time management, 
planning time 

 
PINK – Health & exercise 

 

 

 



 

. 

 
 
 

 

Name 
 

 

Contact No. 
 

Call Made 
 

Objective 
 

Result 

45.      
46.      
47.      
48.      
49.      
50.      
51.      
52.      
53.      
54.      
55.      
56.      
57.      
58.      
59.      
60.      
61.      
62.      
63.      
64.      
65.      
66.      
67.      
68.      
69.      
70.      
71.      
72.      
73.      
74.      
75.      
76.      
77.      
78.      
79.      
80.      
81.      
82.      
83.      
84.      
85.      
86.      
87.      
88.      

 

 

CLIENT SUPPORT 
ACTION LIST 



Daily Action Plan 
Day:  Date: No Of Days To Life Magic: 

INTENTIONS TIME RESULTS No Of Days To Quantum FastTrack: 
 5.00am  No Of Days To Intro: 
 6.00  No Of Days To Intro: 
 7.00  No Of Days To Event: 
 8.00  S.M.A.R.T.I.E.S. GOALS 
 8.30  1. I am so happy I am...using my action planner with 

   9.00 

 

 everyday to manage my time and results 
  9.30   

 10.00  2. I am so happy I am... 
 10.30   
 10.45   
 11.00  3. I am so happy I am... 
 11.15   
 11.30   
 11.45  4. I am so happy I am... 
 12.00md   
 12.15   
 12.30  5. I am so happy I am... 
 12.45   
 1.00   
 1.10  6. I am so happy I am... 
 1.15   
 1.30   
 1.45  IMPORTANT TASKS AND NOTES 
 2.00   
 2.30   
 3.00   
 3.15   
 3.30   
 3.45   
 4.00   
 4.15   
 4.30   
 4.45   
 5.00   
 5.30   
 5.45   
 6.00   
 6.30   
 7.00   
 7.30   
 8.00   
 8.30   
 9.00   
 9.30   

DATE DAY DIALS  CONVO BOOKINGS PITCH SALES 
CONV 
RATE 

SALES $ 
VALUE 

CASH 
BANKED 

FUTURE 
SALES 

  Target Actual Target Actual Target Actual Target Actual Target Actual % Target Actual Target Actual Target Actual 

 MON                  

 TUE                  

 WED                  

 THU                  

 FRI                  

 SAT                  

 SUN                  

 Total                  
GREEN - Money appointments (people you 

are seeing who will result in income) 
 

YELLOW - Sales Trainings, 
reading books, listening to 

CDs, tapes 

RED - Time off, lifestyle, golf, 
TV, movies, exercise 

 

BLUE - Time with your family, 
children, spouse, partners, etc 

 

ORANGE - Time management, 
planning time 

 
PINK – Health & exercise 

 

 

 



 

. 

 
 
 

 

Name 
 

 

Contact No. 
 

Call Made 
 

Objective 
 

Result 

89.      
90.      
91.      
92.      
93.      
94.      
95.      
96.      
97.      
98.      
99.      
100.      
101.      
102.      
103.      
104.      
105.      
106.      
107.      
108.      
109.      
110.      
111.      
112.      
113.      
114.      
115.      
116.      
117.      
118.      
119.      
120.      
121.      
122.      
123.      
124.      
125.      
126.      
127.      
128.      
129.      
130.      
131.      
132.      

 

 

CLIENT SUPPORT 
ACTION LIST 



Daily Action Plan 
Day:  Date: No Of Days To Life Magic: 

INTENTIONS TIME RESULTS No Of Days To Quantum FastTrack: 
 5.00am  No Of Days To Intro: 
 6.00  No Of Days To Intro: 
 7.00  No Of Days To Event: 
 8.00  S.M.A.R.T.I.E.S. GOALS 
 8.30  1. I am so happy I am...using my action planner with 

   9.00 

 

 everyday to manage my time and results 
  9.30   

 10.00  2. I am so happy I am... 
 10.30   
 10.45   
 11.00  3. I am so happy I am... 
 11.15   
 11.30   
 11.45  4. I am so happy I am... 
 12.00md   
 12.15   
 12.30  5. I am so happy I am... 
 12.45   
 1.00   
 1.10  6. I am so happy I am... 
 1.15   
 1.30   
 1.45  IMPORTANT TASKS AND NOTES 
 2.00   
 2.30   
 3.00   
 3.15   
 3.30   
 3.45   
 4.00   
 4.15   
 4.30   
 4.45   
 5.00   
 5.30   
 5.45   
 6.00   
 6.30   
 7.00   
 7.30   
 8.00   
 8.30   
 9.00   
 9.30   

DATE DAY DIALS  CONVO BOOKINGS PITCH SALES 
CONV 
RATE 

SALES $ 
VALUE 

CASH 
BANKED 

FUTURE 
SALES 

  Target Actual Target Actual Target Actual Target Actual Target Actual % Target Actual Target Actual Target Actual 

 MON                  

 TUE                  

 WED                  

 THU                  

 FRI                  

 SAT                  

 SUN                  

 Total                  
GREEN - Money appointments (people you 

are seeing who will result in income) 
 

YELLOW - Sales Trainings, 
reading books, listening to 

CDs, tapes 

RED - Time off, lifestyle, golf, 
TV, movies, exercise 

 

BLUE - Time with your family, 
children, spouse, partners, etc 

 

ORANGE - Time management, 
planning time 

 
PINK – Health & exercise 

 

 

 



 

. 

 
 
 

 

Name 
 

 

Contact No. 
 

Call Made 
 

Objective 
 

Result 

133.      
134.      
135.      
136.      
137.      
138.      
139.      
140.      
141.      
142.      
143.      
144.      
145.      
146.      
147.      
148.      
149.      
150.      
151.      
152.      
153.      
154.      
155.      
156.      
157.      
158.      
159.      
160.      
161.      
162.      
163.      
164.      
165.      
166.      
167.      
168.      
169.      
170.      
171.      
172.      
173.      
174.      
175.      
176.      

 

 

CLIENT SUPPORT 
ACTION LIST 



Daily Action Plan 
Day: Date: No Of Days To Life Magic: 

INTENTIONS TIME RESULTS No Of Days To Quantum FastTrack: 
5.00am No Of Days To Intro: 

6.00 No Of Days To Intro: 
7.00 No Of Days To Event: 
8.00 S.M.A.R.T.I.E.S. GOALS
8.30 1. I am so happy I am...using my action planner with

  9.00 everyday to manage my time and results 
 9.30 

10.00 2. I am so happy I am...
10.30 
10.45 
11.00 3. I am so happy I am...
11.15 
11.30 
11.45 4. I am so happy I am...

12.00md 
12.15 
12.30 5. I am so happy I am...
12.45 
1.00 
1.10 6. I am so happy I am...
1.15 
1.30 
1.45 IMPORTANT TASKS AND NOTES 
2.00 
2.30 
3.00 
3.15 
3.30 
3.45 
4.00 
4.15 
4.30 
4.45 
5.00 
5.30 
5.45 
6.00 
6.30 
7.00 
7.30 
8.00 
8.30 
9.00 
9.30 

DATE DAY DIALS CONVO BOOKINGS PITCH SALES 
CONV 
RATE 

SALES $ 
VALUE 

CASH 
BANKED 

FUTURE 
SALES 

Target Actual Target Actual Target Actual Target Actual Target Actual % Target Actual Target Actual Target Actual 

MON 

TUE 

WED 

THU 

FRI 

SAT 

SUN 

Total 
GREEN - Money appointments (people you 

are seeing who will result in income) 
YELLOW - Sales Trainings, 
reading books, listening to 

CDs, tapes 

RED - Time off, lifestyle, golf, 
TV, movies, exercise 

BLUE - Time with your family, 
children, spouse, partners, etc 

ORANGE - Time management, 
planning time PINK – Health & exercise 



 

. 

 
 
 

 

Name 
 

 

Contact No. 
 

Call Made 
 

Objective 
 

Result 

177.      
178.      
179.      
180.      
181.      
182.      
183.      
184.      
185.      
186.      
187.      
188.      
189.      
190.      
191.      
192.      
193.      
194.      
195.      
196.      
197.      
198.      
199.      
200.      
201.      
202.      
203.      
204.      
205.      
206.      
207.      
208.      
209.      
210.      
211.      
212.      
213.      
214.      
215.      
216.      
217.      
218.      
219.      
220.      

 

 

CLIENT SUPPORT 
ACTION LIST 



My Dream Team 

Mission: 

Purpose: 

Goal: 

Affirmation: 



 
 

 

Dream Team Map 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

 

  
 

       

       

       

  

 

       

       

       

       

 

 

MISSION:  _____________________________________________________________________________________________________________________________________________________________________________________ 

 

PURPOSE:  ____________________________________________________________________________________________________________________________________________________________________________________ 

 

GOAL: ________________________________________________________________________________________________________________________________________________________________________________________ 

 

AFFIRMATION:  ________________________________________________________________________________________________________________________________________________________________________________ 



onel i fegroup

www.onel i fe.com.au

OneLi fe Group

onel i fe_group

https://www.facebook.com/breathemepage/
https://www.facebook.com/breathemepage/
http://www.breatheme.com
http://www.breatheme.com
https://www.youtube.com/channel/UC5Ci9nVxGJE04UzknjRVmOw
https://www.youtube.com/channel/UC5Ci9nVxGJE04UzknjRVmOw
https://www.facebook.com/breathemepage/
https://www.instagram.com/breathemepage/
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