
GET A HEAD START
  Decide what you’ll wear the next day before 

going to bed and set it out, so it’s ready to put on. 

  Get up 15 minutes earlier than you  
normally do to add 75 minutes of free time to 
your week.  

  Prep your coffee maker and set the timer so  
you have a fresh cup already made first thing in 
the morning.

  Prepare and pack lunches in the evening for the 
following day.

READY…SET…
  Group errands geographically by using grocery 

stores, dry cleaners and gas stations that are 
near each other.

   Use the first 15 minutes of your morning to 
organize your work area.

   Identify the most important tasks for the day 
and schedule other things around them to avoid 
distraction and stay on task.

  Carry a book or e-reader and get a few minutes 
of reading in while waiting for appointments or 
out-of-office meetings.

ON-THE-GO GUIDELINES
  Arrive 15-30 minutes early to work or an 

appointment. Use this free time for yourself to 
read, write, meditate, relax or just sit  
and think. 

  Carry a snack in your bag to avoid having to stop 
for food. 

  When working on an important task turn off all 
distractions like the television, voicemail, email  
or texts.

  Use your lunch break to tackle errands nearby so 
you can head home right after work.

TIME-SAVING TOOLS
  Use your electronic calendar to keep track of 

multiple schedules and set up appointment alerts 
in your email or mobile phone.

  Take advantage of online banking, appointment 
scheduling and supermarket online-ordering to 
save time.

  Check the headlines in the morning online and 
bookmark articles to read when you have time.

  Load your next novel on multiple devices so you 
can enjoy a few pages anytime, anywhere.

  Leave post-it notes in key places for your most 
important personal reminders.

ADD YOUR OWN 
  

  

  

Take Back an Hour a Day to  
Do More.®

Here are some ideas on how to get started.
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