	TIME MANAGEMENT
CHEAT SHEET  &  WORKSHEET
FOR CEOs & BUSINESS OWNERS

	

	How to Get More Done Without Burning Yourself Out

	Running a business means every problem, opportunity, interruption, and decision eventually lands on your desk.

The goal is not to work more hours — it is to spend more time on the work that actually grows the business.

Here are 10 practical strategies to regain control of your time, energy, and productivity.
	Name:
  
Date:
  
Business/Role:
  

My Biggest Time Challenge Right Now:
  
  

	

	1.  START WITH YOUR TOP 3
Every morning, identify the 3 most important outcomes for the day.

	Ask Yourself:
  •  What actually moves the business forward?
  •  What creates revenue?
  •  What strengthens key relationships?
  •  What prevents future problems?

Avoid:
  •  Starting the day with email
  •  Reacting to everyone else’s priorities
  •  Busy work disguised as productivity

If you complete those 3 things, the day was productive.
	TODAY’S TOP 3 PRIORITIES:
1.
  
2.
  
3.
  

I WILL AVOID:
  
  

	

	2.  WORK FROM A CALENDAR, NOT A TO-DO LIST
To-do lists never end. Calendars create boundaries.

	Time Block Your Day — Schedule:
  •  Deep work
  •  Calls & meetings
  •  Email time (batched, not open all day)
  •  Strategic thinking
  •  Personal & recovery time

✦  Best Practice:
Protect your most productive hours for your highest-value work. If it matters, schedule it.
	MY DAILY TIME BLOCKS:
Deep Work:
  
Calls / Meetings:
  
Email Time:
  
Strategic Thinking:
  
Personal Time:
  




	3.  STOP MULTITASKING
Multitasking destroys focus and increases mistakes.

	Instead, commit to:
  □  Single-task on one thing at a time
  □  Finish before switching tasks
  □  Silence all notifications during focus blocks
  □  Close unnecessary browser tabs

Research consistently shows people lose significant productivity every time they shift attention.
	Distractions I Will Eliminate:
  
  

My Dedicated Focus Blocks:
  
  

	

	4.  DELEGATE EARLIER THAN YOU THINK YOU SHOULD
Many business owners become bottlenecks.

	Before keeping a task, ask:
  •  Does this require MY unique expertise?
  •  Is this a $25/hr task or a $2,500/hr task?
  •  Can someone else do this 80% as well?

Delegate:
  •  Administrative tasks
  •  Scheduling & coordination
  •  Basic research
  •  Repetitive processes
  •  Low-value operational work

Your job: leadership, strategy, relationships, and growth.
	DELEGATION AUDIT:
Task to Stop Doing:
  
Delegate To:
  

Task to Stop Doing:
  
Delegate To:
  

Task to Stop Doing:
  
Delegate To:
  

	

	5.  CREATE DECISION-MAKING RULES
Decision fatigue wastes enormous time and energy.

	Build Systems:
  •  Standardize recurring decisions
  •  Create templates for common tasks
  •  Use checklists for repeatable processes
  •  Define approval thresholds clearly

The fewer small decisions you make, the more mental energy you have for important ones.
	Decisions I Can Standardize:
  
  
  

Approval Threshold I Will Set:
  

Template / Checklist I Will Create:
  




	6.  USE THE 80/20 RULE
Typically, 20% of activities drive 80% of results.

	The 80/20 Principle:
  •  20% of clients create 80% of profits
  •  20% of activities drive 80% of results
  •  20% of problems consume 80% of your time

Ask Weekly:
  •  What creates the biggest return?
  •  What wastes my time?
  •  What should I stop doing entirely?
	My Top 20% Revenue Activities:
  
  

Top Time Wasters to Eliminate:
  
  

One Thing I Should Stop Doing:
  

	

	7.  SCHEDULE CEO TIME
Spend time ON the business, not just IN it.

	Weekly CEO Time Should Include:
  □  Financial review
  □  Strategy sessions
  □  Sales pipeline review
  □  Team development
  □  Market trends review
  □  Risk assessment
  □  Long-term planning

Even 60–90 minutes weekly creates enormous clarity.
	My CEO Time Block (Day & Time):
  
Duration:
  

THIS WEEK’S CEO FOCUS:
  
  
  

	

	8.  SHORTEN MEETINGS
Meetings expand to fill available time.

	Better Meeting Rules:
  □  Always start with a clear agenda
  □  Invite only essential people
  □  End early when objectives are met
  □  Make decisions, not just discussions
  □  Assign accountability with deadlines
  □  Ask: could this be an email instead?

Ideal Meeting Lengths:
  •  15 minutes — standard sync
  •  30 minutes — most decisions
  •  Rarely 60 minutes or more
	Meetings I Can Cut or Shorten:
  
  

MY NEW MEETING RULES:
  
  
  




	9.  PROTECT YOUR ENERGY
Time management is really energy management.

	Productivity Killers to Eliminate:
  •  Lack of quality sleep
  •  Constant stress without recovery
  •  Poor nutrition
  •  No regular exercise
  •  Decision overload
  •  Endless interruptions

High Performers Protect:
  □  Sleep — 7–8 hours nightly
  □  Daily exercise routine
  □  Deep thinking time
  □  Clear personal boundaries
  □  Recovery & downtime

Burned-out leaders make poor decisions.
	Sleep Goal:
  
Exercise Habit:
  
Dedicated Thinking Time:
  

ENERGY KILLERS I WILL ADDRESS:
  
  
  

	

	10.  END EVERY DAY WITH A RESET
Reduce stress. Start tomorrow with clarity and intention.

	Before Finishing Work Each Day:
  □  Review what was completed today
  □  Identify tomorrow’s Top 3 priorities
  □  Clear your workspace
  □  Close all open loops & outstanding items

This simple routine reduces stress and ensures you start the next day with clarity and intention.
	TODAY I COMPLETED:
  
  

TOMORROW’S TOP 3:
1.
  
2.
  
3.
  




	QUICK PRODUCTIVITY RULES

	

	✔  DO
  ✔  Prioritize revenue-generating activities
  ✔  Delegate aggressively
  ✔  Time block your calendar every day
  ✔  Focus on outcomes, not hours
  ✔  Create systems and repeatable processes
  ✔  Protect your thinking time
  ✔  Say “no” more often
	✘  DON’T
  ✘  Check email constantly throughout the day
  ✘  Attend unnecessary meetings
  ✘  Try to do everything yourself
  ✘  Confuse activity with achievement
  ✘  Let interruptions control your day
  ✘  Overcommit your schedule

	

	“Productivity is not about doing more things.
It is about doing the right things consistently.”

	

	Time Management Cheat Sheet for CEOs & Business Owners  |  All Rights Reserved



