Time Management for Healthy Living
By taking control of your time rather than letting it control you, your productivity and health can increase and your everyday stress can decrease. Here are 12 tips that can work for you!

1. Plan out your day. Write “To Do” list each morning, and prioritize your tasks. Then do the most important first.

2. Break big tasks into several small ones.

3. Focus on one task at a time. Concentrated energy gets each task done faster.

4. Share responsibilities. You don’t have to do it all. Ask others to help you.

5. Take breaks as needed and schedule in some time each day for enjoyment.

6. Get enough sleep, exercise, and healthy foods so that you’re up for each task.

7. Make the most of every moment. Use down time to read or listen to audio tapes.

8. Learn to say “No” to unnecessary work or social engagements.

9. Set time limits for tasks that might otherwise go on forever.

10. Keep files that are organized so it is easy to find things when you need them.

11. Keep plenty of reminders. Have a calendar handy whether on your wall or on your computer, to help you keep track of what you have to do.
12. Balance wok and play. Simplify your life to gain time for what you really want to do, and nurture yourself by relaxing.

Remember: Time can’t change, but how you approach what you do with your time can change…..for the better.

