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About the Author
Deborah developed her Performance 
Results System through working with some 
of the best business experts, coaches and 
entrepreneurs alongside years of practical 
business experience.

Deborah started her first business straight 
out of college and has experience of both start 
up and exit and a lot of ‘stuff ’ in between.

These days you will find her working with business owners 
and their teams across a range of sectors using the tried, 
tested and proven ideas she has worked with herself.

She also works with successful professionals enabling them 
to develop in areas around time management, networking 
and presentation skills, confidence and emotional 
intelligence and other key growth areas. 

With a no nonsense, straightforward approach using 
her unique blend of skills and years of practical business 
experience Deborah Labbate will help you go further, faster! 

If you’re looking for an improved bottom line, progress 
in your business or professional career and some work life 
balance give her a call. 

That initial conversation could be just what you need.

It really doesn’t have to be lonely at the top! 

Deborah knows what that can feel like – she’s been there!



It’s all too easy to say ‘I’ll get around to that when  
I have more time’, isn’t it?

At last, a sensible, easy to read booklet packed with thoughts and ideas 
that gives you something practical you can do today to improve your 
effectiveness in life and in business. 

The One Big Mistake People Unwittingly Make When It Comes To Time 
Management & How To Avoid It will transform your thinking about time 
and suggest to you some simple and uncomplicated ideas to try.  

This booklet is for everyone who wants to get the most out of their life and 
their business whatever stage you’re at.

This booklet will help you to . . . 

•	 	look	at	how	you	spend	your	time	

•	 develop	effective	time	strategies

•	 see	how	by	implementing	just	one	idea	can	make	a	 
	 significant	difference	to	your	day,	your	week	and	 
	 even	your	life!



Think about this for a moment.  Everything you are today and everything 
you become in the future will be determined by the way you think and the 
way you use your time.  Your attitude towards time is a critical factor in all 
you do and everything you accomplish.

Your ability to set yourself clear and accurate priorities on your time 
determines the entire quality of your life.

Take action today and you have taken the first step in achieving 
effectiveness with your time.

To book a place on a workshop or book a 1:1 session and discover how you 
can increase your profits, become more effective and achieve life and  
work balance call 0771 8326 765 email info@deborahlabbate.com  
Visit www.deborahlabbate.com Connect on  
LinkedIn - https://www.linkedin.com/in/deborahlabbate and  
facebook  - www.facebook.com/deborah.labbate and  
Twitter https://twitter.com/deborahstar

Deborah Labbate has advised over 800 clients on how to manage their time 
as they have started up their business, grown their business and got to grips 
with that all important Law of Clarity and how to be efficient and effective.     

www.deborahlabbate.com



Introduction 
To achieve all your goals and become everything you are capable of 
becoming in life and in business you must get your time under control.

Psychologists generally agree that a sense of 
control is the key to feelings of happiness, 
confidence, power and personal well-being.  
A sense of control is only possible when you 
practice excellent time management skills.

Chances are that at some point in time you 
will have taken a time-management course, 
read about it in books or on the internet or 
tried to use an electronic or paper-based day 
planner to organise, prioritise and schedule 
your day.

With all the information available to you and with so many systems to 
choose from why is it so many people still feel like they can’t get everything 
done they need to do?

The simple answer is everything you’ve ever learned about managing time is 
actually time itself wasted because it doesn’t work.

You must learn what time is before you can begin to manage it.

A dictionary definition of time is: 
the	point	or	period	at	which	things	occur.

Simply put, time is when stuff happens!

There are two types of time - clock time and real time.

In clock time there are 60 seconds in every minute, 60 minutes in every 
hour, 24 hours in every day and 365 days in every year (and one extra in a 
leap year).

All time passes equally.

When someone turns 40, they are, exactly 40 years old.  No more.  No less.



In real time, all time is relative depending on what you’re doing.

Enjoying what you are doing, chances are you will feel time passes quickly.  
Conversely, if you’re not enjoying what you’re doing, chances are time 
passes slowly.

Which time describes the world in which you really live?

Clock time or real time?

There are lots of time-management gadgets and systems on the market that 
don’t work simply because they are designed to work to clock time.

You’re living in real time.  In a world in which all time flies when you’re     
having fun and drags when you’re not.

So what about this real time?
Real time exists in your head.  You create it. 

And, anything you create you can manage.

Regardless of the type of business you own or the job that you do there are 
three ways you spend your time:

º in	thoughts

º in	conversations

º in actions



How to use this booklet 

The aim of the booklet is to be thought provoking and to help you maybe 
think a little differently about time.

The following pages contain 10 useful ideas to help you become a master of 
your own time.

There are, of course, loads more ideas, but it would take too much time for 
me to list them all here and for you to read them.



My mission for you is simple and uncomplicated
Take an idea - try it - test it.  If it works for you keep doing it. If it doesn’t, 
stop then try and test another.

One of the key things is choice.  And it’s choice that comes next.

Your choice.

Yes, you.  In any given moment you have a choice. 

You can . . .

º think about it

º talk about it

º TAKE ACTION!!!

The choice really is yours.  However, if you don’t take action you will 
have simply spent some time reading about time management and 
thinking about it.  If you’re with someone else maybe you will even have a 
conversation about it.  

Where will that get you?

If you only choose one idea from the following suggestions that in itself is 
great.  That in itself, is the start of taking action.



Idea One 

Carry a schedule and record all your thoughts, conversations and activities 
for a week.  

Notice how much you can get done during the course of a day and where 
your precious and valuable time is going.

How much time is delivering a result?

How much time is wasted on unproductive thoughts, conversations and 
actions.

Idea Two

Schedule time for interruptions.

Interruptions will happen.  

Plan time to be stopped from what you’re doing.

There cannot be a crisis today; my 
schedule is already full.

Henry Kissinger



Idea Three 
Managing	interruptions:

Put a ‘Do Not Disturb’ sign on your door.

Put your phone to voicemail.

Turn off your email, social media etc. (unless these tools genuinely generate 
you business).

Schedule time to come back to anything important you have missed.  
(this might be a good opportunity to notice if you missed anything important  
or whether the majority of it can actually wait or even be ignored).

Idea Four
More on email . . . who’s in charge? 

Do you essentially need to be contacted by email immediately?

If not, and you want to be unchained, read on . . . 

Try this, check your email first thing in the morning then close your email 
programme  (hard I know, but unless it’s essential who’s in control?)

At a scheduled point in time open your email programme and see how 
many ‘urgent’, must read now and must do now emails have arrived.

What have you learnt?

Close your email programme and repeat at scheduled times.

Technology	is	a	great	servant,	but	a	
terrible master.

Stephen Covey



Idea Five 
Take time at the beginning of your day (or the evening before)  
to plan your day.

Don’t start your day until you complete your time plan. Then, after each 
task, take a moment to re-prioritise what now needs to come next.

Idea Six
Take five minutes before every task or call you need to make.

Be really clear what result you want.  

Do this so you know what success will look like before you begin.

Then take 5 minutes to determine whether the desired result was achieved.  
Reflect.  If the desired result wasn’t achieved what was missing?  Learn 
from this and plan for the next call or task accordingly.



Idea Seven
Make a list of everything you would like to be, do and have in the months 
and years ahead.

Review your list and choose the items that will have the greatest possible 
consequences in your life.

When you have your master list break this down so you can create a Do 
List for every day.

Prioritise the daily list.

Do the first item first.

Then, before moving to item two check the priority.

Has anything changed?

Continue through your day working to your Do List.



Idea Eight 

Don’t confuse busyness with business.

Know your ROI (return on investment).

Know what you’re worth.  Know what earns you money.

Busyness	is	what	gives	you	the	
perception	you	are	doing	your	work	
but	really	what	you	are	doing	is	simply	
empty	work.	Things	like	doing	the	not	
urgent	and	not	important	things	on	
your Do List when you should really 
attend	to	the	urgent	and	important,	
important	but	not	urgent	and	the	
urgent	and	not	important	things	first.



Idea Nine
Other challenges and things jockeying for your time and attention.

º unexpected	visitors

º phone calls

º interruptions like  
	 ‘can	I	just	ask	you	a 
 quick question?’

º Clutter - in your mind  
 and in your physical space
Still feeling like there’s too much to do?

What can you delegate or outsource?



Idea Ten

Try the A B C exercise for a few days 

Take 3 pieces of paper and label each one A, B, C. Colour coding will help 
to make this exercise visual and come to life.

A = Green = The tasks that you know are the actions you must take.

B = Amber = The tasks that you need to take, but aren’t the ones that 
take you towards the achievement of your goals.

C = Red = The tasks that you know you shouldn’t have done and action 
that could be easily delegated to someone else or were even a complete 
waste of your time.

At the end of the day or week (depending on how much your days vary) 
look at the sheets and do some analysis.

This will help you to know where exactly you are spending your time - and 
likely, you’ll find the solution.    

A B C



Finally ...
My hope for you by taking the time to read through this booklet is that you 
have had time to think about having the time to do the things you want 
and need to do.

There is nothing exceptionally new in here as there is nothing exceptionally 
new about time.

Time has been written about many times before and no doubt this will 
continue to be the case as we become busier in an every changing world. 

I’ll leave you with an article by the famous author Arnold Bennett which 
first came to my attention a few years ago by my Mentor and now friend 
Peter Thomson.  

Bennett is probably best known for two of his books:

“Clayhanger Trilogy” and “The Old Wives’ Tale”

The article was called “How to Live on Twenty-Four Hours a Day” and 
was first published in 1910 and, I believe,  holds as true today as ever.  Like 
Peter, I decided to share this with you in its original form as no summary 
would do justice to such a fine piece of writing.

Please read this.  It may change your life!
“It [time] is the inexplicable raw material of everything. With it, all is 
possible; without it, nothing.

The supply of time is truly a daily miracle, an affair genuinely astonishing 
when one examines it.

You wake up in the morning, and lo! Your purse is magically filled with 
twenty-four hours of the unmanufactured tissue of the universe of your 
life!

It is yours. It is the most precious of possessions. A highly singular 
commodity, showered upon you in a manner as singular as the commodity 
itself !

For remark! No one can take it from you. It is unstealable. And no one 
receives either more or less than you receive.



Talk about an ideal democracy!

In the realm of time there is no aristocracy of wealth, and no aristocracy of 
intellect. Genius is never rewarded by even an extra hour a day. And there is 
no punishment. Waste your infinitely precious commodity as much as you 
will, and the supply will never be withheld from you. No mysterious power 
will say:- “This man is a fool, if not a knave. He does not deserve time; he 
shall be cut off at the meter.”

It is more certain than consols*, and payment of income is not affected by 
Sundays.

Moreover, you cannot draw on the future. It’s impossible to get into debt!

You can only waste the passing moment. You cannot waste tomorrow; it is 
kept for you. You cannot waste the next hour; it is kept for you.

I said the affair was a miracle. Is it not?

You have to live on this twenty-four hours of daily time. Out of it you have 
to spin health, pleasure, money, content, respect, and the evolution of your 
immortal soul. Its right use, its most effective use, is a matter of the highest 
urgency and most thrilling actuality. All depends on that.

Your happiness - the elusive prize that you are all clutching for, my friend! 
- depends on that.

The supply of time, though gloriously regular, is cruelly restricted.

Which of us lives on twenty-four hours a day? And when I say “lives”, I do 
not mean exists or “muddles through”.

Which of us is free from that uneasy feeling that the “great spending

departments” of his daily life are not managed as they ought to be?

Which of us is not saying to himself - which of us has not been saying to

himself all his life: “I shall alter that when I have more time”?

We shall never have more time. We have, and we always have had, all the 
time that there is.”

In Peter Thomson’s article he provided a definition for the word Consols* - it is an 
abbreviation for: consolidated annuities, British government securities without a 
redemption date and with fixed annual interest.
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