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      8 Things Successful People Never Waste Time Doing

      
      		
	Productive, successful people don’t get sucked into social media.
	Productive, successful people don’t go through the day without a plan.
	Productive, successful people don’t do emotionally draining activities.
	Productive, successful people don’t worry about things they can’t control.
	Productive, successful people don’t hang out with negative people.
	Productive, successful people don’t dwell on past mistakes.
	Productive, successful people don’t focus on what other people are doing.
	Productive, successful people don’t put themselves last in priority.



    
      7 steps of Time Management
        
      
      	
	First, decide exactly what you want in each area of your life. Be specific!
	Second, write it down, clearly and in detail.
	Third, set a specific deadline. If it is a large goal, break it down into sub-deadlines and write them down in order.
	Fourth, make a list of everything you can think of that you are going to have to do to achieve your goal. As you think of new items, add them to your list.
	Fifth, organize the items on your list into a plan by placing them in the proper sequence and priority.
	Sixth, take action immediately on the most important thing you can do on your plan. This is very important!
	Seventh, do something every day that moves you toward the attainment of one or more of your important goals. Maintain the momentum!
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