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NUMBER ONE COACHING TOOL 

OF THE MONTH CLUB 

 

FOR A BREAKTHROUGH IN 

BEING REALLY RADICALLY 

EFFECTIVE WITH TIME  

 

Firstly, thank you for creating the opportunity for yourself to 

have a breakthrough in being really radically effective with 

time; and thank you for the opportunity that you give me to make a 

difference for you, which fulfills my life. 

 

Secondly, here is my number one tool of the month for you to use 

to radically enhance your time management skills. If you use it 

rigorously, you could really radically enhance your time 

management skills. But this exercise only works if you complete 

it rigorously and generally all the way through. Look at how we 

have done the coaching tool about having a breakthrough in 

your relationship with time. That Is the coaching tool that I am 

suggesting and requesting that you use first, because this 

coaching tool complements that first coaching tool. That 

coaching tool was designed for a breakthrough in your 

relationship with time, so if you do the work mentioned in that 

coaching tool, this one can have its maximum benefits. If you 

directly do this coaching tool without the other, it will still 

have some benefits but it won’t reach the level that it can with 

implementing the other coaching tool first. Assuming that you 

have done the exercise from “a breakthrough in your 

relationship with time”, here is the exercise for this particular 

coaching tool. In this exercise, we will make lists just as we did 

with the first “Breakthrough in your Relationship to Time” 

coaching tool. 

 

1) Create a new page. On the left hand side of the page, create a 

column (let’s call it column 1) with a list of all of the things that 

you have to do in one day. You have to include everything that you 

are going to do that day, not just the important things. What I 
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mean by that is don’t just put “work from 9-5”, etc. You have to 

schedule everything there is to do, literally. For example, 

schedule “take 30 minutes for lunch” or “reply to emails for 30 

minutes”. In this column, you have to include everything there is 

for you to do in one day – from the time you wake up until the time 

you go to sleep. 

 

2) Create another column Next to column 1. In it, write down the 

time that you are allowing for each task. For example: “voicemail 

from 9:00am to 9:30am, email from 9:30am to 10:45am.” You have 

to write down the time you are allowing for every single task, 

and be specific. It’s also very important that you don’t leave 

spaces. For example, if the first task ends at 9:45am and the next 

one begins at 10:00am, fill in the slot between 9:45am and 

10:00am. Create the schedule in such a way that there is no time 

in the day in which you don’t have anything scheduled. I request 

and suggest that you do schedule frequent short breaks 

throughout the day; schedule a 15 minute break every 2 and a 

half hours at the most. If you can, I recommend a 10 minute break 

every hour and half. Also, schedule in about 30 to 60 minutes of 

breakdown time at least twice a day. You will see why you need it 

as we continue through the exercise. 

 

3) In a 3rd column, write down why you are doing the things you 

are doing. So, let’s say that on your schedule you put exercise 

from 7:00am to 8:15am; You are describing exercise in the first 

column, the time in the second column, and why you are 

exercising in the third column. It’s very important that you don’t 

just write an obvious why. Create a very motivational “why” for 

yourself. The kind of “why” that is going to have you do it, 

especially when you don’t want to do it. For example, an obvious 

“why” is to stay in shape and maintain your health. But I want you 

to create a really motivating why so that when you really don’t 

want to exercise, you read that “why” and it will be so 

compelling, such a call for action, so motivating, that you will 

go exercise no matter what – in honor of that occasion that you 

created for yourself. So what do I mean by that…if you look at 
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“to stay in shape and maintain my health” it’s not totally 

motivating when you don’t want to do it, but if you write “because 

I have a scheduled trip to Hawaii in 4 months and I want to look 

fantastic in a bikini”, that is a very different why. Now, every time 

that you don’t want to go to the gym, picture yourself in Hawaii 

not looking awesome and/or not feeling awesome. This would 

probably have you go to the gym and do that hour and 15 minutes 

of exercise. So create a very emotional and irresistible reason 

why. 

 

4) You have to be willing to do this exercise for at least 3 weeks. 

In the 1st week, before you go to sleep every night, create your 

schedule for the next day with the 3 columns. On the next day 

when you are following your schedule, if you are finding it 

difficult, read the reason “why” you said you would do it. This is a 

very important piece of coaching. If you schedule for yourself 30 

minutes of answering voicemail and you run out of time and you 

still have voicemails to answer, do not answer them. This will 

take being really rigorous with yourself, so don’t answer the 

voicemails. Don’t go over the time schedule that you have. This is 

one of the important things that will train you to be very 

effective with time. Don’t continue doing that task just because 

you are not done. Start when you said you would start and stop 

when you said you would stop, even if the task is incomplete. Then 

schedule to answer those voicemails that you did not get to 

answer in your breakdown time. That’s why it’s so important to 

schedule 2 or 3 breakdown times during the day. That goes for 

all of the tasks; whenever you run out of the time you allowed 

for a task, don’t continue it – have the discipline to stop it right 

there and move it to the breakdown time. 

 

You will be doing the same thing for a whole week and 

predictably you will bump against wanting to continue the task 

and going beyond the time, but don’t do that. Move it to the 

breakdown time, every time. This will probably get you a little 

upset or tense, but whatever negative emotion it brings up – just 

let it go. Be disciplined and move it to the breakdown time and 
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only do it there. All those negative emotions will help you to be 

disciplined to break your habit and put you in a new level of 

effectiveness. 

 

As soon as you have completed a whole week of following your 

schedule in this particular way, the next level will be to do the 

same thing before you go to bed in the following week. Follow 

the schedule the same way. Use your 3 columns, read your why 

when you are not motivated, follow the tasks that you said you 

would at the times you said you would, even if you are not 

complete with the task. However, in this week add an extra 

column. In this column, write down a reason to get the task done 

faster. If you use the “why” example we created earlier about 

Hawaii, what may have you get that task done in 50 minutes 

instead of 75 minutes is that you can use those extra 25 minutes 

to make more money so that when you go to Hawaii you can stay at 

a more amazing hotel or maybe stay an extra few days. 

  

The 2nd week will be crucial for producing the breakthrough in 

your time management skills. In this 2nd week, what we need to 

practice is coming from a different approach, even though we 

are following the same structure in the schedule. Here, in this 

approach, if you read “the four hour work week” by Tim Ferris, 

you will have a couple of useful tips on time management and I 

highly recommend using them. If you didn’t read the book, I 

recommend you do. In my opinion, it is extraordinarily written and 

all the tools are extraordinarily useful. But, if you haven’t read 

the book, don’t stop the exercise to read the book. What we are 

going to do is borrow one of the principles from that book. Tim 

suggests using Parkinson’s Law for time management and the 

bottom line of that law is that “every task will take as long as 

you give it and it will swallow up all of the time that you give it or 

it will shrink down to the time that you give it.” For example, let’s 

say on October 1st, you realize that you have a deadline on 

October 15th
. Given that you have 15 days to perform that task, 

more than likely what will happen is that you will take those 15 

days to complete that project. So let’s say that you got really 
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busy the first 10 days and you haven’t even touched the project, 

you will find yourself on the evening of the 10th wondering how 

you are going to get it all done. Now, there is no way around 

it…you have 5 days to get it done and you will get it done in 5 days 

and it will be fabulous. Most of us have done that many times in 

our past. If you look at it, the principle that Tim is talking about it 

totally true. A task that would have normally taken 15 days, 

took 5 days. The task takes the time that you will allow it to take. 

When you have too much time, all of a sudden you will waste a lot 

of time. I’m asking you to use the law in this way in the 2nd week of 

the exercise; schedule the tasks that you need to do in 80% of the 

time that you were originally going to schedule it, so create very 

unreasonable deadlines for yourself. Let’s say that you have 10 

hours for a task. Change it to 8 hours. If you can do less then do 

less. Create for yourself unreasonable deadlines that take at 

most 80% of the time. Also, practice Parkinson’s Law the entire 

week. If you are saying that this task can take an hour normally, 

be totally unreasonable and say that it can take 30 minutes.  

 

This will be possible if you allow yourself to work with light-

speed precision. A very important note is to not lower the quality 

of your work because you are speeding it up. Get yourself to be in 

the zone. Most people know what we commonly mean by that 

sentence; it means to get yourself in the mood, in a physical and 

mental state, for getting things done fast. For some of you, 

listening to fast music, doing your work standing up, or working 

in a different environment will allow you to be in the zone. Get 

yourself in the zone every day and also make sure you are taking 

at most 80% of the time that you would normally take to do your 

tasks – creating unreasonable deadlines for everything. It will 

be very important to be radically disciplined this week in not 

extending the deadlines. Give it all you have to make sure you are 

doing the task in the time you schedule for yourself and don’t 

forget to use your breakdown time to finish tasks. Do not use 

your breakdown time like a backup plan that you use and abuse. 

Do your very best to get the task done in the time that you 

schedule for yourself. 
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If you do the 2nd week really well done, you can have massive 

breakthroughs in your productivity and your time management 

skills. But, it is really up to you to push yourself and be truthful 

to the principles that we’re applying the whole week. 

 

The 3rd week of the exercise is similar to the 2nd week, but it 

cannot happen if you don’t do the 2nd week rigorously, so please 

make sure you do that. We will do the same exercise, reducing the 

time for every task once again to at most 80%, so that will be 80% 

of 80%. Now I know that sounds quite unreasonable, even 

undoable. But, it is doable and we have all done it. Remember 

when you were a student as a kid in school and you were given 3 

months to prepare for a particular test and you didn’t study at 

all or very little. The night before you pulled an all-nighter and 

studied with everything you have, and some of you still got an a+, 

even though you studied the night before. It’s possible to keep 

stretching the task down, so reschedule your week down to 80% 

of the time you already have (if you can swing even less then go 

for it). Again, don’t stretch the time, use your breakdown time. 

 

If you complete those 3 weeks of exercise, I can assure you that 

most of you will have a big breakthrough in your time 

management skills. I have done this exercise and others like this 

with many people over the years and it has always worked way 

beyond anything my coachees ever expected every time that they 

allowed themselves to be rigorous for 3 weeks. 

 

Please practice it and have the greatest time with it all. I hope 

you give yourself the gift of practice by applying this tool 

rigorously enough, that you can get all of the breakthroughs 

that this exercise is designed to produce. It will produce results 

every time that it is used rigorously. Thank you so much for the 

opportunity to create this possible breakthrough with you. 

 

A very important note for your piece of mind: remember that you 

may more than likely feel like you will not get everything done in 

the exact times that you said you would get them done (given that 
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we are swinging out and aiming for the stars), but that’s why you 

have a breakdown scheduled. You may want a 300% increase in 

your relationship with time and you may produce a 260% increase, 

but the difference that you will already produce is huge. You 

have to keep acknowledging yourself versus being disappointed 

with what you are not producing. It is almost impossible to be 

perfect at doing the exercises. It’s only possible to give it your 

absolute best and produce your absolute best results. There are 

tons of ways that this tool will give you insights and results; you 

just have to swing out, be patient with yourself, give it your best 

shot, and complete the 21 days before you make any conclusions. 

You will likely find big rewards for your efforts. 

 

What are all the insights that you got out of this exercise for 

being really radically effective with time? Make sure you put 

what you saw for yourself to work RIGHT NOW!!! 

Neuroscientists have proven that if you do not act on an insight 

right away, it is lost to you. 

 

 

Lastly, from me to you; 

 

Next month: we will have an EXCITING tool for a RADICAL 

BREAKTHOUGH in self esteem! 

 

Thank you so much for taking the time and using my tools to 

create some impressive results in your life. That in itself 

contributes to me and allows me to fulfill on my life’s purpose, 

which is to serve yours! 

 

If you would take the time to email me back and give me your 

feedback, it will make a tremendous difference for me and my 

creating more and more things to serve what I love (outstanding 

people up to big things like you)!! 

 

Honored to be your partner in maximizing our potential,  

 

 

Carolina Aramburo 


