EPISODE 10:
HOW TO SAVE 2 HOURS A
DAY BY WORKING SMARTER
MORGAN'S PRODUCTIVITY HACKS
FOR IMPROVED TIME MANAGEMENT

What can you do in two hours? Maybe that
doesn’t sound like much time, but if you’re
an entrepreneur launching a business or
managing a team, two extra hours probably
sounds like an impossible luxury. With a few
simple tips that don’t cost a penny, you can
take those two hours back and regain
control of your calendar, your business, and
your life. So if you’re feeling burnt out and
frustrated with a seemingly endless pile of
to-dos, this episode is for you.

www.MORGANDEBAUN.COM

DEFINE YOUR WHY
You’ll never find the discipline to change your ways if you
don’t know why you’re fighting the good fight. Brainstorm
three things you could do with two extra hours each day.
Visualizing the end goal will motivate you to transform
small baby steps into fully-formed habits.

FACE THE SCARY TRUTH
Take a hard look at the ways you’re already spending
your time. What’s working? What’s not? Before you can
move forward, you must take a hard look in the mirror
and honestly analyze the time sinks (and time wins) all
around you.

RECALCULATE YOUR CALENDAR
Your calendar should be structured in a way that
intentionally maximizes workflow. For example, it may
be beneficial to stack meetings, send emails, and push
projects out the door on Mondays before the end of the
week comes and you find yourself pushing everything
that’s left to the following week.

ENERGY MANAGEMENT 101
Think about when you’re the most productive. Everyone
has a golden hour! Are you a morning person or a night
owl? Now, look at your five biggest time sinks every day –
what’s eating away your hours? Take those time sinks and
schedule them for your peak productivity hours so the
work gets finished quicker.

AUTOMATE EVERYTHING
Set up reminders, have canned responses ready to go, and
use Gmail tags. Also learn to work more efficiently with the
tools you’ve got. Learn shortcuts to your most commonly
used apps and automate reporting. While it may seem
small, increase the speed of your mouse, your browser,
and invest in faster WiFi. Those precious minutes waiting
for a document or a site to load can compound into
precious hours, even days, over time.

DO LESS BETTER!
Last but not least, prioritize, prioritize, prioritize. Write
down three things you must accomplish in a day – think
big picture strategy items, work that moves your business
forward quickly – and attack those before anything else.
Your focus should be on work that impacts your ROI.

HOMEWORK TIME
So stop wasting time and start maximizing the tools and
systems around you to save minutes and, of course, money.
Just think: what would you do with extra time? Write down a
few things – it can be cooking, sleeping, or scaling – and tape
them to your wall for some time-saving inspiration.
Remember: work smarter, not harder.

RESOURCES
IFTTT

ZOOM

PLANOLY

SHOPIFY

GMAIL

LIBSYN

SLACK

SALESFORCE

ASANA

GROWTH NOTEBOOK

CHECKLIST:

REMEMBER YOUR WHY

EXAMINE YOUR EXISTING HABITS

MATCH YOUR CALENDAR TO YOUR WORKFLOW

SCHEDULE TIME SINKS FOR PEAK PRODUCTIVITY
HOURS

AUTOMATE EVERYTHING

USE TOOLS AND APPS MORE EFFICIENTLY

PRIORITIZE BIG-PICTURE WORK OVER ALL ELSE

