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This book is geared for the entrepreneur or self-starter person.  Everybody has the same amount of time everyday, but how you manage it would determine your success.  Managing time effectively will enhance your productivity and enable you to produce wealth.  The author wrote this book as he is talking or consulting you.  He used common sense, experience, and direct approach in dealing with the issues.  There is no fancy terminology in this book, but rather just straight talking.  

You need to realize that your time is valuable.  You get pay from the time you start working to the time you finish, no matter if you are working for yourself or somebody else.  Therefore, every minute of every hour you work is worth something.  If you waste time then you waste money or the opportunity to make money.

You must control your time and not let other people affect your productivity.  Learn to recognize the personality of people around you.  Try to stay away from people who want a long discussion about their personal or work problems and hope that you can tell them what to do.   Be focus and direct when you are dealing with these people and have an exit plan for yourself.  Avoid endless meetings especially those with food because you have to allot extra time to socialize.  Meetings have a way of falsely making people feel they are important or belonging to a special group.  You must realize your physical surroundings and where you will be most productive.

Modern technology has a way of slowing you down.  Do not answer the telephone or e-mail if they are going to interrupt your workflow.  There is no rule saying that you have to pick up the telephone as soon as it rings.  There are telephone answering machines and fax machines to give you time to prepare a good reply at your convenience.  You should set up specific time of the day to answer your e-mail only.  

By being on time, you will demonstrate that you value your time and other people’s time as well.  It is not professional if you show up late for an appointment.  If you are not responsible enough to keep a simple appointment, then how can you deliver an important project on time as promised.  However, if you are always punctual, then people will develop a trust for your words and respect your time.

You must take time to read and learn more about your business, the industry your business is in, and future trend of your business.  There are many books and periodicals that can help you do this.  You must capitalize on the available information to stay ahead of the competition.  There are books on tape and CDs that you can use while driving to work or traveling by airplane.  By using your time effectively to improve yourself, you will gain the edge in your business.

There are certain things that you do very well.  However, you must realize that you cannot be everywhere and do everything by yourself.  You must delegate some of the tasks to other people who work for you.  These people may not do the tasks as perfectly as you do but they will do a good job anyway, and the end result would be the same.  This will free you up to perform more important things and earn the bigger money.  This book makes you think about your situation and how you can change to be more productive.

