TIME ALCHEMY

Time Alchemy

The Hidden Framework That Bought Us 20 Extra Hours a Week

Most business owners think they have a time problem.
What they really have... is a priority problem. ~

Whether you're managing an LLC, running an S-Corp, or just trying to grow without losing your
sanity, this bonus gives you the exact framework to reclaim your schedule—and finally get more of
the right things done, in less time.

You'll discover the productivity systems that quietly fuel high-output entrepreneurs and small
business owners—plus how to use them in your day-to-day, starting now.

We'll cover:

“2 The simple mindset shift that instantly eliminates half your to-do list
How to time-block like a pro (even if you hate calendars)
Why automation beats delegation—and what to automate first
“. The 7 tools that will help you create more time out of thin air
And how to stack small wins for massive time freedom over the next 30 days

If you constantly feel like there’s “never enough time”... this framework might just change everything.

Let's get into it.

Prioritize with the Eisenhower Matrix
# Tool: Eisenhower Matrix
How it works: Categorize tasks by Urgency and Importance into four simple quadrants:

e |/ Urgent + Important - Do it now
e “ Important but Not Urgent — Schedule it



° Urgent but Not Important - Delegate it
e © Not Urgent or Important — Eliminate it

Tip: Focus 80% of your time on the top two quadrants.

-/ Exercise: Create your own matrix with today’s to-do list.

Time Block for Focused Work

#® Tool: Google Calendar (or any digital planner)

How it works: Pre-schedule your day in blocks of focused time—so you're not reacting all day.
Tip: Block time for your deep work, admin tasks, and even breaks. Your energy needs rhythm.

-/ Exercise: Block your next workday into focus, admin, and recovery zones.

Use the Pomodoro Technique
#® Tool: Pomodoro Timer (TomatoTimer, Focus Keeper, etc.)

How it works: Work in 25-minute sprints (Pomodoros), followed by a 5-minute break. After 4 rounds,
take a longer break.

Tip: Great for battling procrastination and staying sharp.

./ Exercise: Try it today—track how many Pomodoros you can finish before lunch.

=] Use a Task Management System

#® Tool: Trello, Asana, or Todoist

How it works: Organize all your tasks in one place—then prioritize and track them to completion.
Tip: Assign due dates and keep your “today” list tight.

./ Exercise: Set up your project dashboard and categorize all current tasks.

5o Apply the 80/20 Rule (Pareto Principle)
#® Concept: 80% of results come from 20% of actions.

How it works: Identify which 20% of your work creates 80% of your outcomes—and double down.



Tip: Ruthlessly cut or delegate the rest.

-/ Exercise: Write down your top 10 tasks. Which 2 drive the most progress?

2 Automate Repetitive Tasks

#® Tool: Zapier, IFTTT, or built-in app automations

How it works: Automate low-value, repetitive tasks like email follow-ups, form submissions, or data

entry.

Tip: Start small. One automation can save you hours every week.

-/ Exercise: Choose one task you do weekly—and automate it.

7) Reflect & Adjust Every Week

«® Tool: Weekly Journal or Notes App

How it works: Take 10 minutes every Friday to reflect:

e What worked?
e What didn’t?
e What will I do differently next week?

Tip: Clarity compounds. This one habit can 10x your productivity.

./ Exercise: Start a weekly “Time Alchemy” log with 3 quick bullets.

Summary: Your 7 Tools of Time Alchemy



Tool Purpose

Eisenhower Matrix Clarify what actually matters

Calendar Time Blocking Pre-control your day instead of reacting
Pomodoro Timers Boost focus, fight fatigue

Task Management Apps Organize and simplify workflow

80/20 Rule (Pareto) Focus on what drives results
Automation Tools Eliminate low-value, repeat work
Reflection Journal Keep improving your personal system

2 Final Thought: Time is Your Leverage

Time isn’t something you “make.”
It's something you design.

And when you apply this framework consistently—even just a few parts of it—you’ll start to notice:

e More clarity in your day
e Less overwhelm
e And5... 10... even 20 hours a week back in your control

Time Alchemy is real—and it starts with one shift at a time. ¢

. » Enjoyed this bonus?
The best way to say thanks is to leave a quick review for the book.
Your feedback helps others find the book—and helps us keep creating high-value resources like this.

Leave a review on Amazon »

Limit of Liability: The information provided in "Time Alchemy — The Hidden Framework That
Bought Us 20 Extra Hours a Week" is intended for educational purposes only. It does not constitute


https://www.amazon.com/review/create-review/?ie=UTF8&channel=glance-detail&asin=B0DC3L9H1S
https://www.amazon.com/review/create-review/?ie=UTF8&channel=glance-detail&asin=B0DC3L9H1S

legal, financial, or tax advice. Readers are advised to consult with a qualified professional, such as a
licensed attorney or tax advisor, regarding their specific legal, financial, or tax situation.

While every effort has been made to ensure the accuracy and completeness of the information
presented, the authors and publishers of this guide do not assume any responsibility for errors or
omissions. The application of laws and regulations can vary widely based on individual
circumstances and jurisdiction. Therefore, readers should seek personalized advice to address their
unique needs and objectives.

By accessing and using this guide, you acknowledge and agree that the authors and publishers are
not liable for any direct, indirect, incidental, consequential, or punitive damages arising out of your
use or reliance on the information provided herein.

Always consult with a qualified professional before making any decisions or taking any actions
related to legal, financial, or tax matters. Your financial and legal well-being are important, and
personalized advice from a professional advisor is essential to ensure compliance with applicable
laws and regulations.



