
1. Meal prep on the weekends
2. Wash your hair and makeup brushes on Sunday evenings
3. Map out your entire week on Sunday evenings
4. Meditate and read in the mornings before anyone else wakes up
5. Paint your nails or get a mani on Fridays after work

6. Set timers and reminders in your phone for important events at 
least 2 days ahead of time
7. Block out time on your schedule to go to the gym
8. Pick out 2 week’s worth of outfits for work at a time
9. Iron work outfits for the week on Saturday mornings
10. Set out pj’s before you leave for work in the morning

11.Give yourself a bedtime and stick to it, so that you are energized in the mornings
12. Bring one large water bottle to work instead of filling up smaller cups more frequently
 throughout the day
13. Say “NO” to last minute plans
14. Delegate your weaknesses
15. Write down what you want to accomplish instead of wasting time

16. Give yourself deadlines to avoid procrastination
17. Prepare your makeup for the next day along with your outfit to avoid last minute 
decision making
18. Pack gym bag the night before
19. Pick 1 day per week or every 2 week’s to clean home instead of stressing over small amounts of 
clutter everyday
20. Last, but not least make up your mind to commit to the things on this least and see how much 
more productive you are

Now that you’ve read this list, get up and apply some of these tips to your life. Then tweet me 
@thejasminediane about your process. Include #JasmineDianeTheNewsletter in your response!

Thank you for reading! Check out jasminediane.com for more tips!

20 SIMPLE WAYS TO SAVE TIME DURING THE WORK WEEK
BY JASMINE OF JASMINEDIANE.COM

Hi There! Are you sick of feeling behind, week after week? I have been there before and it sucks. 
But the good news is that you don’t have to stay there. In order to be productive you have to set 
deadlines, be attentive to tasks and cut out last minute decision making. This list includes 20 
simple ways to save time during the week and a couple of questions to get you thinking about 
better ways to use your time and energy.

QUESTIONS TO ANSWER BEFORE YOU READ THIS LIST:
How do you spend your free time?
What would you do with 10 extra free hours a week?


