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Terms and Conditions 

LEGAL NOTICE 

 

The Publisher has strived to be as accurate and complete as possible in the 

creation of this report, notwithstanding the fact that he does not warrant or 

represent at any time that the contents within are accurate due to the rapidly 

changing nature of the Internet. 

 

While all attempts have been made to verify information provided in this 

publication, the Publisher assumes no responsibility for errors, omissions, or 

contrary interpretation of the subject matter herein. Any perceived slights of 

specific persons, peoples, or organizations are unintentional. 

 

In practical advice books, like anything else in life, there are no guarantees of 

income made. Readers are cautioned to reply on their own judgment about their 

individual circumstances to act accordingly. 

 

This book is not intended for use as a source of legal, business, accounting or 

financial advice. All readers are advised to seek services of competent 

professionals in legal, business, accounting and finance fields. 

 

You are encouraged to print this book for easy reading. 
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Foreword 
 

Having a PDA, or utilizing additional technology, won't automatically make you 

more efficient. It might take you a long time to get used to utilizing it to help you 

manage your time. And then you'll have to make a habit of utilizing it. It may 

work as well as any paper-based scheme, if you take the time to learn how to 

utilize it correctly, and it has the benefits of compactness, the power to search for 

words and phrases, the power to store crucial documents, and so on. However, 

without acquiring the right habits in utilizing it, it may as well be a brick. Lastly, 

you might discover that the correct system for you is a hybrid one: maybe you use 

your PDA for Appointment and Contact management and a paper planner for 

jobs and projects ... Maybe another combination. My goal herein isn't to sell you 

on having a PDA but to show what you are able to do with one, so you are able to 

try it out and see if it's good for you.    

 

Time Management Mastery For Busy People 

Make time your loyal servant rather than a terrible master.
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Chapter 1: 
Where Do You Spend Your Time 

 

A key to bettering your time management skills is to discover 

how you're expending your time. It's simple to utilize your PDA 

or PC for this. Simply set up a time log. 


