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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 
 

Practicing good time management routines allows the individual to 

have or create better control in life and in the environment around 

them. It is a style of conscious control over the amount of time 

allotted to the various activities in any given time frame. Learning to 

strictly abide by these time frames allow an individual to be more 

focus and efficient in any endeavor undertaken.  

 

 

 

 

 The Clockwork Course 
Discover How To Manage Your Time Effectively And 'Create' More 

Hours In A Day 
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Chapter 1: 
Time Management Basics 

 

Time management can be applied using the aid of many different and 

helpful tools. There are skill that can be applied, tools that can assist 

in keeping and reminding of the time set and also techniques that can 

be utilized to optimize time management functions.  

 

Time management can be advantageous when used in the context of 

planning, allocating, goal setting, execution of project time lines, 

analysis, monitoring, organizing, and many other possibilities. 

 

 

 


