
- If your list of roles starts getting unwieldy, you could compress them into the major 

categories: career, relationships, and self (which includes exercise, hobbies, and anything that 

moves your soul). Then think of your top two or three priorities in each area that you’d like to 

accomplish over the next 168 hours. Block these priorities into your calendar first. Once you 

do this, you’ll likely notice something. First, blocking six to nine priorities into a 168-hour week 

still leaves a lot of blank space. But second, if you accomplished all those things, you would 

have an absolutely amazing week. 

- That intimate knowledge of her hours means she can quickly describe what a usual workday 

looks like for her. 

- I encourage you to try logging a whole week and think of yourself as a lawyer billing time to 

different projects. How much time do you spend checking e-mail? Thinking? Planning? 

Traveling? In meetings? 

- limit her daily priority list to six items: three things that must get done that day, and three 

small steps toward what she calls her “push” goal for the year. 

- Doing three things per day in pursuit of a big goal may not seem like much, but doing three 

things every workday without fail could put you 750 steps closer to your goal in a year. If your 

goal for the year is to write a 75,000-word manuscript, each small step could be writing a mere 

100 words—less than the length of this paragraph—and you’d easily hit that. Successful 

people know that small things done repeatedly have great power. 

- She’ll look at meetings she used to think she had to be in and ask, “How could I not be there? 

Maybe it’s uncomfortable, but it presents an opportunity for someone else on my team to 

step up.” Or sometimes she’ll notice that someone is already stepping up—and that’s a red 

flag that she doesn’t need to be there. 

- Of course, part of working with good people involves meeting with them and supporting 

their development. “I really try to protect an hour a week with each of my direct reports,” 

- “What else could I do with that hour?” 

- “I’m constantly trying to replace myself,” she says. “In my work, my number one strategy as 

a leader is to replace myself. If I give my duties away, it frees me up to go to the next level. 

That’s been my strategy for years and it’s worked incredibly well.” 

- The week as a whole, and the hours within it, are well choreographed. On Monday and Friday 

he does the work of scheduling and prepping so that he can focus on clients on Tuesday, 

Wednesday, and Thursday. Hall knows that 10:00 a.m. to noon are his peak-focus hours, so, 

he says, “I treat it like real estate. What’s the most valuable real estate you have? You wouldn’t 

just give it away.” The week is scheduled with the aim of matching his most valuable time—

the six hours of the 10:00–12:00 block on Tuesdays, Wednesdays, and Thursdays—to the task 

of nurturing the firm’s most important relationships. “That sets us up for success,” he says. 

- The week is scheduled with the aim of matching his most valuable time—the six hours of the 

10:00–12:00 block on Tuesdays, Wednesdays, and Thursdays—to the task of nurturing the 

firm’s most important relationships. “That sets us up for success,” he says. 



- You may not be able to devote half your workdays to improving your skills and your team’s 

skills, but given how massively most people underinvest in this discipline, turning practice into 

a daily activity “will make people better at their work,” says Lemov. That “is a fundamental 

competitive advantage.” 

- What have you done today to increase your exposure and broaden your scope? 

- Think of yourself as a lawyer billing your time to different projects: work (in its various forms), 

sleep, travel, chores, family time, TV, etc. There’s a blank time log at the end of this section, 

or you can download one from my website at http://lauravanderkam.com/books/168-

hours/manage-your-time/. You can also scan the QR code included after this section. 

- Give goals a timeline. Write a prospective performance review—that is, the job review you’d 

like to give yourself at the end of next year. What professional items from your List of 100 

Dreams would you like to accomplish by then? Carve out some time to write this hypothetical 

statement of your achievements, be they finishing the draft of a novel, getting an Etsy store 

up and running, landing two new seven-figure clients for your company, or staging a small 

museum’s first fund-raising gala. You can give big personal goals a timeline as well. 

- Envisioning the story of how your breakthrough happened can help you make it a reality. 

- That said, if you do wind up with small bits of time in your schedule frequently, see if you can 

use these bits of time for “bits of joy.” Make two “bits of joy” lists: one of activities you love 

that take thirty to sixty minutes, and one of activities you love that take less than ten minutes. 

That way, if you wind up with ten minutes between calls, you’ll quickly pull up 

www.poetryfoundation.org and read some verse, rather than hitting refresh on your in-box 

(again). 

- The weekend isn’t over until your alarm clock goes off on Monday morning. Plan something 

fun for Sunday night and you’ll extend your enjoyment of your days off. Sunday night is, 

incidentally, a great time to host parties. No one has plans. 

- Choose the bigger life. If that zip-line tour of the rain forest canopy sounds scary, remember 

that it will be over in an hour, and you can recount the story until you die of boring, natural 

causes. 

- If you dislike a particular task, time it. While knowing that unloading the dishwasher takes 

you six minutes won’t get this chore off your plate, it will make it seem like less of a burden. 

- Write it down. Trying to remember that great idea, or even that you planned to pick up the 

dry cleaning today, wastes time—and you have much better things to spend your time on. 


