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The idea of this book germinated on one of the many walks that I and Muneer 
took together while I was recuperating from a severe abdominal infection. I 
was consulting an Ayurvedic doctor who recommended a body detox. Muneer 
also found the procedure worth giving a shot.

Ayurveda prescribes that all diseases originate in the gut, and if the gut is 
clean then health manifests itself in various form such as a glowing skin, 
higher energy levels, deeper sleep and shedding of fat. Our body detox
sessions were working wonders because our gut was being cleaned out of
toxic elements. Harmful bacteria, fungus and viruses were being flushed out 
and bodily fluids were getting a better chance of maintaining a balanced pH 
level.  We were a whole new “we”.

Just like the body, businesses can also catch a disease if the gut is not clean. 
Gut in the business context would be its core culture and the culture of a
business is the sum total of the core practices of the people in the company.  
We realized that the root cause of every major challenge in our business is 
“not following” some basic cultures within the organization. To make an
organization strong, it is essential to instill good management practices in
the very habits of people.

And how do you teach habits?  We thought of writing a book on good habits.
In our days at college while getting an education and then later in real life, 
we have read many management books penned by profound thinkers and 
practitioners. The insights and theories in these books were fascinating and 
thought-provoking but it left the onus of putting it into practice on the reader. 
Having, earlier, struggled to translate the learning into positive outcomes, we 
realized that many other business people and more importantly young
entrepreneurs may face a similar challenge if our book was merely a
theoretical treatise.

PREFACE
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They say give a man a fish and you feed him for a day, show him how to fish 
and he will feed himself forever. A corollary when applied to books would be, 
give a man a book and he will benefit for a day, but give him the tools to
implement the lessons and it will benefit him for years.

We discussed of why many books just adorn the bookshelf after being read.  
There is little evidence of its practice in real businesses. If we had to help
entrepreneurs to build a strong business core, we would have to make our 
book a Practice Workbook. We figured that if we could break down the habits 
into tools which could be easily put into practice then our objective would have 
a higher chance of success.

In our book we will introduce tools that we have used in our businesses many 
times and taught these to different companies through our workshops. We are 
working on a simple logic, if these tools worked for us they will also work for 
others!!

We are pleased to present this book which is the first in a series of Toolbox 
Books and we are very confident that if the executives use our tools given here, 
bringing positive change to their organizations will be relatively easy. Our tools 
will become the main change agents for these companies and as they use these 
simple tools regularly, they will create the culture within their organizations 
which will be an ideal environment for the next big jump that they are aspiring 
to take.

In our first book we will help you to Master your Time.
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FORMAT OF THE BOOK
The book is written in a specific format. The format addresses and speaks to 
different types of audiences.

The book is divided in to four sections and the sections are: 

WHY?  WHAT?  HOW?  AND WHAT IF?

We would suggest that you use the above format in all your presentations, 
meetings or concepts whenever you want to discuss or convey anything to your 
clients, colleagues or family.
 
This format address to different individuals around us. There are people who 
are mostly interested in the WHY of everything. If the WHY is not appealing 
they don’t move forward. 

Similarly, there are people who are interested in the WHAT. WHAT is the
concept or subject matter and once they know the WHAT then they are
interested to know more. 

Then there are some who are interested mainly in the HOW of everything. They 
want to know HOW is concept used or implemented and finally there are some 
who are interested in the WHAT IF?  What if they work with the concept, idea, 
suggestion what will happen and what will not happen 

WHY section, addresses the purpose behind this book – it tells readers why 
this topic has been chosen, why is it so important, why they should read this 
book.

WHAT section, talks about what is there in this book in terms of the various 
topics, what are the objectives behind each of the topic and what is the book 
going to cover.

HOW section explains all the tools that will help the readers overcome their 
challenges as well as how to use the tools in your everyday life whether its 
professional or personal.

WHAT IF sections explain the readers what are the benefits you will reap 
once you start using the tools in this book.
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WHY TIME
MANAGEMENT
We were once watching Warran Buffet’s
video and in that video he mentioned that
he has so much of money that he can buy
everything that he wants except time. So true! 

A resource that is limited becomes precious. A resource that will always be 
limited is Time.

You can buy someone else’s time, but your time is limited to 24 hours a day. So 
while you cannot buy time with money, you can make money with time that you 
manage well.

What we do with our time will decide the value time will grant us. And time is 
available in equal measure to all, hence how you fare vis-a-vis others will be 
determined by the way you manage your time.

If you have played any sports at a professional level then you would be aware 
that there is one exercise in every sport that every sportsman has to do if he/
she is playing at local, national or international level. To give an example, 
Windsprint is one exercise that every footballer will have to do before every 
session irrespective of if he/she is a local, national or international player. The 
reason the Coach makes them do windsprint is because it makes their certain 
muscles stronger which will ultimately help them in the Game. The best part 
of it, no-one from the team is exempted from doing windsprints.

If you bring this analogy of windsprint back to life then the question is what 
would be the windpsrint for Life. Something that can make individuals more 
stronger day by day as they practice it, like the muscles in the body

We feel that the wind sprint for life is Time Management. 

And no-one is exempted from this, everyone has to do it every day. It creates a 
strong culture which ultimately helps you to manage your life and business.
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SOME OF THE OTHER IMPORTANT 
REASONS WHY TIME MANAGEMENT
IS CRUCIAL IN LIFE ARE
1. Time is limited and everyone gets only 24 hours a day hence when you     
manage this resource well, you get more things done in a day and that         
   accelerates your growth.

2. Routine sets you free - the better you manage your routine; you start               
   seeing more free time in your day/week/month which helps you plan and    
   accomplish more things. Routine also helps you remove the clutter in your  
   mind and when you free up your mind, your efficiency goes up.

3. Time management creates more free time which can be used to learn more  
   or sharpen your skills. This ultimately helps you in your business/life

4. Better time management doesn’t allow you to procrastinate and you   
   automatically improve self-discipline, the most important skill to have. 

5. There are multiple benefits of time management and the results of better                          
  time management can be immediately seen in your life in terms of reducing  
  your stress and accelerating your growth.

6. If you study the life of most successful people, you will find one common  
   thread among them is “All of them are disciplined” 

7. Mastering time improves planning skills which help you to achieve
   more goals.

Our first toolbox is about Mastering Time because we believe that if you learn 
how to master this limited resource then other good habits may be easier to 
acquire by comparison.

We suggest you keep practicing till it becomes a habit, and you will know that 
it has become a habit when you have become a Master. If you do what you want 
to do in the time you said you will do it, and you do this consistently without 
special effort, then consider yourself a Master.

Let’s jump right in!
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WHAT IS DISCIPLINE?
Here is our definition of Discipline

“Planning and doing things which you don’t like doing and doing 
them consistently because they are important”
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WHAT IS TIME MANAGEMENT?
There are many definitions of Time management.

Different people understand it differently.
Here is our definition of Time Management

Time Management is deciding WHAT you are going to do or 
WHAT you want to do and WHEN you are going to do it and then 

DO IT.
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HOW TO MANAGE YOUR TIME?
The Time Master Toolbox consists of 4 tools. 
We have tried and tested these tools in our company as well as our clients and 
they have produced excellent Time Masters.

1. Waiting List

2. Daily Task List – 135/ the One thing

3. Checklist

4. Calendar

5. WWW (Who What & when) we also call it committed conversation
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A waiting list consists of tasks that are waiting to be started. These are tasks 
jotted down as soon as they become apparent to you.  It’s like a warehouse of 
things you want to do. They may not be ASAP tasks as the urgent ones. It is 
important to record the task as soon as it comes to mind or you may risk losing 
it in your cluttered mind. The rationale is if you don’t write it in your waiting 
list the thought will evaporate. The waiting list becomes like a memory of your 
thoughts and keeps you reminding of things you need to finish. A waiting list is 
your things to be done at some time in the near or distant future. It is a reminder 
list if you may call it so, and the birthplace of your Daily task List.  

Creating waiting list is a continuous process. It’s a WELL of things & task 
which continuously helps you FILL in day to day task list.

For those who like to have things on their mobile, one of our favorite app is 
Wunderslist it will help you record your task as it emerges. 

Those of you who are comfortable jotting it down, must always carry a thin 
notebook to record your Waiting List. Take the pleasure of canceling out the 
list when you move it to your Daily task List.

It is said that Richard Bryson, the founder of Virgin Group, keeps a small red 
book with him all times to jot down ideas and thoughts as soon as they erupt.

STOP NOW !

Go to our Waiting List page and jot down the tasks that appeared when you 
start reading this section. Perhaps the first task could have been to download 
the Wunderlist app or buy a pocket note book.

ALSO REFER TO APPENDIX FOR SAMPLE WAITING LIST

1. WAITING LIST
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WAITING LIST
SR NO.      WAITING LIST
•

•
•

•

•

•

•

•
•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•

•
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Organize your day with a Daily Task List. A daily list gives your day a
direction and is a source of energy derived from the satisfaction you derive on 
completing your tasks.

We advise you that before going to sleep you have the next day’s task list ready 
so that your subconscious mind does the planning while you are asleep.

While preparing the day’s task it would be wise to refer to your Waiting List and 
include them before adding new tasks.

1-3-5 Method

The format that has best worked for us for the Daily Task list is 1-3-5 where 
1 - the one thing that is most important task for that day. To decide the one thing 
always ask yourself on questions “What is the one thing that I can do to achieve 
a certain result/to grab the opportunity / to solve the bottleneck so that by doing 
it, all other things related to this will become easier or irrelevant”

Find the task that has the maximum benefit or can create maximum damage 
on your work or business and put it at the top of your list this one thing needs 
to work like the game of dominos where, if you hit the right domino then it can 
take few more dominos with it when it falls.

At times choosing the first task is as easy as spotting the one that you are
trying to avoid. We say that most of the time the most important task is the 
task you usually procrastinate on. This one thing can be the thing that you 
don’t enjoy doing but is important to be done on that day for the best benefit
of the company. 

2. DAILY TASK LIST
(1 • 3 • 5 / THE ONE THING)
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Start your day by eating the frog as elucidated in the book by Brian Tracy, 
“Eat that Frog”  Try not to go home without completing this task, even if you 
have to leave the other daily tasks unattended.

Once you identify the one thing then move on to the 3 important task ranked 
by importance in the similar fashion as you chose the first. These would be 
typically tasks that take 30-45 minutes each to complete. 

Finally write down the smaller 5 tasks that you would like to accomplish. We 
call them tadpoles. Usually, most of us start our work by addressing the
tadpoles and which is where we lose most of our time and our most important 
task –your Frog is still left to be completed. And this is where most of you feel 
you have achieved nothing by the end of the day.

If you still have tasks left in your daily tasks, then do them once you have 
checked off the 1-3-5 list.

“And how do I tackle the task that is thrusted upon me during the day? The answer 
is to evaluate it with the same yardstick as you did the 1-3-5, and if it automatically 
ranks high, then do it.  Our recommendation is to complete the 135 first unless 
the task which has come up today is a “Fire Situation”. Sometimes task come 
up disguised as urgent based on the priority of others, and here you need to 
evaluate the importance to you before reshuffling your list.  Also see if you can 
delegate those sudden tasks so that you stay focused on your plan for the day.

Another suggestion to accommodate routine interruptions is to set it as a daily 
task and give it 30 minutes of time.
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1• 3 • 5 FORMAT

DAILY TASK LIST

MOST IMP & IMPACTFUL TASK (FROG)

•

MEDIUM IMPORTANT TASK

LEAST IMPORTANT TASK (TADPOLES)

•

•

•

•

•

•

•

•
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3. CHECKLIST

It is said that “you only get what you inspect and not what you expect”

Checklist is list of things you want to inspect on a set schedule. It is an
exhaustive list of important things for you to inspect from time to time and that 
run your business and your life. Not inspecting them from time to time might 
cost money to you or the business or loss of time. An important
relevance of checklist to time-management is that you focus only on the im-
portant things to be done to run the business. You do not waste time on trivial 
things. It also instills a discipline of doing things at set schedule.

Here is our format to create the checklist. 

1. WHAT: Write down the things you want to inspect. You may go in as much   
  detail as required to run your business and life. If it has an impact, then
  that thing must be in the list.

2. WHO: Who will give you this update. Assign the person responsible to  
  complete it.  If it pertains to information, then who will get it, if it is about  
  completing a task then who will complete it.

3. WHEN: When do you want this update. You need the update every week,  
  once a month, or quarter depending upon the importance of the task.
 
4. Finally, you also need to decide the weekly Review date when you will do  
  the meeting to inspect the checklist.  Set a fixed day and time every week,  
  where you sit one to one with the concerned person allowing him/her to    give 
you update on the checklist for that particular week. Note the person    has 
to only give update on the checklist for that week and not on everything.
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HERE IS THE SAMPLE FORMAT FOR YOUR UNDERSTANDING:

DAY – EVERY MONDAY
TIME – 12.00PM – 2.00PM
MEMBERS WILL COME ONE BY ONE AND QUICKLY GIVE UPDATE 

SR
NO.
1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

CHECKLIST WHO WK 1 WK 2 WK 3 WK 4 WK 5
(once every quarter)

Reviewing
Cashflow.

Complaint 
Register

Sales Closing 
ratio

Floating dummy 
inquiries on 
internet

Bank Transaction 
Password Change

PDCs in Hand

Server back up

Vehicle fuel cost 
analysis

Labor 
accommodation 
visit

Employee Visa 
renewal status

New vendor list

Mr. Mark (Finance 
Manager)

Rajeev (Operation 
Manager)

Ciella 
(Sales Manager)

Tom
(General Manager)

Mr. Mark (Finance 
Manager)

Mr. Mark (Finance 
Manager)

Sam (IT)

Rajeev (Operation 
Manager)

Patrick (HR)

Patrick (HR)

Collin 
(Procurement)

REFER TO AN EXHAUSTIVE CHECKLIST IN THE APPENDIX FOR 
YOUR REFERENCE

Y              Y             Y              Y                    Y

Y              Y             Y              Y                    Y

                Y

                  Y

                  Y

              Y

                Y

                          Y

Y

                  Y

                          Y
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4. CALENDARISATION

We all have been using calendar in our life since our childhood however if you 
ask yourself whether we are using it effectively? Most of us will say No.

In our opinion this is the most important tool which can be used to create a 
routine which will set you free to do more.

Keeping a personal calendar is organizing your time in the most efficient
manner. We all have used the School Calendar that has the entire academic 
year charted in terms of examination schedules, holidays and vacation. In 
school we even have a daily time-table of classes helping all students to stay 
in sync and help the school to conduct classes on time.

Calendarization is the process of setting the routine, and setting a routine sets 
you free to do more. It will give you more time to focus on other
important tasks.

Follow these steps to get into the habit of Calendarization:

1. Write down a list of things that you do regularly.

2. On another sheet make columns of periodic frequency. For example, daily,  
   weekly, monthly, quarterly, annually, or any other regular period.

3. Put the list of things under each of the column to make a comprehensive  
   annual list of things done daily, to annually personal and professional.

4. Use or download a calendar app. Your phone may have either iOS calendar  
   or the Google Calendar or similar.
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Set a date/time for the daily and use the feature in the calendar app to repeat it 
daily. Next take the weekly task and decide the day of the week it must be done 
and then use the recurring events feature to repeat it over the full year. As you 
add the tasks, your calendar may start filling up, and when you complete you 
will have the whole year charted out for you.

When filling up your calendar you have the option to make it an appointment 
by setting the start-time and duration, or you can keep it as day task.  You can 
even create a zero-duration task, at say 8AM in the morning for tasks that 
need not have a fixed time.

Tasks that are not routine are then accommodated in the calendar as and 
when they emerge. You will always have free-time in your calendar to attend 
to new tasks, but calendarization will ensure that you do not miss out on your 
routine tasks which may upset the rhythm of business and life.

We understand that important things will pop up during the day and hence 
suggest to block free slots in your calendar for the last-minute important 
things. In a free slot the time is blocked in the calendar under free but who 
you get an important task for that day or a day before, you replace the free slot 
with that important task and that’s how you start creating pace/accommodating 
last minute tasks into your pre planned calendar. The key is to stick to your 
calendar on daily basis, which creates the rhythm and the you can do much 
more than what you were doing before having a planned calendar. For better 
understanding, we have given different lists on the next page and also a
sample weekly calendar view. 
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CALENDARIZATION HELPS YOU MAKE 
THE MOST OF YOUR TIME.
For better understanding, Refer to an exhaustive checklist in the appendix for 
your reference.

Meanwhile go ahead and fill in the below format to help you going

DAILY WEEKLY MONTHLY
PERIODIC

(quarterly, six monthly or yearly)
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The WWW is a very powerful tool in your toolbox and one that assures completion 
of task on time because it clearly specifies the What, Who and When of tasks to 
be done. If you have experienced that most of the time your communication fades 
away or expires, then WWW is for you. People have a hard time remembering 
what was expected from them, and by when they were supposed to complete it. 
Conversations evaporate for lack of clarity and accountability.

A task that does not have a WWW is most likely going to be lost and forgotten. A 
task stands little chance of earning a completion tick if it is not supported with 
a W, W, W.  Learn it yourself and teach your team to embrace the WWW
method and you will see a minimum 5X jump in productivity. You and your team 
will get more done in a shorter period.  It will establish a culture of clarity,
accountability and discipline.

It is also a shorthand minutes of a meeting. Instead of hunting out actionable 
tasks in a long minutes of the meeting, the WWW method gives precise details 
of What is to be done, Who has to do it, and by When it has to be completed.

The WWW tool is a versatile one and is good for business as well as personal 
use. Many a times after a long walk with winding conversations, we both
summarise our walk with a WWW, so that before we part we have clarity,
accountability and schedule for the actionable.

WHAT – Be clear what needs to be done. Confirm that it is fully understood.

WHO – Assign to one person the responsibility of getting it done. Multiple 
people may have to work on the task, but only one person must be given the 
responsibility.

5. WWW
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WHEN – Give an exact date when the tasks needs to be completed.
The WHAT may have sub-tasks which may have its own WWW, but the exact 
date is linked to the main WHAT.

Here is the format with examples.

W – WHAT W – WHO W – WHEN

Emailing the WWW

Calling __________ customer for payment 
follow-up

Meeting the client

Sending the list of new vendors

Software buying

Sandra 

Siddesh

Tom

Collin

Sam

31/3/2019

4/4/2019 

1/4/2019 

2/4/2019 

15/4/2019

Since conversations or in other words, memory recall expires within 48 hours, 
you must have a mechanism to keep the WWW alive. You may find creative 
ways to keep it alive, but bear in mind that you must understand the receiver’s 
style. What works for you may not work for someone else.  For some email 
reminder works, some require a call, while someone else can be reminded 
through a WhatsApp message. Figure out what works based for the ‘Who’ in 
the WWW and you will see a higher rate of completion.

Hence keep your conversation alive at all the times
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WHAT IF - you use these tools .

We strongly believe that this book will help you immensely in getting more for 
your effort. 

1. You will have more control and focus in your life.

2. With use of these tool you will be able to achieve more which will further  
   give you a sense of satisfaction, achievement and fulfillment. 

3. You will create a balance in your personal and professional life.

4. You will declutter your mind by putting thoughts on paper, freeing your     
mind to do other things.

5. Above all the tools will give you happiness and remember.

“RYTHM SETS YOU FREE”
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WHY EXTRA 66 PAGES FOR YOU TO 
FOLLOW THESE TOOLS 

In Making Habits, Breaking Habits: Why We Do Things, Why We Don’t, and 
How to Make Any Change Stick by Jeremy Dean— which also gave us this 
fascinating read on the psychology of self-control — Dean, whose training is in 
research, explores the actual science of habits through the existing empirical 
evidence on habit-formation. He cites one influential study that gives a more 
concrete answer to the elusive question of how long it takes for a new habit to 
take root:

In a study carried out at University College London, 96 participants were asked 
to choose an everyday behavior that they wanted to turn into a habit. They all 
chose something they didn’t already do that could be repeated every day; many 
were health-related: people chose things like “eating a piece of fruit with 
lunch” and “running for 15 minutes after dinner.” Each of the 84 days of the 
study, they logged into a website and reported whether or not they’d carried 
out the behavior, as well as how automatic the behavior had felt.

How long did it actually take for people to form a habit? Dean writes:

The simple answer is that, on average, across the participants who provided 
enough data, it took 66 days until a habit was formed. As you might imagine, 
there was considerable variation in how long habits took to form depending 
on what people tried to do. People who resolved to drink a glass of water after 
breakfast were up to maximum automaticity after about 20 days, while those 
trying to eat a piece of fruit with lunch took at least twice as long to turn it into 
a habit. The exercise habit proved most tricky with “50 sit-ups after morning 
coffee,” still not a habit after 84 days for one participant. “Walking for 10
minutes after breakfast,” though, was turned into a habit after 50 days for 
another participant.

What this research suggests is that 21 days to form a habit is probably right, 
as long as all you want to do is drink a glass of water after breakfast. Anything 
harder is likely to take longer to become a really strong habit, and, in the case 
of some activities, much longer.
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While the finding may at first appear disheartening, it’s actually oddly assuring 
in reminding us that habit, like genius, is merely a matter of doggedness and 
“deliberate practice” — in fact, this brings us to the lesser-cited yet pivotal 
second half of Aristotle’s famous dictum:

“Excellence … is not an act but a habit.”
Thus, we would request you to use this book and follow our tools regularly for 
66 days and become a Master of your time.
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TOOLKIT

MOST IMP & IMPACTFUL TASK (Frog)

MEDIUM IMPORTANT TASK
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APENDIX
WAITING LIST EXAMPLES

1. Try Pilates class

2. Car dragging lessons

3. Reception wall redesign

4. Coffee with ABC (one of the competitors)

5. Check new available software’s for our industry 

6. New radio production slots

7. Design new vehicle graphics 

8. Change quotation format

9. Compare different telephone operators’ prices

10. Redesigning of the website

11. Write a book

12. Visit an out of country exhibition with regards to your industry

13. Video shoot testimonials

14. Writing a blog
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CALENDAR EXAMPLES

DAILY WEEKLY MONTHLY PERIODIC

Getting Ready

Social media time

Daily Huddle

Workout

TV/Netflix

Cooking

Lunch/Dinner

Washing clothes/
Dishwasher

Reading book

Prayer time

New Client Meetings

Site visits

Client servicing 
meetings

Medicines if any

Weekly office meeting

Weekly calls (personal) 

Get togethers

Movie time

Grocery time

Car cleaning

Petrol filling

Training Sessions

Time with kids 

Laundry/Water supplier

Shoe polish

Lunch with clients

Networking or network 
meetings

Weekly reports to 
managers

Haircut/Parlour

Shopping Time

Car Servicing

Money transfers

All utility Bill payments 

Bank Reconciliation/CC 
payments

Social Activity Time 

Service & Maintenance 
charges payment

Dinner in a restaurant 
with family

Recreational activity 
with family

Monthly staff lunch

Monthly office reports

Monthly meeting with 
Managers

Medical checkup

Dentist visit

Annual vacation

Travel Plan

Office Iftar party

Annual staff party

PP/Visa renewals 

Medical Insurance 
renewal

Domain name renewal 

Trade license renewal 

Recreational activities/
family or staff

Birthdays/Anniversaries 

Skill development 
activity

Exhibitions/conferences
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CHECKLIST EXAMPLES

S.NO. WHAT WHO 1       2       3       4       5

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

Complaint Register

Project Cost Analysis 

Renewal Calendar

Non billing storage report

Vehicle fuel / Maintenance / Salik

Salary / LH / Telephone / electricity

Accommodation Visit

WH visit

Server Backup

Storage contract

Bank guarantee/Labour/Payment/Security cheque

Sales figures / TL

Staff Loans

Idle manpower visibility

Stock Audit

Store income / expenses report 

Storage Client > 60 days

Cash Flow Statement

Call Landline

CSR

MK

CSR

MK

MK

MK

CSR

CSR

CSR

MK

MK

MK

CSR

MK

MK

MK

MK

MK

CSR

√ √ √ √ √

√

√

√

√

√

√

√

√

√

√

√

√

√

√

√

√

√

√
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S.NO. WHAT
WK1

1.

2.

3.

4.

Target set for current month, current quarter, this 
year upto date

Target achieved (Actual sales) in current week, month, 
quarter, year till date

Comparison of Target vs Actual Sales

Conversion rates of Quotations sent vs Actual Sales

Y

MORE CHECKLIST EXAMPLES

WHEN
WK2 WK3 WK4 WK5SALES

1.
2.
3.
4.
5.

Social media executed, tracking results
Website
SEO and leads generated
E brochures emailed
Networking meeting attended

MARKETING

1.

2.
3.

Project updates 
Projects completed
Projects delayed
Projects bottlenecks
Site visit updates
Quality updates
Weekly Invoicing schedule

OPERATIONS

1.
2.
3.
4.
5.

Payment receivables
Current
Forecast for week, month
Security Deposits
Payables

FINANCE

1.
2.

3.
4.
5.
6.

Leave applications for the year
DM, DCD and other authorities registration and other 
processes
Hiring of future staff
Visa renewals of staff
Memos
Monthly, Yearly get together

HR

Y Y Y Y

Y Y Y Y

Y

Y Y
Y

Y Y Y Y

Y Y

Y

Y Y Y Y
Y Y Y Y
Y Y Y Y
Y Y Y Y

Y Y
Y

Y Y Y Y

Y Y Y Y

Y Y Y Y
Y

Y

Y

Y

Y
Y

Y
Y
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A strong believer of ‘Givers Gain’ philosophy in
life and the ‘Rockefeller Habits’ at work. 

Chirantan Joshi is the co-founder of E-Movers,
the largest relocation company in UAE.
The Leather Doctor, a leading name for leather
repairs is one of the group companies. Chirantan
or CJ as he is fondly called by all, is also the 
co-founder of The Leaders Organization that
holds the national franchise for CorporateConnections.

He is also a trainer and strongly believes in giving simple tools during 
his training programs which can help the audience in implementing the 
learnings in real life.

He believes, Networking brings great benefits to business and
personal life. He says his learning never stops because he keeps
meeting new people when he networks. It has not only helped him 
build the companies of EMOVERS Group but it has also increased their 
Social Capital.  

New ideas, knowledge, contacts,  visibility, confidence, and goodwill 
constitute Social Capital which is as essential for growth as financial 
investment. He always wonders why something as important as
Networking is never taught in schools.

Visit his website www.chirantanjoshi.com to know all about him.
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Muneer Samnani

Muneer is a dynamic, innovative and enthusiastic
Trainer & Business Coach. He is a certified
Trainer of Neuro Linguistic Programming (NLP)
by ABNLP, ANLP and INLPTA. Certified Master 
Practitioner of Hypnosis (ABH), Timeline
Therapy® and a NLP Coach (ABNLP and ANLP)

His expertise lies with both in training and
coaching teams as well as individual at all levels 
and also carries extensive experience of working with the youths in 
various parts of the world. He has spent more than a decade exploring 
and developing his passion for motivating people and organizations in 
transforming their perceptions about creating change and achieving 
success. For Muneer, anything you learn
should be as fun and entertaining as it is relevant and important. As 
such his energy and humor have led him to help others become aware 
of self-limiting
behaviors.He helps break mindsets and create breakthroughs for
people and organizations. He firmly believes that whateveryou think 
you are, you are always more than that… so ‘be more than you think you 
are!!’

 

Visit his website www.muneersamani.com to know more about him
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BUSINESS TOOLBOX 1.0
TOOLBOX FOR MASTERING TIME

FEW KEY LEARNINGS THAT GUIDES US

CHIRANTAN JOSHI
MUNEER SAMNANI

Rythm sets you free

Action is what separates the BEST from the REST

You will never get what you EXPECT,
you will only get what you INSPECT

If it’s not in your calendar, it will never get done


