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Maren Perry’s  
Top Ten Neurobiology “Time Management” Tips 

 
All of these tips are based on understanding the way our brain biology works. 

They refer primarily to increasing the functionality of the Prefrontal Cortex, the executive function area  
of the brain, since it has a limited capacity. 

Remember that these tips are designed to increase your capacity and accuracy  
and therefore your efficiency.  

You cannot manage time; you can only manage yourself. 
 

 

Top Ten “Time Management” Tips based in Neurobiology: 
 

1. Schedule everything!  Get it out of your head, make it visual, and no fair scheduling a back to back day 
and also thinking you’ll get your to-do list done! 

2. Schedule time for the unexpected.  You don’t know when those things will happen, but you know that 
they’ll happen.  Stop pretending they don’t and make time for them ahead of time. 

3. Block times for different types of thinking.  Big rocks first when your brain has the most functionality for 
decision making. 

4. Let the system do the work. Retrieval is key – not entry.  Smaller chunks on your list.  Reminders to 
prompt you. 

5. Prioritize.  Prioritizing takes a lot of brain energy.  Use the fact that you get a brain ‘hit’ from accomplishing 
small tasks to fuel the larger ones. 

6. Take time off.  Sleep, vacation, exercise, a few minutes an hour all restore brain functionality. 
7. Make it NEW…. Or OLD.  Switch things up to get a burst of energy.  Or make something habitual to 

delegate the functionality to eh Basal Ganglia. 
8. Limit distractions.  Inhibiting distractions take a huge amount of brain energy, so preempt that by limiting 

them.  Turn off notifiers.  Practice meditation to increase your ability to inhibit effectively and focus. 
9. Mutli-tasking is a myth.  Period.  If you want accuracy, stick to one task at a time. 
10. None of the tactics matter without the big picture.  None of these techniques will make a difference 

unless you look at your relationship to time.  Why are you so overloaded?  Are you not keeping your word 
to yourself?  Think being busy makes you important?  Haven’t prioritized what is truly important to you?  
Look at the big picture and then the tactics will support what you find. 

 
 
 

 

 

For more information on these tips, please contact us: info@ardencoaching.com 
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