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Course QOverview

This comprehensive course is designed to empower individuals to take control of
their time, money, and habits to live more intentionally. Through four focused
modules, you'll learn practical strategies for managing finances, maximizing
productivity, practicing mindfulness, and maintaining health on a budget.

Module Objective

Personal Finance 101 Build a strong financial foundation

Time Management Hacks Maximize productivity without burnout

Mindfulness & Productivity Reduce stress and improve focus

Healthy Living on a Budget Eat well, feel great, and stay fit without overspending




Module 1: Personal Finance 101
Budgeting, Saving & Investing

Objective: Build a strong financial foundation.

50/30/20 Budget Rule
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1. Track Expenses

Understanding your spending patterns is the first step to financial control. Use free
tools like Excel, Notion, or mobile apps such as Mint to categorize and monitor
your expenses. Create meaningful categories and review your spending weekly to
identify patterns and opportunities for saving.

2. Create a 50/30/20 Budget

This simple budgeting approach allocates 50% of your income to needs (housing,
utilities, groceries), 30% to wants (entertainment, dining out), and 20% to savings
and investments. This balanced approach ensures you're covering essentials while
still enjoying life and building for the future.

3. Build an Emergency Fund

Start with a goal of $500, then work toward saving 3-6 months of essential
expenses. Keep this money in a separate, easily accessible account. Your
emergency fund provides peace of mind and prevents you from going into debt
when unexpected expenses arise.



4. Start Investing

Begin with ETFs (Exchange-Traded Funds) or dividend stocks through
user-friendly platforms like Robinhood or Passfolio. ETFs offer instant
diversification with low fees, making them perfect for beginners. Start small and
increase your investments as you become more comfortable.

5. Automate Savings

Set up automatic transfers to your savings and investment accounts right after
payday. This 'pay yourself first' approach ensures consistent saving before you
have a chance to spend the money. Gradually increase your automatic savings
rate as your income grows.



Module 2: Time Management Hacks
for Busy People

Objective: Maximize productivity without burnout.

Eisenhower Matrix
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1. Use the Eisenhower Matrix

This powerful decision-making framework helps you prioritize tasks by sorting them
into four categories: urgent and important (do immediately), important but not
urgent (schedule), urgent but not important (delegate), and neither urgent nor
important (eliminate). This method ensures you focus on what truly matters.

2. Time Block Your Calendar

Assign specific time blocks for similar tasks throughout your day. For example,
dedicate 9-11 AM for creative work, 1-2 PM for meetings, and 4-5 PM for email and



administrative tasks. Batching similar activities increases efficiency by reducing
context switching.

3. Apply the 80/20 Rule (Pareto Principle)

Recognize that roughly 80% of your results come from 20% of your efforts. Identify
your high-impact activities and prioritize them. This principle helps you focus on the
vital few tasks that drive most of your success, rather than the trivial many that
consume time with minimal returns.

4. Set Daily Top 3 Goals

Each morning, identify the three most important tasks you need to accomplish that
day. This laser focus helps you stay on track and ensures progress on meaningful
work, even when interruptions occur. Celebrate completing your Top 3 to build
momentum and motivation.

5. Limit Distractions

Use apps like Forest or Cold Turkey to block distracting websites and apps during
focused work periods. Create a distraction-free physical environment by silencing
notifications, wearing noise-canceling headphones, or working in a quiet space.
Protecting your attention is essential for deep work.



Module 3: Mindfulness & Productivity

at Home or Work

Objective: Reduce stress and improve focus.

Pomodoro Technique
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1. Morning Mindfulness Ritual

Start your day with 5 minutes of mindful breathing, gratitude journaling, or simple
meditation. This brief practice sets a positive tone for your day, reduces stress, and
improves mental clarity. Consistency is more important than duration—even a
short daily practice yields significant benefits.

2. Pomodoro Technique

Work in focused 25-minute intervals (called 'Pomodoros’), followed by 5-minute
breaks. After completing four Pomodoros, take a longer 15-30 minute break. This
method leverages the brain's natural attention cycles to maintain high energy and
focus throughout the day.

3. Declutter Your Space

A tidy physical environment promotes mental clarity and reduces stress. Regularly
clear your workspace of unnecessary items, organize digital files, and create
systems to maintain order. The process of decluttering itself can be meditative and
provides a sense of accomplishment.



4. Practice Single-Tasking

Contrary to popular belief, multitasking reduces productivity and increases errors.
Instead, give your full attention to one task at a time. Complete it (or reach a logical
stopping point) before moving to the next item. This approach improves quality,
reduces stress, and increases satisfaction.

5. Evening Reflection

End each day with a brief review of what went well and what could improve.
Acknowledge your accomplishments, learn from challenges, and identify priorities
for tomorrow. This practice provides closure to your workday and prepares your
mind for restful sleep.



Module 4: Healthy Living on a Budget

Objective: Eat well, feel great, and stay fit without overspending.

Healthy Living on a Budget: Impact & Savings
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Meal prepping and buying in bulk offer the highest cost savings, while regular exercise | &°
and maintaining a consistent sleep schedule provide the greatest health benefits.

1. Meal Prep Weekly

Dedicate a few hours each weekend to prepare meals for the coming week. Batch
cooking saves time, reduces the temptation for expensive takeout, and helps you
control portions and ingredients. Start with simple recipes that yield multiple
servings and store well in the refrigerator or freezer.

2. Buy in Bulk

Purchase staple foods like rice, beans, oats, and frozen vegetables in larger
guantities to save money. These nutritious, shelf-stable items form the foundation
of countless healthy meals. Compare unit prices (cost per ounce or pound) rather
than package prices to identify the best values.

3. Exercise Free

Skip expensive gym memberships and explore free fithess options. YouTube offers
thousands of high-quality workout videos for every fitness level and interest.
Walking, running, and bodyweight exercises require minimal equipment and can
be done anywhere. Many communities also offer free fithess classes in parks.

4. Stay Hydrated



Water is the most affordable and healthiest beverage choice. Replacing sugary
drinks with water saves money and improves health. If you find plain water boring,
add slices of fruit, cucumber, or herbs for natural flavor. Carry a reusable water
bottle to avoid purchasing bottled drinks.

5. Sleep Schedule

Maintaining a consistent sleep schedule of 7-8 hours per night costs nothing but
delivers enormous benefits for physical and mental health. Quality sleep improves
mood, enhances cognitive function, strengthens immunity, and reduces cravings
for unhealthy foods. Create a relaxing bedtime routine to improve sleep quality.
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