Time Management - Planning Your Day
· Visualize your long-term picture of success and put it in writing. Review your goal frequently. Your goal should be specific, measurable, achievable and compatible with where you are now. There should be an end date as well. Steven Covey calls this "Begin with the end in mind."

· Try to do your planning at the same time every day. Use this time to review past accomplishments as well as future things to do.

· Use only one planner to keep track of your appointments. Keeping a separate business and personal planner creates confusion.

· Write out a To Do list every day. Include items that can be completed, such as "Prepare performance measurements for monthly report", rather than just "Work on report."

· Separate your To Do list into A, B and C priorities. "A" items are important to your long-term success, "B" may be urgent but not as important and "C" is those that would be nice to do if you get the time.

· Start with the A items. Don't work on a C just because it's easy to do. Also, break your A items into small manageable chunks, so they're easy to accomplish.

· Check off items as you complete them to give yourself a sense of accomplishment.

· Block off time in your planner for major activities. This might include a block of time for working alone on major tasks. If someone wants to meet you during that time, say, "I'm sorry, I already have an appointment."

· Don't jam your day full of activities. Leave time for emergencies, special opportunities and thinking time.

· Be your own manager. Ask yourself if you have met your goals, and what changes you plan to make to achieve them.

· Do it now. People will often say, "Call me next week, and we'll book an appointment then." Respond by saying, "Let's save ourselves a call and do it now."

· Always plan time for balance; include family, fitness, and recreation, social and spiritual activities.

· Conduct a time study to see how you're doing and where the opportunities for improvement lie. Many people are only able to spend one quarter of their time on top priority activities. Moving this up to one third of the week means almost 4 more hours per week on key activities.

Time Management - Preparing for Meetings
· Make a formal invitation, usually in person or by telephone at least two weeks in advance.

· Send a follow-up confirmation note and agenda after attendance has been confirmed.

· Try for a reminder. Have an assistant call to remind attendees about the meeting, or mention it to them yourself, in conversation.

· As a Trainer, preparing an agenda in advance helps you to:

· Determine what items you want to cover

· Communicate to participants what is to be considered and what is expected of them

· Create order and control at the meeting

· Establish standards by which the success of the meeting can be measured

· Circulate your agenda in advance. If you can't, write it on a flip chart or white board before participants arrive. The agenda should include:

· The purpose of the meeting, stated in one succinct sentence
e.g. "To review and agree details of the annual budget"

· The start time and finish time

· Meeting location, including street address, floor, room number and map if necessary

· A list of who will be attending, and their titles

· Individual items to be covered, and action items on each

· Put simple announcements at the beginning of the meeting, to warm up the group.

· Start and finish the meeting with positive items.

· If someone else is preparing the agenda, approach them beforehand to make sure your items are on the list for discussion.

· Consider starting meetings at oddball times, such as 10:08 am.

· Schedule a meeting for late in the day if you want it to be short. Business has a tendency to move quickly as it approaches five o'clock.

Time Management - Handling Paperwork
· Create a block of time during non-prime hours to handle paperwork. Schedule this in your planner and stick to it. 

· Sort through and handle the papers in your in-basket no more than twice a day. 

· Never handle a piece of paper more than once. Avoid the "I'll just put this here for now" habit.

· Throw away previous drafts. They serve no purpose.

· For items that will reach you, ask your assistant to a) sort it according to urgency, b) highlight important aspects, such as magazine articles and c) attach relevant files or information.

· Ask subordinates to submit recommendations along with important reports. Nothing should be sent to you without a summary or indicated action.

· Limit the length of letters, recommendations, responses, meeting requests and other correspondence to one page.

· Ask people if reports they prepare (or you prepare) are really necessary. Prepare them only when needed, not as a regular routine.

· Don't keep copies of all your requests to others, unless there are legal or personnel reasons to do so. 

· Do something with every piece of paper that reaches you and put it in its proper place ​ not just back on the pile. 

· Handle routine requests or tasks immediately whenever you can.

· Cut back on sending memos. Use a phone call instead.

· Reduce the number of memos you keep. After all, memos are primarily for short-term information. Record the information you need and toss the memo.

· Schedule major reading for twice a week during non-priority times. Try reading on the subway, bus or train, while waiting for appointments, or at breakfast instead of reading the paper.

· When you find items you keep putting off reading, ask, "How likely am I to read this and how valuable is this information?" Throw it out.

· Extra storage space ends up getting filled up quickly. Try reducing or throwing out extra paperwork collectors. Limit your stacking trays to two: one for incoming papers and the other for outgoing papers.

Time Management – Using E-mail Effectively
· Block off times to process your e-mail. Twice per day should be enough. Avoid the temptation to check e-mail more frequently. 

· Check the spelling of your e-mail before sending it. Spelling errors seem generally accepted in e-mail. But go beyond acceptable. Aim for excellence.

· DON'T TYPE IN ALL CAPS. This is perceived as shouting. 

· Re-read your e-mail before sending it. Writing quickly often results in awkward grammar.

· Don't copy documents from other programs, such as MS Word. Odd characters such as apostrophes can show up as gibberish.

· Use the edit and paste commands as you would in word processing. This is helpful in repeating information or creating a type of form letter to be sent to various participants.

· Just say no. If you're on a mailing list for which you have no interest, reply by writing, "unsubscribe" or "remove" in the comment box. Be careful though. Sometimes mass-mailers use your response to confirm that you have an address, and send you more stuff. Use a filter to prevent mail with features that are repeated from being downloaded.

· Use a stacking tray or file folder labeled "E-MAIL" to store paper items associated with e-mail you plan to send. Then you can batch them more efficiently. 

· Place items in separate e-mail folders as you would with paper items. Don't use your Inbox or Sent Mail as catchall holding tanks.

· Sort incoming e-mail by subject, key word, or author so you can process related mail together. 

· There is a convention to intersperse someone else's original message with points of your own when you reply. Consequently, it takes a while to figure out what is original and what is new. Avoid wasting people's time. Create a proper response as you would a business letter. Instead of leaving an entire message that you received intact, just make a reference to it. They don't need to read everything they wrote when you respond to them

· Consider carefully what you write; it's a permanent record and can be easily forwarded to others. 

· Don't attach large files without getting permission from your recipient first. 

· Write descriptive subject lines. Many busy people will only open messages with captivating subject lines. Think creatively.

· If you must forward a message, put your comments at the top. 

· Learn how to keep an address book to save e-mail addresses, automatically insert them into a new message and maintain groups of contacts.

· Delete all unnecessary mail. Old messages congest servers. Delete old, duplicate or reply version copies and free up space for new incoming mail

Time Management – Preventing Interruptions

· Prevent interruptions from walk-in visitors by isolating yourself. Close your door. Put up a sign. Work in a conference room.

· Don't feel obliged to have "an open door policy." This allows people to manage your time on their terms, not on yours. "Open door" means you're generally available for honest communication from any level. It doesn't mean "always" available. 

· Block off your time for priorities. Handle larger, important projects early in the morning, before you read your e-mail and before interruptions are likely to occur. Schedule a quiet hour to create essential private time. 

· Inform co-workers or subordinates that you generally like to come in at perhaps 8:00 am, and work on your own until 9:30 am. Only then do you accept meetings. 

· Change the layout of your desk so that you're not facing traffic. Otherwise, you encourage interruptions. 

· If you're storing materials or files that people have to access frequently, move them to another area. 

When They Walk In 

· When someone asks for a few minutes of your time, respond with "Sure, how about if I come by your office at 2 o'clock this afternoon?" This gives you more control. 

· If they insist that it's urgent, ask them how many minutes they need, then agree to that time (or tell them how much time you can give them). 

· Stop people from telling stories. Interrupt them and say, "Can you summarize how I can help you in one sentence?" If they ramble on, say "OK, so how can you sum up what you need from me?" 

· If they're asking for help, ask them what solution they propose? 

· Agree to help them with their request, but schedule a specific time to do it. 

Prevent Them From Staying 

· When someone walks into your office or cubicle, immediately stand up. That way, your visitor is less likely to sit down and get comfortable. 

· If you must, place a binder or a briefcase on visitors' chairs, to discourage people from sitting down if they happen to drop in. (Or remove chairs altogether.) 

· Set a time limit. Then check the time in an obvious way, and make sure to announce the end of the allotted time when it occurs.

· Ask subordinates to "save up" items of importance and deal with them in a bunch at an appointed time.

· Be careful that your tactics aren't counter productive to the organization. What may benefit you as an individual may be detrimental to the team. Isolating yourself might frustrate others, or cause them to waste their own time because you weren't available for help.
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