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Sign Up for Our Free Productivity Newsletters

Altie:nd Our Next
Business Seminar 4
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» Managsement SEMINAR

Find Out How to Increase
Individual & Group
Effectiveness — and Have More
Fun!

Learn proven tools that will sky
rocket your company's production,
keep you in control, and increase
your profits. This is a 2-hour
seminar and includes a
complimentary 1-hour consultation
with a licensed business
consultant (limit one per
business). Refreshments will be
served.

Click Here for Upcoming
Productivity and Time
Management Seminars

"CBS’s Productivity & Time
Management is very good. It
helped me prioritize my projects
and spend less time on them,
streamlined our paper trail and
made our office more productive.”

— Romney Mawhorter,
President

Astro Custom Injection
Molding, Inc.

"It helps people to apply their
strategies to help increase their

Time Management Techniques
Guaranteed to Cure or Kill

By David Sanders, Certified Master Consultant

Can you spare a moment to read an article on time management? Maybe
you don't have time, but for those hearty souls who'll grab father time by
the arm and slow him down, this could be the moment you've been
waiting for.

After all, isn't life the management of one moment after another? We've all
experienced days when time seemed to drag on forever, or when time
flew and we wondered where it went. Is there any way to control or
manage time?

TIME: Point at which something happens. - Merriam Webster's Dictionary
MANAGEMENT: The process of dealing with or controlling things or
people. - New Oxford Dictionary

Time management then is a process of deciding what you want to occur
with things and people, and getting it to happen. The opposite of time
management would be letting things slide.

WHAT YOU CAN DO

The fun really begins when we grab the steering wheel of our own lives
and hit the accelerator. Here's something you can do in your office or
home that could dramatically improve your time management — practical
actions guaranteed to cure or Kill.

1. Set aside a few hours some evening or weekend.

2. From an office store pick up a set of at least 3 communication
baskets for yourself and the other members of your business (even your
family might benefit from this) and some file folders.

3. Go to your desk, table or workspace and brace yourself for the toughest
moment. Pull out every unanswered letter or memo, anything
incomplete with your finances, all the half-done projects, everything
incomplete you have lying around and put it on the desk. All the stuff on
your dresser, in your trunk, briefcase, everything incomplete. This includes
confronting your voicemail, email, even your spam folder.
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business revenue. Create a
pleasant work environment is also
one of the key success in running
a good company. Quite honestly
this helped me more personally.
But once | get my life more
organized, | get more productive in
business."

Myle Rivera, Marketing Director

"David gave me the individual
focus on my business to help
me, not just a general talk.”

Jim Anderson, Financial
Planner

"David gave me tools to improve
our business. | was able to see
specific steps or actions that will
improve my productivity. | am
more focused now on incomplete
cycles. | enjoyed listing the various
cycles | had to complete and
definitely felt major relief spotting
exactly what | need to do to handle
them."”

Pat Lusey, Publisher

"David gave me a lot of good
ideas to bring up with staff and my
supervisors in order to help our
organization serve our clients
better. These ideas will also help
staff to work better with one
another and build a stronger
relationship as a team.”

Liz Caang, Executive
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| worked with a CPA in Houston who had a desk the size of a barge. He
disappeared on the other side of the desk on this step, with stacks of
paper and boxes several feet high.

Even worse, | once did this action on a businessman in Orange County
and when we got to his home office, he broke the news to me that
everything wouldn't fit on his desk. He took me to see his pending
three-car garage. It was piled to the ceiling with incomplete projects and
stuff.

4. The next step can also be a bit gruesome at first but rapidly gets better
as you go through it. You do one of the four D's on each item, one at a
time.

- Do it
« Dump it
- Delegate it

« Detain it

Pick up and handle just one item at a time per the four D's. Just plow
through it. One professional lady burst into tears when | asked her to pick
up the first piece of paper atop the huge pile in front of her. Surely you're
tougher than that.

Here are some rules of thumb. If you can knock it out in 10 minutes or
less, just do it. If it's not a valuable document and you haven't needed it in
the last six months (or if you can pull it off the web when you need it),
dump it. If it's really not your job, delegate it to whoever should do it,
getting their agreement as needed.

5. Those papers and projects that now remain go into a pending stack
that we'll detain and deal with later.

Do all four D's —don't just shuffle papers. | worked with a financial planner
in Sacramento who operated from his home, working off his kitchen table.
When | commented that it seemed an unusual place to run his business,
he asked if | wanted to see his office! It was piled so high that he had had
to move to his kitchen table to work. His huge pantry was filled with
papers and documents that he just shuffled and put back, not completing
a thing, saving everything for when he had time.

When | asked where he learned to handle work like that he told me about
his former boss. It turned out that he went bankrupt. Probing further, his
father had the same habit pattern and his kids had recently moved him
into an old folks home, not because he had health problems; he had just
filled his home so full of stuff he wouldn't throw out that he could no longer
move around in it!

You can go a bit extreme in the other direction, too. A business executive
in a major corporation asked his secretary if she'd taken all the important
documents out of a stack about two feet high, and when she said yes, he
took the entire stack and dropped it in the trash, commenting to the

7/11/2008 7:04 PM



Creative Productivity Strategies

3 of 3

© Copyright 2008. Creative Business Strategies, Inc.

http://www.creativestrats.com/nl/free-productivity-article.html

startled consultant that if it was important, they'd write him back.

6. If you persevere and get through all your piles you'll end up with a
pending residue that is typically between 1% and 10% of what you started
with.

7. Now take the file folders and divide the incompletes up by area, such as
finance, family, hobbies, personal, computer, production, sales,
marketing, future plans, etc. Sort the papers in each folder into the
sequence in which you want to do them. If there are things you want to do
for which you don't have a piece of paper, make a note and put it in proper
sequence in the appropriate pending folder.

8. Finally, set aside some time regularly to work on your pending
folders so you eventually catch up completely.

We have had conservative business executives get up on their desk and
do a jig when they completed these steps. Maybe you will, too!

Remember, the largest room in the world is the room for improvement.

David Sanders, Certified Master Consultant, is CEO of Creative Business
Strategies, Inc. He can be contacted at ceo@creativestrats.com.

Free Productivity Analysis - $500 value!
CALL: 818-952-8881 or EMAIL: newsletter@creativestrats.com
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