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Keep A Time Diary | Ragpolye to Control Your Time

You could save a lot of time if

currentcalendar to planand recard
your days. It's best to keep this

your success. Habits are great timgpon a specific, positive statement of
cludes both an overview of the outwell-established habits, your day woulthent of the new habit.
entire month and daily planning pe an agonizing succession of analysis and Once you've listed your obstacles

effectiveness by... | functions of your habits. But, yoy
0 noting all your time commit _may fail to recognize that '
ments as you schedule them. Fitother actions and reactions

tives you may employ to
overcome these ob

commitments togetherlike you are equally dependentupon .- , staclesFor example,
fit pieces into a puzzle. " / solutions you might

00 avoiding scraps of paper andample, made early choices list to overcoming
individual notes. Schedulg . the obstacles in de-
meetings and other items only change. Consequently, cision making in-
on your planner to cutdown gn when anything new is ;L | clude:

A Review past successe
Make a list of the most im-

) , : portant decisions you mad
O looking atthe upcoming year as long process of persuasion . last year. Label each on

a valuable resource which yqu Or pressure from someone else. Poor, Fair, Good, or Excellent, ad
can use to your benefit. Decide At the opposite extreme, some people are cording to their results.

now how you will spend aboyt doormats: they have the habit of always _ -

10t0 20 percent of the new yearaccepting any suggestion for change, eveh Setdeadlines¥hen adecision mustb
and commit that time on your before examining the situation. Operating Made, set a specific deadline for |

0 noting everything you do each Produce knotty problems thatwould require 3te95_ thathtJ?; betdone to makel
day and reviewing your time @ great deal of time to untangle. eC|s_|on/.| ISt the sl_eps on your In
useatthe endofeachweek. Try BY becoming aware of the habits that perative/Importantlist.
to catch wasted time, errors you govern your choices, decisions and behaw Make a commitmentTell someone
made and time you misused sol0rs, you can modify your time behavior to - else — partner, subordinates, or bos

you begin the habit of keeping aI I abits are extremely important tdoss. A definite plan must first be based

pages. But, no matter what systemyecision making. such as your feelings, old habits, the
you use, you cangenerateincreased Yoy may recognize and appreciate thactions of others, and so on—you may see
a number of solutions and alterna-

planner today. from either of these two extremes could accomplishment. Then schedule tn‘e

' e L _ savers; they help you react almostesired goal. The second stepis to list any
‘time diary” in a planner that int automatically to recurring situations. With-obstacles you could encounter in develgp-
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you can learn from these andincrease your success. when your decision must be mad
use yourtime betterinthe com-  Every choice you make results from a Then stick to your commitment an
ing weeks. plan either to gain a benefit or to avoid a make the decision by that time.




MANAGEMENT

How to “Get Moving”
on Your Tasks

If you struggle to get started o
your taskshere are some ideas to
get you moving:

[1 Identify the first step to be taken
and do it.

Determine the most time-consumn
ing part of the task and do it first.
You'll have more time to do the

-

0

other parts and you won't have the main points effec-

lengthiest part looming ahead.

- achieving plans to the

Educate Employees on Effectiveness

ffective executives are almost  top of things.

the perfect model for employ- ¢ Remain in touch with the progress

eestoexemplify. Executiveshave  made on your well-made plans. Re-
usually achieved quite a bit in  consider and restart those plans that
their business career and aren’t proceeding forward.

have honed their goal- e Gather relevant informa-
tion from those around you as
often as possible. Having this
information will help you to
make timely decisions.

point of ultimate effec-
tiveness.The four

tive executives can g

teach to employees
include:
e Stay in touch with

—

Work on the parts of the task tha
are similar at the same time. Th

[%2]

e Delegate authority along
with projects. Letyour employ-
ees, or co-workers, complete as-

way, you can accomplishmore tha
one step at a time.

Do What's Most
Important Now

importantin any situatioypu might
complete this step-by-step pro-
cess:

tion and then write them down t
clarify them.

Review those goals regularly t
keep them in mind.

priorities into manageable chunk
Prioritize the tasks at hand to mak

portant now.

Regularly evaluate and update yo
goals and habits.

Write ideas down immediately upo
thinking of them.

Keep a Spare Set
Available

Place a set of your house keys
every suit coat and sport jacket yo
own. This will ensure that you'll
never run out of your house withou
your keys when you're in a rush to

ten in a rush.

n

In order to determine what's most

[1 Develop clear goals for the situa

sure you're doing what's most im-

meeting. Keys are frequently forgot-

people working on projects with or  signments you delegate in their indi-
for you. Pass on information you  Vvidualized way. But, be certain you
receive to others so everyone stayson gain the results you desire.

Record Your Interruptions

To learn how often, when and by whom you're interrupted, keep a log of
your interruptions by recording them in writing each time you're interrupted.
You should be able to identify your main time-wasting times of the day, what
seemsto spur on interruptions most often and who interrupts you most with this
interruption log. Use it to eliminate these items as best you can from your
working day.
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Divide a long list of goals anc{ The NlltS alld BOltS Of CalmlleSS

v

When you're under close deadlines
and intense pressure, you need to tighten
the nuts and bolts of your calmness and
ur resolve. To do so, consider these tips:

A Make a list of the causes of your
unease. Include all that you must
complete and those items you'd like
to complete. Schedule out your time
to handle and complete all these
concerns.

Identify the source of your pressure. If
this source is unavoidable and short-
term, consider cutting some of your
activities to lighten up your load sg
you can meet the deadlines.

Stop to smell the roses. Have fun an
enjoy yourselfwhenyou're away from

e

=

the office. Continue to do your recre-
ational activities and lead a full life
away fromthe office. Otherwise, burn-
out may visit you.

==l

“Success is the maximum utiliza-
d tion of the ability that you have.”

— Zig Ziglar




MANAGEMENT

"Per Your Request” . . .
e oar ReauesT | 6ood Time Habits For New Hires

gestion box in a
high traffic area
of your building.

Welcome sugges-
tions covering
anything from of-
fice decor to the
organization’s vi-
sion or mission. Ask that employee

ime management is learned easy-to-understand and quick-to-read
behavior. That's why managers format.

with long-time employees have aj Question all faulty procedures. If you

tough time implementing improved time  know a way to simplify a system,
use methods. Bad habits have already set please share it with your supervisor.

in. But, the _nevyemployees who_startwitlh Know the difference between working
your organization should have time man- hard and working smart. Pride comes

S ?:)gretrrgrenn;rom tfr1lél(;Sartzolltl)ixllfj o from a job well done, not
include their name and department ' just from one that's fin-
ished. Place quality before

L 4
on their suggestion and provide |a '”gd c-ll_;]e t?er Sltj.?ngeS]EEd
desirable reward for those that are ?euclti\?el \(/evsorli) %”(': .e et guantity.
used. Desirable rewards can includeD Be pre areFo)I foryrheet- / '
bonuses, time off, trips, gift certifi D€ prep __ / 4
ings. Agendas should \ﬁa’ =

ery day. Everyone candel-
egate to someone. Find
others who can complete
the tasks you're weakest at
better than you and either
delegate that task or trade
for one from your del-
egate.

Understand the organization’s com-
mitment to good time management.
Time management books, newsletters
and programs will be available to allin
the company library. And, daily plan-
ners and other time management assis-

[l Practice delegation ev-
cates, or whatever you and your em- be passed out to all at =
ap—

ployees devise. Usually only about
20 percent of the employees on a staff tendees at Iea§t one da
before a meeting. Make

will take partin suggesting things bu sure all meetings are suc-
you'll have more input into the em:- cinct and swiftg‘lowin ‘
ployees’ feelings and ideas neverthe- _ _ g

less. [ Deal with things the first

time around. Paper work should be

thrown away, filed, sent to someone’
Read Faster else, oracted uponwhenitfirstcrosses

Step By Step your desk.

0 Communicate clearly and concisely.
[1 StepOne: Learnto pre-read. Logk y y

. Long-winded memos, reports and
atheadlines, table of contentsand = =< \von't be tolerated. All writ-

—

indi . . : tance measures are expected to be
indices. _ ten materials should be written in an d P

[] Step Two: Read phrasesinstead|of used.
words.

O StepThree:ConcentrateintenseLy Gl"OW Q‘I'V'OI']gel" in YOUP erhng QkIIIS

so you won't have to read bac
over important items. Writing often spells the downfall of  line before beginning and end with a
[l Step Four: Find software or a | manypeople’s highself-esteemandcon- summary.
book that contains reading drills. | fidence. Many people lack the confi-a Use active and colorful words to
Checkyourselffortimingandcom: | dence to improve their writing skills or ~ keep your audience interested. Buit,

prehension. feel that writing isn’t important. How-  know the precise meaning so you
[] Step Five: Skip and skim material | ever, writingis animportant contributor ~ don't cause confusion.

instead of “reading.” You don’t| | toYyoursuccess. A Write succinctly. Get to the point as

have to read everything; just the Start today to approach writing and  quickly as possible.

main points. other tasks with a “grow stronger” atti-a Check your punctuation. A missed
[ Step Six: Broaden your vocabu- tude. Consider these §uggestions: comma or period could ruin an oth-

lary. Try to learn five new words | 4 Rememberyourqudmnce. Ifyouuse erwise perfect document.

weekly. a Worq or abbreviation that.may bea Read your writing out loud. If you
[ Step Seven: Practice your read- unfamiliar to those who will read  hear anything that sounds unfamil-

r your writing, define or explain it. lar, check it out.

ing. The more you read the faste

you'll become: so read often. A Organize your writing. Make an out- o Keep all writing concise.




their rooms, taking the trash out, or doing homew®ohe
following are reasons why kids may procrastinate:
[0 Time-management skillgVhen kids don’t know how

FAMILY TIME

Keping Kids Focused

ou don’t have to be an adult to master the art
procrastination. Kids can be excellent at putting
things off until the last minute, whether it's cleaning

Cleaning Up Clutter Quickly

The room’s a mess, and you don't have the luxury of

unlimited time to clean it. So how do you clear the clutter
without it devouring your timePlere are several strategies

A

long it takes to do something and to plan in advance,

they’ll continue to end up with too much to doin too little
time. Until they recognize the cause-effect connecti

between their time use and their results, they’ll continue
to blame it on other things. Poor schoolwork is a prime

example of this. They may give the excuse that they

forgot to do it or that they didn’t understanc
the assignment.
Organization skillslf their belongings, school supplies

and room are disorganized, kids will probably handle
their other responsibilities in the same haphazard man- _ )
ner. Learning to organize things can help them learrd The clock methodBegin at the door of the room, or “12

to organize their time and activities as well.
Goal-setting skillswithout goals, kids have little moti-
vation to accomplish anything. When they set a goal

to cope with clutter:

The junk-chair methodndless piles strewn out all over the
room can be discouraging. To get motivated, centralize the
mess to one location — such as on a chair or bed —to clear the
rest of the room, and then begin sorting and putting away
items one at a time.

The destination methoather objects that belong in the
same room together by putting them in a basket or on a cart
or trolley. Re- 7
turnthemtotheir
original location,
and then come
back and begin
collecting items
that belong in
another room.
Stay focused on returning things to a room, and leave
cleaning and organizing them until later.

The camouflage methdg@eep a decorative containerin each
room for hiding junk in temporarily. Baskets, chests, crates,
toy boxes, or antique luggage are possible options. When
unexpected visitors arrive, stash things in your hidden
container until they leave.

o’clock.” Work your way around the room clockwise,
putting away the objects at one o’clock, two o’clock and so
on until you make it back to 12.

however, finishing tasks at home and at school becom
necessary to getting what they want. Kids must also lear
to outline the steps to take along the way, or they wop’
see how to reach their desired goal.

ResistanceWhen kids feel hurt and angry with their
parents, they may express their feelings by refusing tod
what they're told. This is their way of fighting back
when they feel no sense of control. Some kids can carr
this problem over to every authority figure in their lives,
resisting their teachers, coaches, or babysitters.

Lack of interestf kids take no interest in the projects or
tasks required, they won't want to do them. This may be
the case for those who say they didn’t do the homewor
because itwas boring or stupid. Kids must be challenge
and stimulated to learn and grow, but they also need
healthy sense of discipline to complete what needs tg 1
done even when it's not always fun.

S
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Cut Corners Off Your Time

Take advantage of laborsaving devices whenever pos-
sible. Get a dishwasher and a self-cleaning oven to save
kitchen time. Find easy-care materials for clothing and

carpets, and choose wrinkle-free fabrics to eliminate that
extra step of ironing when doing laundry.
The nexttime you want to start anew hobby, consider how
much time you'll actually have to devote to it. If you still
want to try it, drop at least one activity that you're
currently involved in first.
For one week, time how long it takes you to do various
household chores and errands. Not only does timing
yourself create built-in motivation to stay on task, but it
also gives you a realistic assessment of how much time it
takes you to get things done.




PERSONAL DEVELOPMENT

The Key to Problem
Solving: Do Something!

The nexttime atough problemh
you stumped, don't just sit there
procrastination is the worst enemy
the problem solvelConsider these
suggestions:
| Write outthe problem as simply as
you can. Study what you've writ
ten and write down some choices
you have inthe matter. Utilize the
power of visualization.

Putthe problem onthe back burner
for a while. Pick up something
you've wanted to read that has
nothing to do with your problem.
Reading material such as this will
sometimes help you find a ke
word or concept you can apply t
the business problem you have.
Brainstorm. Gather a group o
peers andtalk it over. This verbal-
ization helps you to clarify what
you're trying to do in your own
mind.

Sleep on it. Be certain to keep a
pen and paper beside your bed for
those middle of the night ideas.
Then, approach the problem re-
freshed first thing in the morning

S

of

Make Productive Use
of Your "Wait" Times

It really is amazing the amount of
“stuff” you can get done while waiting on

others. In the 10 to 15 minutes you walit

foryour childrenin the school parking lot
or at soccer practice, you can catch up ¢
personal correspondence or reading. Tal
along some note cards on which to writ
your thoughts and brainstorm ideas t
advance your organization. Or, simply
file your nails, clean out your wallet or
purse, or practice deep breathing or oth
relaxation exercises. Your time spen
waiting alone could become your mos
productive time.

Being Flexible Builds Morale

f your firm already has a flextime

plan, you're aware that it's a prop

gram that allows employees to select
their own working hours within certain
limits. Usually, there are some hours each
day — normally from 10:00 a.m. to 3:00
p.m. excepting lunch — at which all em-

commuting.
Flextime eliminates the morni

known as the break room but, in

machine and chat. With flextime, e

ng

“chat room.” This room is better

the

morning, it's often a chat room be-
cause many gather around the coffee

ach

ployees are expected to be present. But, employee arrives at different times

within those limits,
employees often ar-
rive early or late.
Then, theyleave as
soon as the full
day’s hours have
been put in.

If your orga-
nization doesn’t now have a flextime
program, here are points to ponder:

[0 Flextime builds in “Quiet Hours.” By
setting up definite hours when every-
oneis “in,”you create “builtin” Quiet
Hours —times when employees can
left alone for concentrated work — at
the beginning and end of each day.

Flextime eases the stress on commut-
ers. Employees can skip rush hour
traffic if they so choose. And, they
thereby avoid arriving at the office
tense and drained by the delays,
crowdedness and traffic jams of

and gets to wo

socializing.
[l Flextime im

tions or calling in sick.
He Finally,flextimeletsemployeescho

morning peak to work from 6:30 a
to 3:30 p.m. while night owls w
stagger out of bed in the morning

0

3 p.m.and 7 p.m.

rk

without any undue

proves morale.

Employees feel
they have some con-
trol over their work hours and can plan
their appointments, children’s school
conferences, and other matters with-
out having to go into long explana-

0se

to work at their peak working hours.
Morning people can use their early

.m.
ho
can

still make it to work by 10 a.m. and
stay onthe job until they peak between

Give Team Spirit a Good Boost

How much time have you and your peers in your organization wasted ar
points of little or no importance? The desire to be “right” and to win the argur
is a horrendously big time waster. Instead of
arguing, try to build on the things you and your
srPeers agree on for a productive experience without
dhe bog-downs that occur when arguments are
o repeated and amplified over and over again.
o Another item to remember: Refrain from
debating who's at fault for mistakes. “Who'’s
fault?” discussions quickly degrade into all-O%ig
ofights that can leave permanent employee rela-
¢ tions problems. Absolutely refuse to allow these discussions to get started |
; department meetings. Instead, get down to the business of the problem and

how best to solve it — it matters not who caused it but who can fix it.

TE1 {71 it

guing
ment

nyour
decide




LEADERSHIP

Spend Some Time Slowing Down | Enjoya Moment

_ to Yourself
very day, people frantically rush When you have a moment to steal
from place to place. What are

_ away and relax, there’s an unlimited
they in such a hurry about? Most

1 . number of things you can dblere
justaway of life —a stressful way of life. spend personal time:
Instead of this hurried lifestyle, de- :
. : . [l Take a walk and enjoy nature.
termine to be different. Take your time
and spend little moments slowing down. Clean outa closet.
Try these methods: Write a letter.

[1 Instead of picking up the phone onthe Learnanew hobby. Take a class|in

firstring, letit ring a couple of times something new like karate or cake
before answering it. At home, let the decorating.

answgring machine tgke your calls[] Go to a sports event.
when it's more convenient. L

Drive leisurely. Enjoy your trips to Play a musical instrument, or learn
and fromwork. Drive the speed limit, hOYV gl o,

take a new route to the office, or(J Write a poem or song.

Wait a few seconds before diving intg
your meals. Look at what you're eat
ing. Chew slowly and enjoy the smells;,
texture and flavor of the food.

When leaving to go somewhere, tak

notice new things onyour usual route.
Take your time getting out of your
vehicle. Finish listening to a song or

your time gathering what you need t¢
take with you. Double check that you
have all your belongings, take a dee

news report on the radio.
Relax when you first arrive home  to your vehicle.

after work. Give yourself time to  Thekeyistoalways seek small, simpl
unwind. Talk to your family, take a ways to slow down and enjoy life more
shower, read the newspaper, or plafgncourage your friends and family mem

breath and walk at a comfortable pac

Arrange a photo album.

Read.

Experiment with a new recipe.
Go to a play or movie.

Catch up with an old friend.
Take yourself out to lunch.
Spend time with your family.

with the family pet. bers to do the same!

Motivate Your Mind with Music

Medical experts have long accepted music as an alternative medicine. It a
pulse, blood pressure and the electrical activity of muscles. Music can also cont
to good mental health.

The following are types of music that can help you get into the right
frame of mind for various moods and
tasks:

A Energetic. If you need a lift, pick musi
with a fast beat, and turn it up loud.

A Inspired. For inspiration, select musi
that has an infectious uptempo beat a
swinging and soaring arcs.

A Creative. To push your mindto create, choose music rich inimagery that plays
your expectations and takes surprising turns.

A Focused. Complex music, like many classical pieces, boosts your abstract re
ing, language and logical functions. It's important to listen to complex mt
before the task that you want to concentrate on.

The Scientific Scoop
.octs 011 Chicken Soup

ibuteChicken soup has been a reme]
for colds that dates all the way back
the 12th century. But why does sij
ping chicken soup actually make yq
feel better when you've got a cold (
the flu?

Here are scientific reasons:

* Fluids are lost via runny nose
fever sweats and diarrhea. Drin
ing soup and other fluids helps 1

_keep the body hydrated.

W-'thSteam from the soup moistens d
airways, relieving sore throats.

a30M50up is nutritious and easy @

SIC the stomach. A better nourishe
body is better able to fight of
infection.

dy
to

O

A Relaxed. To relax, find slower music that provides warmth and imagery.




COMMUNICATION

Focusing on Skills that Promote Career Growth

00 many people work hard at their jobs — and not haftie real skill is in knowing how to access the latest information
enough at their careers. That's a problem because jgbgkly, assess its usefulness logically and act upon it promptly.

come and go, but careers control your future. People are racing down the information highway. If you're

People looking to move up in their careers must be caret up to speed or commandeering the right vehicle, you're
stantly reinventing themselves, determining what skills thékely to get run over. In this data age, facts drive the world.
possess, acquiring new skills they need, and broadening thei , .
career goals, Be K/Ianagmg Resources Wisely

Human resource professionals agree that executives : nggftgg rff't So{joﬁg;[/l;nfé ?[gne(?;, Zﬂggg’ (sslglcl)sd (F))rap:r:iv;gtril:)’n
sider the following skills and attitudes among the mostimp o énds on’gllear thinkin gons?stent décision-m%kin and
tant in promoting career growth: de(F:)isive action g 9

[ Communicating Your Ideas and Intentions Orally Mismanage your time, and you lose business today and

Most executives consider this the most valued skill. Yoopportunities tomorrow. Mismanage your data (the total body
speaking ability either gen- of information doubles every
erates confidence ordoub sevenyears), and you become
aboutyourwork. Others g2 uninformed and obsolete.
only “see” what you're Mismanage your employ-
able to communicate to ees, and you risk being in-
them. In addition to re- efficientand ineffective, if
laying needed informa- not losing your top per-
tion, speaking skills are formers to better run com-
crucial because panies.
they prevent your work
and its value from going
unnoticed.

Managing your resources
iS managing your career.

What you say is who you are. [l Putting a Premium on People

While money and machines may move industry, it's people
who handle the money and machines that move industry.

If speaking is the most prized skill, writing runs a clos@/hether you're selling lemonade on the street corner or
second. Clear, concise and well-written documents have higeeling and dealing on Madison Avenue, you'll find that
impact and staying power. While listeners are bombarded whilisiness is a contact sport.

phone calls and face-to-face interruptions, written mes.sages,or}l<nowing how to meet, relate to, develop, motivate and

the other hand, can be read, reviewed, verified and cont%%- ower those you work with will determine where you fitin
plated for later use. P y y

onthe organizational food chain. Business may be getting bigger

Good writing means not only good content, but also @amd more technical, but it will always remain personal.
appropriate style. The employee who can think clearly and
logically and communicate that in written form is in higttaa
demand.

[1 Communicating Your Ideas and Intentions in Writing

Organizations have decided thatthey’re no longer paying for
ce time; they're paying for results. As long as you have the

prerequisite skills, attitudes and traits, you can turn a wayward
] Knowing How to Access and Analyze Information angbb into a successful career.

Resources By Dianna Booher, author, speaker, and CEO of Booher Consultants,

aDallas-based communications training firm. Her programs include
communication and life balance/productivity. She has published more
than 40 books, including Communicate with Confidence®, Speak with
Confidence®, and Your Signature Work®. Call (817) 868-1200 or visit
www.booher.com

Keeping informed on facts and trends in your business |8
critical to career advancement. Today, the questionisn’t, “D
you know X?” but, “Do you know how to find out about X?”
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TIMESAVERS

Relax Your Mind to
Refocus Thinking

After a stressful morning with
your phone ringing off the hook and
numerous unexpected problems
deal with, you've finally gotten back

to the point where you can concen-

trate on your goals for today. But,

your mind seems to be in such a state

of upheaval, that you still cannat
concentrate.

When you feel this way, quiet
your mind with these tips:

A Make things as quiet as you can.

—

Shut your door, close your eye
and focus on your breathing.

Ease your mind away from
outside noises or bodily sensa
tions, concentrating only on your
breathing.

Count your breaths if you have
trouble keeping your mind fo-
cused on your breathing. But,
avoid the tendency to concen
trate on the counting. Let your
thoughts and mind remain on you
breathing.

A When you find yourself in a very,
quiet state of awareness in which
you're noteven aware of the move
ment of your breath, you've
achieved a quiet state of mind.

[72)

-

to

Resolve to Phone More Efficiently

asted telephone time is often Do you save calls for scheduled times?

hard to reduce because youEffective time managers schedule specific

telephone is such a greattiméimes to return calls. Before your call,
saver. But, sinceit'sanewyear, it mightvrite down all the items you need
be wise to take a closer look at youto discuss soyou can cover everything with
phone usageConsider these points: one call. Work effectively during

Do you take the time to justify the rest of your day without making any
every phone callthstead phone calls.
of reaching for your Do you have a policy regarding
phone without thinking, being placed on holdYou can
pause just long enough either avoid it and call back
to verify that a tele- later, or keep paperwork near
phone call is your best your phone so you can accom-
move. Avoid callingfor plish something while on hold.
things that need to have Otherwise, you're losing all the
confirming paperwork minutes that tick by while you're
anyway, complexitems that just holding for your desired party.
require a lot of thought before you Do you practice “quick endings”?
can expect a confident reply, or imporQuick endings are statements made that
tant items that have to progresgncourage others to want to finish the
through several levels of approval beeonversation and move onward. After you
fore instigation. accomplish the mission of your phone call,
Do you separate business calls frorfead the conversation to a finishing point

personal callsBusiness calls are keptwith some of these statements:
strictly on track. It shouldn’t take more “You probably have a million things
than 30 seconds to set up a conversationto do so I'll let you get back to your
appointment for later. Avoid chit-chat- work now.”
ting with prospects and clients as this “Well, I think we’ve accomplished our
wastes time for both of you. Make per- goal, | need to prepare for a meeting
sonal calls at home, during lunch, or | must attend at (specific time).”
after hours.




