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Staying Focused
Amidst Interruptions Prevent Time Loss with PreventionPrevent Time Loss with Prevention

TTInterruptions present themselves
in many shapes and forms – day-
dreams, visitors, phone calls, and
unexpected projects or tasks are
just a few. When you’re inter-
rupted, you most likely automati-
cally turn away from the task you’re
working on for at least a few min-
utes. How does this impact you?

Interruptions – whether they
monopolize a long or short period
of time – slow down your pre-
planned schedule or the schedules
of the people who are waiting on
your completion of the task.

To prevent the domino ef-
fect of interruptions:
◆ Realize that it’s okay to make

the interruption wait for a
minute while you finish your
thought on the current project
or while you write notes on
where you were or what you
were doing.

◆ Expect and plan for slight de-
lays or interruptions in your
projects.

◆ Focus on your highest priorities
and weigh new projects accord-
ing to your existing priorities.

◆ Clear your desk of all other
materials except those that are
necessary for your current
project.

he old adage “an ounce of prevention
is worth a pound of cure” is espe-
cially true when the ounce of preven-

tion consists of attitudes and habits that
prevent time loss. Investing your time wisely
brings profits and achievements which en-
able you to enjoy the important things in
life, such as more time with your family and
greater personal satisfaction.

Most scholars would agree that it takes
less time to prevent time wasters than it does
to extricate yourself from the crisis situa-
tions they inevitably produce. To prevent
time loss in your life:
●● Organize your desk or office so that you

can work efficiently and productively. A
clean work area provides less distraction
and gives you room to spread out your
work comfortably.

●● Accept your right to say “No.” Over-
commitment is one of the most common
time thieves. When you have a clear
sense of how you want to invest your
time, you can more easily refuse tasks
that are unprofitable for you. Carefully
weigh new tasks according to your goals
and priorities. Then, determine whether
you can add more tasks or not.

●● Put things back where they came from.
Leaving items wherever you happen to
be when you finish using them is a false
time saver. Putting things back where
they belong takes only a moment, but
saves you valuable time later.

●● Listen wisely. Focus not only on the

words, but also on people’s tone of
voice, facial expressions, and body lan-
guage. Learn to concentrate, ask perti-
nent questions, and think about what
you hear and observe.

●● Write things down. While the brain is a
powerful creative tool for thinking and
planning, you don’t want to overload it.
Filling your thoughts with all sorts of
information such as appointments, tele-
phone calls, and miscellaneous errands
siphons off the power of concentration
that could be directed to important
decisions or work. Use your planner to
record future appointments or tasks.

●● Play a time limit game. Assign a time
limit for a specific job and set a timer or
alarm to sound when the time is up. The
object of the game is to finish your task
before the alarm sounds. If, when the
timer sounds, the job is completed,
reward yourself.
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Improve Your Memory to Save Time
What did you do yesterday? What was

the name of the last person you called
from work yesterday? How many tasks
did you complete and what were they? If
these questions are met with a perplexed
look and a blank mind, you may need a
memory boost. Memory is a difficult
thing to improve, but it can be done.

Consider improving your memory
with these tips:
● Make the item you’re committing to

memory into a rhyme, acronym, or
any other memory-jogging formation.
Do you remember the old memory-
jogger, “‘I’ before ‘e’ except after
‘c’”? You can make similar ones for
your business matters.

● Spend time thinking about the mate-
rial. Some names like Black, Green,
White, and others conjure up memo-
ries of similar items in your mind, like
crayons. Use these connections to help
you remember them.

● Organize your life. Place hooks on
your walls for umbrellas, keys, and
hats. Set things in the same place every
day and use colored filing systems so
you can find things quickly by color.

● Use a pen. Write down whatever you
must remember. School teachers be-
lieve that once you’ve heard, written

down, and looked back over some-
thing, it usually goes into your perma-
nent memory bank.

● Realize that outside factors could be
influencing your memory capacity.
Alcohol, cigarettes, some medications,
and high stress can cause your memory
capacity to falter.

● Visualize what you must remember. A
mental picture of something will often
stay with you longer than mere words
or numbers.

● Do things differently. Routines often
take over for your mind. Many people
forget whether they’ve completed such
simple tasks as locking the door. Tip:
Doing routine tasks differently makes
them memorable. Use your non-domi-
nant hand to do things or complete
tasks in unusual ways to help you
recall their completion.

Support Your Ideas
With Explanations
How you view others affects your

time management more than you may
think. Time is often wasted by attrib-
uting attitudes to other people that may
or may not exist. Many people defeat
creative ideas before mentioning them
to others because they believe others
wouldn’t go for such an idea. This
foregone conclusion could be com-
pletely wrong.

When you have a good idea, take
the time to explain it to others and
attempt to win their agreement and
cooperation before you disregard the
idea. The time spent in presenting a
new idea and gaining its acceptance is
time well spent. It’s truly productive
time with a high payoff in the end.
Saving the time that it takes to sell
ideas to others is a false saving; it
multiplies over and over the loss of
productivity that could have resulted
from selling an idea with merit.

Strive for High-Quality Output
Are you valued by your organization? You will be highly valued

if you utilize your time most effectively every minute, hour, day,
month, and year. Productive people are valuable people.

To become highly valued, you simply must provide more than
the current standard calls for. In other words, you should strive to
provide high-quality work combined with high output. To accom-
plish this goal of producing premium and productive work,
gain ground in these four areas:
◆ Spend the majority of your time accomplishing goals and tasks that

your organization deems highly important.
◆ Utilize all opportunities to hone and refine your job skills.
◆ Discard hindering habits. Apply all of your effort each day to high-priority

matters.
◆ Gather new knowledge and skills. Continuing education courses and self-help

books in your field could grant you the advantage you need.

How to Accomplish
More, More Quickly

▲ Understand your assignment. If the
instructions are written, read them
carefully. If your instructions are
verbal, repeat the assignment’s main
points in your own words to make
sure you understand.

▲ Know what’s desired. You need to
know the expected results, the dead-
line for finishing, resources avail-
able to help you, and the reporting
method desired. For long projects,
schedule periodic meetings to re-
view progress and share ideas..

▲ Make your plan. Remember to
allow for special circumstances,
events, or changes. Be flexible in
your scheduling.

▲ Maintain good notes. Your notes
can keep you on task and serve as
written documentation of when
things are completed.
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Take Time to Release
Your Frustrations
Crisis situations, conflicts, and dead-

lines can make you feel like you’re on
an emotional roller coaster. To mini-
mize your mental and emotional
reactions to stress, practice “let-
ting go” with physical activity:
◆ Spend your lunch hour at the gym.

Swim, play racquetball, jog, or take
a brisk walk.

◆ Squeeze the phone tightly after each
call you make to release the muscle
tension in your hand.

◆ Grasp the bottom of your chair as
you sit. Use both hands and keep
your feet on the floor and your
arms and back straight. Using your
arms, lift your body up slowly,
staying seated, and feel the release
of tension in your back and arms.

◆ Stand up two to three feet behind
your desk and put your hands on it.
Place your feet three feet apart.
With your back and arms straight,
do a slow push-up.

Reach Your Goals with
the Power of Affirmation

Setting a goal is simple but achiev-
ing it is another thing. One way you
shore up your confidence and keep
your desire and interest high is to
create personal affirmations. Another
word for affirmations is “self-talk.”
They are positive statements that cre-
ate positive expectancy. Here are a
few ideas on possible affirmations:
● If it’s to be, it’s up to me!
● I won’t be denied!
● Use time or lose time!
● I do what I say!
● I’m focused and I’m organized!

Affirmatons like these can be used
to displace old thinking, attitudes, hab-
its, fears, and doubts. Create your own
affirmations and repeat them often.

Structure Your Time for Success
ncient wisdom says, “If you do what you’ve always
done, you’ll get what you’ve always gotten.” This
means that if you want to improve your life in any

way, you must change your behavior. It also suggests that
you can take control of your life and, by changing your
behavior, direct yourself toward the goals and objectives
that are important to you.

Since every individual has an equal supply of time, it’s
how time is used that is the determining factor in increasing
productivity. Time can be an asset or a liability depending
on how it’s used. Most of the tasks that you perform can be
grouped into four general categories: planning and goal
setting, communicating, directing, and doing.
✔ Time for Planning and Goal Setting – At the beginning of each week, lay out

specific blocks of time on your calendar for planning and goal setting. Mark these
times on your planner and keep your appointments. Occasionally, emergencies
may use up this scheduled time. If this happens, reschedule your planning time for
later in the day. When planning and setting goals, be sure to include long-term and
short-term goals with action steps for their achievement.

✔ Time for Communicating – Once planning and goal setting are accomplished, goals
and plans must be communicated to others whose cooperation is needed. Remem-
ber that communication is a two-way exchange – both talking and listening.
Successful people realize that time spent listening pays double dividends. Listening
effectively gives you insight into the feelings, needs, and knowledge level of
others. Cut your “telling” time significantly by knowing exactly how to phrase your
message so that it will be accepted quickly.

✔ Time for Directing – Directing your own activity and the activity of others involves
choosing what to do, then planning and using all the available knowledge about
how to do it. The time you spend in directing activities becomes more manageable
when you first give adequate attention to planning and communicating. Tracking
results is a good way to check on the effectiveness of the goals and plans made for
the organization and on the efficiency achieved in carrying out those plans to reach
your goals.

✔ Time for Doing – Much of your time is spent performing the skills you were hired
to do. Finding quality time to focus on your high-payoff tasks and accomplishing
them is vital. It requires adequate planning, communication, direction, and
concentration. As you move up the corporate ladder, it’s important to set aside
high-payoff activities for yourself to do and to delegate some tasks to others. Often,
managers find themselves spending a larger amount of time managing and a
decreasing amount of time doing.

A

Do You Have Too Many Projects �Cooking�?Do You Have Too Many Projects �Cooking�?
Placing projects “on the back burner” is a common business occurrence. But,

placing projects on hold for too long can cause them to boil over and scald you.
Here is a plan to avoid putting off projects too long: • • Schedule a review
of projects on hold at least once every two weeks. • •Set tentative deadlines for doing
these projects. • • Break the project into smaller, workable pieces. • • Consider
delegating your “back-burner” projects to someone else who can work on them.
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Be Productive Every
Second Each Day
The pressure of squeezing every

ounce of productivity from every sec-
ond of time can add stress to you, both
physically and mentally. Consider
these small but significant ways of
taming time’s effect on your men-
tal and physical well-being:
▲ Eat a light lunch. Heavy, fat-laden

foods slow your physical body down
and tire your mind. Your produc-
tivity in the afternoon is extremely
limited when you eat a heavy lunch.

▲ Break for lunch. Working through
lunch every day may be admirable
in some instances, but it’s also un-
healthy. People tend to concentrate
better when they refresh themselves
with periodic breaks, especially
lunch. View lunch as the final pit
stop you take on the way to racing
for the checkered flag at the finish
line of your day.

▲ Listen to books on CD or tape while
driving. This can save you time and
offer you the mental break of listen-
ing to interesting subjects.

▲ Record your favorite television
shows and view them at a more
convenient time. This allows you
to complete work at your home
or the office and puts you in
control of your time instead of a
television network. You can also
shorten the amount of time involv-
ed by fast-forwarding through the
commercials.

▲ Choose gas stations where you can
pay for your gas at the pump. You
can save the time of having to go
inside and wait in line for an atten-
dant to assist you.

▲ Go to sleep and wake up at the same
time every day. Your body func-
tions best when it’s in a regular
rhythm. Determine those times of
the day that are best for you and do
your highest priority tasks then.

Manage Your TimeWisely

Anyone can attempt to manage time but those who are successful devote
themselves to learning and practicing time management techniques every day.
Once time habits are set, wisdom can be applied in future situations.

A successful time management system begins with a life mission. Write it out so
you’ll know why you’re where you are and what you long to do.

Next, write out your goals for each of the six areas of your life. Remember to
include one goal for each area:
● Family and Home
● Mental and Educational
● Spiritual and Ethical
● Social and Cultural
● Financial and Career
● Physical and Health

After you’ve determined your
life’s mission and goals for the future,
apply the following suggestions:
◆ Divide goals between those you need to reach and those you want to reach.
◆ Assign high priority to “need” goals and less priority to “want” goals.
◆ Create steps to help you reach your goals. Label these steps as 1) urgent and

important, 2) not urgent but important, 3) urgent but not important, and 4) not
urgent nor important.

◆ Realize that category 2 steps impact your life most positively.
◆ Schedule your tasks for each day, week, month and year.
◆ Include at least one activity each day that pushes you a little closer to reaching your

goals.
◆ Show and tell loved ones and friends that you love and value them daily.
◆ Avoid tasks and people that deter you from your goals.
◆ Live as if today is the last day of your life. Wouldn’t you live to the fullest if you

knew today were your last day?
◆ Learn from past mistakes and then forget about them.
◆ Always strive to improve yourself.
◆ Look to the future but remember to live in the present.
◆ Have fun! Life moves along better when you have a smile on your face.

Gaining Control of Your Time
Is your life out of control? Do you long to be in control of your time, your work,

your home and your personal life? For some people, these long-ings may be
stressful. But, it doesn’t have to be this way. Consider these small adjustments
you can make to gain control of your life: • Keep a list of your priorities with
you at all times. Refer to your list each time you must make a major decision.
• Focus on one major goal or task at a time. • Review your routines. Change routines
that aren’t effective. • Take care of surprise tasks, that are important, when they
occur. • Leave your past behind. Move on to new challenges and pursuits. • File
items correctly the first time. • Throw away items that aren’t of value to you now.
• Realize you won’t achieve all of your goals every day. Practice patience.
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PERSONAL DEVELOPMENT
When You�re at a
Loss for Words...
Whether you’re writing an impor-

tant contract, press release, memo, or
marketing flyer, sometimes the words
simply just won’t come to you. At
moments like this, writing anything at
all can be a chore. Writer’s often call
this “writer’s block.”

Fortunately, there are ways to break
out of these mind blocks and jump-
start your flow of ideas once again.
Here are several ways to over-
come a loss for words:
◆ Question what you’re writing. Ask

yourself six questions beginning
with these words: how, what, when
where, who, and why. For ex-
ample: What is the purpose of what
I am writing? Who will be reading
what I am writing? Why am I
writing this? After you answer
questions similar to these, arrange
your answers into an outline of the
words you will write.

◆ Have a brainstorming session. As
ideas come to you, write them
down on small pieces of paper and
put them in a stack. Once you have
enough “idea pieces” written, be-
gin to put them together into a
story as if it were a puzzle.

◆ Work backwards. Begin by writing
the end paragraph or conclusion.
Forming a great conclusion can
often inspire a great beginning.

◆ Jump-start your creativity. Take a
break from writing and read a
magazine or book on the subject
your writing. Reading about your
subject could jump-start your own
thinking and encourage your cre-
ativity.

◆ Determine the importance. If you’re
having trouble putting something
into words on paper, consider your
other alternatives. Would a simple
phone call be a better choice of
communication?

Do You Have Time for Another Task?
Time overload often begins with agree-

ing to add one more task to your schedule.
Then, it often snowballs when you add
one more and then just one more task to
your already growing workload. If
you’re out-of-control in your will-
ingness to take on new projects, these
tips may help:
● Have a visual picture of your workload

and job requirements. Analyze what
your priorities are and determine what
areas of your job are not productive or
time efficient. Consider delegating
these tasks or saying “No” the next
time a new task comes your way.

● Determine the priority of new tasks. Is
the new task a high, medium, or low-
priority project? Slip the new task into
its proper priority level and avoid the
tendency to “get right on it.”

● Check for any conflicts or possible
delays. If the task will keep you from

completing your current high-priority
tasks, decline the new task or explain
your workload and request that other
tasks be removed from your plate.

● Offer a reasonable suggestion. When
you’re handed a new project that
may interfere with your priorities,
suggest someone else on team who
could do the task. Be sure to recom-
mend someone who is knowledgable
on the subject and who is capable of
handling the project.

Save Time with Speed-Up Tactics
Saving time is simple. All you have to

do is cut the amount of time it takes to
complete a task by a second or two and
you will gain “extra” time in your day.

Consider these simple
“speed-up” tactics:
✔ Take a step or two more

per minute than nor-
mal until the new
speed becomes your
normal speed.

✔ Plan ahead. Set out
your clothes and make
your lunch or your kids’ lunches the
night before.

✔ Touch papers only once. If you must
respond, do it now. If you should file
it away, do that now. Or, if it’s a waste
of time, toss it now.

✔ Know your moods. When you’re feel-
ing creative, number-crunching may
not be the best task to tackle. Like-

wise, when you’re feeling analytical,
brainstorming ideas or creating a  new
marketing piece may not be the best
choice. Match your mood to the task

you tackle.
✔ Strive for excellence, not
perfection. The champion team
in any sport isn’t perfect, just
above average. Strive to do
things well, but avoid the ten-
dency to be “perfect.”

✔ Practice neatness. A neat of-
fice most often means you’re orga-

nized and efficient. When you finish a
task or stop using an item, put it away
before moving forward.

✔ Have a “do-it-now” attitude. There are
two choices to every item that crosses
your desk: you can take action on it or
delegate it to someone else. Make your
choice as soon as possible upon look-
ing at an item.
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Focus on Making YourFocus on Making Your
Dreams Come TrueDreams Come True

Keeping your dreams in view
will help prevent the details of ev-
eryday life from obscuring your
greater purpose. One effective way
for visualizing your goals is to rep-
resent them in pictures. Images not
only symbolize, but also imprint
themselves in your mind, furthering your desire and motiva-
tion. To keep your dreams in view:
◆◆ Collect pictures from books, magazines, and other sources

that portray each of your goals in life.
◆◆ Arrange these pictures on a piece of poster board and post

it on the wall in a place you see daily.
◆◆ Study your dream poster at least once a day and reflect on

each of the goals it symbolizes.

Reshape Your Attitudes
Toward Time Usage

Improving time use to increase
productivity requires reshaping
some of the attitudes that now
dictate how you use your
time. Review some of these
unproductive time patterns
and see how attitudes contribute
to them:
● Low-priority activities. Doing tasks that

don’t advance important goals inhibits productivity. Large
blocks of your time can be completely lost on unimportant
details and routine tasks that won’t really advance you to
your goals. Evaluate your tasks and focus your energy on
high-payoff tasks that help you achieve your goals.

● Lack of self-discipline. Lack of self-discipline causes some
people to find it difficult to stick to a task until it’s
completed. Unmotivated people allow distractions and inter-
ruptions to destroy their concentration. One who lacks self-
discipline tends to allow the current events to set priorities.

● Lack of persistence. Many people who are eager for new
jobs, responsibilities, and assignments start with a big
impact, making quick progress, but soon fade aware and
never finish the job. Avoid becoming harried by details or
buried under uncompleted work and disorganization. Focus
your attention on the most important tasks and prioritize
other tasks accordingly. Determine to reach your goals.

Be an Active LeaderBe an Active Leader
II n today’s business environment, the leader of an

organization must meld gentle authority with swift
decision-making, closeness to and understanding of

employees and customers, and confident kindness in deal-
ing with difficult people. The catalyst in the mixing of these
attributes is effective communication.

Leaders cannot afford to have conflicts, be misunder-
stood, be frustrated, become angered, or be inarticulate. A
successful leader must listen attentively and speak clearly,
congruently, honestly, compassionately, and with proper
timing.

To do this, consider implementing these ideas:
●● Pay attention to employees when they visit with you. Go

into a room with few distractions, face the employee,
keep your arms and legs uncrossed, lean slightly for-
ward, maintain eye contact, nod your head occasionally
and respond when necessary.

●● Respect your employees by listening to them. Choose a
soft tone of voice and avoid invading their personal
space.

●● Clarify what you mean. Misunderstandings cause bad
attitudes and disgruntled employees. Know when you’re
misunderstood and explain what you meant, without
being angry.

●● Deal with difficult people now. Separate the problem
from the person. Stay calm and explain what you think
needs to happen.

●● Praise people profusely. Everyone enjoys being praised
for a job well-done. But, being praised for something
that is done regularly and unfailingly astounds and
impresses people.

●● Deal with anger calmly. When you’re angered, close
your eyes, count to 10 and breathe deeply. Gather
yourself, then address the anger’s source.

●● Replace negative behavior with positive behavior. Make
requests instead of complaints, ask for what you need
instead of accusing someone of not completing their
tasks, and seek supporters of your vision instead of
sympathizers with your dilemma.
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By Dianna Booher, author, speaker, and CEO of Booher Consultants, a
Dallas-based communications training firm. Her programs include com-
munication and life balance/productivity. She has published more than 40
books, including Communicate with Confidence®, Speak with Confi-
dence®, and Your Signature Work®. Call (817) 868-1200 or visit

www.booher.com.

Matching Your Selling Steps to the Buyer�s Mindset
elling time is too short to waste butting your head against
the wall – trying to present options when the buyer has no
awareness of need. Instead, you’ll both be happier if you

can get in step. The following tips may help match your selling
activities to the buying cycle:

Listen for Leapfrog Opportunities.
During your discussion, listen for

comments from your buyers signal-
ing that they’re looking for ways to
grow their business or improve their
operations. Some individual buyers and
leading-edge organizations sit poised wait-
ing for the next opportunity to leapfrog over
their competition with the next big idea. They never think in
small incremental steps.

You’ll hear comments such as: • “We’re different around
here.” • “You’ve got an idea? I’ll get you to the right people.”
• “We need to talk. Let me get the right players in the room.”

Listen to such signals from your buyers so you understand
when they’re ready to make a huge investment in your offering
and leapfrog to the next level.

Listen for Plug-the-Drain Opportunities.
“Aren’t all buyers interested in improving and growing

themselves or their business?” Not on your life. Because sales
professionals are a self-motivated group, it’s hard to believe the
rest of the world can remain stagnant. Nevertheless, that’s often
the case. Some businesses are in mature stages and don’t intend
to invest further to grow market share or expand. Their goal is
to make their profit and loss statements look good and sell
quickly. Other businesses and other consumers have any num-
ber of reasons to maintain the status quo. Their focus is to plug
the drain on current problems.

Listen for phrases such as: • “Let’s get real.” • “One thing at
a time. Let’s get this approved first.” • “First things first.” •
“How much does it cost?” • “Where’s the break-even on the
investment?” • “What’s the guarantee?”

Take your cue and follow their lead. They can think of only
one leaking drain at a time. Focus on the first drain before you
try to get them to re-plumb the whole building.

Listen for Keep-Me-Informed Opportunities.
Listen for buyers who tell you they’re satisfied with the

current situation – but not convincingly. Change takes effort,
and buyers tend to take the path of least resistance. They may
say they’re “happy with our current supplier,” but they may
actually mean, “My boss likes them, but I don’t think they do
a good job. And when I have enough time to fight the political
battle, I’m going to do something about it.”

Listen for comments such: • “We always like to keep up-to-
date.” • “I wish I could make a change, but my hands are tied.
I may be in a better position to do something later.”

S Of course, these phrases sound like the typical “Don’t call
me, I’ll call you” put-offs from a buyer who just doesn’t know
how to be direct. It’ll be up to you to read between the lines with
other information you’ve collected on the account, in the

industry, and from competitor situations.

Avoid Presenting Solutions Too Quickly.
First, lead your buyers to clarify the

cost of problems or the value of growth
or improvements. Examples: “In what

way does this affect how your drivers
get the deliveries to your customers?”

“How does this slow down your invoicing
process?” “Would a product like this make your

life easier?”
Buyers need to feel the pain before they’re motivated to

invest the time, energy, and money necessary for improvement.

Make Sure Conversations Benefit the Buyer.
Picture yourself in your workplace all day long, being

approached by callers or visitors who have only one interest –
“What can you do for me today?” That’s the experience of many
of your own buyers. No wonder they resist taking “just one more
call” from someone they perceive to be selling them something.

So take a different approach from your competitors. Ap-
proach the buyer to give them something – an interesting new
angle on handling an industry problem, an intriguing insight
from an expert, new research, a new set of guidelines for
judging a process, a job aid or reference tool, or personal
concern and well wishes.

When you plan your calls and appointments, consider adding
to your sales objective: What can I leave with them of value?

Never Make Buyers Feel Interrogated.
Avoid run-on questions – multiples that buyers can’t answer

or that make them feel as though they’re being cross-examined.
With a sensitive question particularly, explain why you’re
asking it with a lead-in that lets them know the benefit of having
an answer.

Not: “Do you know what percentages of your files in this
department are never referred to again?”

But: “Most document managers report that 85 percent of
their documents are never referenced again once filed. If we
could identify those unnecessary files, that would represent a
huge savings of floor space. What’s your estimate on the
percentage of such files in this department?”

 The key point to remember is that phrasing makes a huge
difference in reception. Matching your selling approach to the
listener is vital.
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Determine Your Blueprint for Success

W ith the new year just days away,
it’s important that you begin
making plans to make the next

12 months successful for you. Here is a
blueprint for using your time effec-
tively in the new year:
❖ Take a look at the new year as a whole.

Plan your desired accomplishments
for each month. Then, plan the steps
you must take each week. Remember
to include the highest priority goal
you’d like to reach in the new year
along with action steps to achieve it.

❖ Devise the general plan to show where
you must commit your time in the new
year to reach your goals. Determine
ahead of time what weeks or days will
be your busiest and plan ahead to ease
your stress level.

❖ Plan activities for every day that will
help you move one step closer to your
desired goals. Place importance on
meeting your planned daily goals be-
cause your monthly and annual goals

will be achieved when you focus on
reaching your daily goals. Be sure to
keep the big picture in mind, but focus
on the “little steps” it takes to reach the
ultimate goal.

❖ Review your progress often. Set aside
time each month to review how you’re
progressing toward achieving your
long-term goals. Check to make sure
you’re staying on task and progressing
at the rate you anticipated. Correct any
problems you foresee and direct your
efforts around any obstacles.

How to Get a Quick ResponseHow to Get a Quick Response
If you need a quick response to an E-mail, keep your message

brief. Shorter messages often produce quicker replies. This may
be because a short message fits on the recipient’s screen more
easily and prevents scrolling back and forth on the screen.

Avoid Waiting in
Lines When Possible

Waiting in line is not only a bore,
it’s also a waste of time. To improve
your time management, it’s important
to schedule your time so that you won’t
have to wait in long lines. Here are
several suggestions:
▲ Spend more money to save time.

Pay a neighborhood teen to mow
your lawn or to pick up your dry
cleaning for you. Use a car repair
shop that will pick up and deliver
your vehicle.

▲ Use automated teller machines when
you need cash. These machines can
offer a time-efficient means of
avoiding lines at the bank. How-
ever, be aware of any special charges
you may incur.

▲ Pay bills online. Many banks and
other companies offer online bill-
paying. This helps you avoid the
time of preparing and mailing a bill
or standing in lines to pay them.

▲ Avoid peak hours. Grocery shop on
Monday, take your vacation in the
fall, or workout in the middle of the
afternoon if possible.

▲ Utilize room service for breakfast
when on the road. This will help
you avoid morning crowds.
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