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Introduction

Tme is the only resource that people can’t borrow, buy, or barter. And
time refuses to follow one of the main tenets of the law of supply and
demand: the idea that when the demand goes up to a high level, the supply
will increase to meet the demand. People may use different amounts of time
to accomplish results, but everyone is endowed with the same amount of
time each day: 86,400 seconds.

Your ability to manage that time is really one of the top two causes of suc-
cess or failure in your life. Investing greater amounts of time into a need, goal,
objective, or even weakness can tip the balance of success in your favor. At
numerous crossroads in life, [ had to be willing to apply more time than my
competitors to achieve a competitive advantage over them in the market-
place. I certainly didn’t take for granted that my mental power was far supe-
rior to that of my competitors. Rather, my willingness to invest more time in
certain tasks or use my time more effectively equalized the playing field.

Of course, if you invest too much time at work, you can be a success at the
office but a failure at home. A true champion always has his or her pulse
on home life and invests the right amount to keep vital relationships in life
growing and thriving. The good news is that this book has both arenas cov-
ered. Congratulations on investing in yourself, your success, and your life!

About This Book

Successful Time Management For Dummies is about using your time more
effectively to create greater results at the office and at home. Note that in the
spirit of saving you time, this is a reference book. In other words, you don’t
have to read it from cover to cover. Just look up what you need and put
those ideas in action.

Personally, I think you should read every word of this book. I wrote it, after
all! However, if you're the bare-bones-info type, you can skip the sidebars
that appear throughout the book. Those gray boxes contain interesting,
often anecdotal information that’s related to the topic but not essential to
understanding it.
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This book
1 Helps you with your organizational habits, discipline, systemization,
goals, values, management style, persuasion, and even travel.

v Offers real techniques, strategies, and tools that I've personally used,
taught, coached, and spoke about. I've seen them bring forth a bounty of
results in my life as well as in the lives of countless others.

v Helps you mentally wrap your brain around the problems of time
management.

v Explains how to establish a solid system that you can replicate over
time.

v Introduces you to prioritization systems, time-categorization systems,
time-blocking strategies, and appointment-setting strategies.

v Helps you grab back control and distill time management down to its
essence.

1 Sets you up for success and then helps you establish and align your
goals with your time.

v Delves into prioritization strategies and tools.

v Takes you deep into the most important characteristics of a great time
manager.

v Tells you how to time-block your way to greater success.

v Contains the tips for you to take your business and career to the highest
level, no matter your job title.

lcons Used in This Book

A\

To help you navigate this book a bit better, you can rely on the icons in the
book’s margins. The icons act as little signposts pointing out the important info.

This bull’s-eye icon points out little-advertised nuggets of knowledge that are
certain to give you an edge in increasing your time-management skills.

This icon denotes critical information that you really need to take away with
you. Remember these points, if nothing else. They address the issues that
you come across repeatedly with time management.
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¥ Consider this the flashing red light on the road to making a sale. When you
see the Warning icon, you know to steer clear of whatever practice, behavior,
or response | indicate.

These icons tell you that I've cracked open the archives of my life experi-
ences or my successful clients’ life experiences to help illustrate a point.

Foolish Assumptions

When I wrote the book, I assumed a few things about you, dear reader:

» You want to use your time better. You expect to gain more time with
your loved ones, you want to ramp up your success at work, or you're
looking for a little of both.

»* You know that effective time management isn’t a one-stop fix; it’s a com-
prehensive effort that requires looking at all time-draining culprits. You're
willing to invest the effort needed to develop your time-management skills
(or create them if they don’t currently exist!).

v You're willing to be patient with yourself throughout the difficult process
of self-betterment, knowing that in the end, all your efforts will pay off.

Beyond the Book

There is much more information available from your author, and from the
Dummies brand, for your learning pleasure. Check out these resources to
learn more about the art of successful time management:

Find the Dummies Cheat Sheet for this book at www.dummies.com/
cheatsheet/successfultimemanagement. The cheat sheet gives you a
quick reference to help you manage your time and stay on track.

Extra online content can be found at http://www.dummies.com/extras/
successfultimemanagement. Here, you can find short articles on ways to
trim down wasted time. From how to plan a trip to getting your yard work
done, you'll find these articles helpful.


http://www.dummies.com/cheatsheet/successfultimemanagement
http://www.dummies.com/cheatsheet/successfultimemanagement
http://www.dummies.com/extras/successfultimemanagement
http://www.dummies.com/extras/successfultimemanagement
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Where to Go From Here

In this book, I use the classic For Dummies fashion: You have easy access to
the precise information you need when you need it. You can start at Page 1
and read through, or you can hop around, targeting the areas you need the
most help with first. Keep this book close by to help you wring the most you
can out of life in the scant 24 hours you have each day.

Part I is a good place to start because it helps you deal with the mental barri-
ers to time management that can seem to form an unscalable wall. After that,
you may want to pick topics that cause you the most challenge or frustration.
For instance, you can check out Chapter 16 for ways to beat procrastination
or see Chapter 18 so you can get a handle on upcoming meetings. On the
other hand, if you feel you have your time strategy pretty much under control
but are looking for a tune-up, you may go right to Part V first. There, [ address
how to take time management to the highest level through customized plans
for your job or job title.

The truth is that no matter where you take your first plunge, the water’s fine.
You can find plenty of valuable information that you can use to increase your
performance without increasing your hours at work.
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In this part . . .

Learn how to remove key barriers from your life to encourage
greater productivity. Assess where you stand in terms of time
management.

Create an organizational planning and implementation process,
and discover the importance of setting up a system.

Discover how the habits of tidiness and orderliness can save
you hundreds of lost hours annually [md] imagine life without
always looking for lost stuff!

Understand that time is money; learn how you can calculate
the value of your time.




Chapter 1

The Essence of Good Time
Management: Organizing Yourself

In This Chapter
Understanding advance planning
Realizing 1,000 percent return
Assembling everything you need
Learning the three keys to personal organization

Stepping back to evaluate

Tme management boils down to a mindset of focusing on your priorities,
goals, and objectives for a specific time period — a week, a day, or even
an hour. It’s the awareness that you are the one who lays claim to your suc-
cess with the allotment of time you have for today.

Time management is a set of skills that are learned over time. The skills
taught in this book — for example, of time blocking, single handling, control-
ling interruptions, and others — don’t provide you with overnight success,
nor can you implement or perfect them quickly. They require patience to

fail, adjust, proceed, and then repeat the process many times. But by sticking
with it, you can accomplish what needs to be done without too much stress
and panic, and maybe have a little extra time left over.

This book is about taking control of the time you have in each day. Effective
time management requires a little introspection, some good habits and orga-
nizational skills, and a handful of logistical and tactical tools. So take some
time and get ready to learn how to manage it successfully.
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Part I: Beginning the Revolution: Simple Steps to Start With

Planning in Advance

The planning process for a project, your workday, or even a vacation is more
vexing than the execution. Many people invest countless hours planning that
perfect vacation to Hawaii. They research the different island options, review
recreation activities, lodging, air travel, dining options, the list is endless. But
few people plan their day or week with such zeal.

You have to fall in love with advance planning. You are likely faced each day
with tasks you would rather not do, but frequently they seem to be high pri-
orities. For example, most salespeople don’t wake up each morning saying,
“How exciting today; I get to call people I don’t know and ask for their busi-
ness!” Most moms don’t get up and say in an excited tone, “I get to remind
my seventh-grade son ten times to make sure he packs his homework before
he goes to school!”

This is where advance planning brings big dividends to your life. Before
your day begins — maybe the night before — plan to do the toughest but
most important things first. Usually tough tasks become more challenging
to complete throughout the day as more projects, deadlines, and emergency
items crop up. So a good rule is to clear out the tough tasks first.

The sheer act of planning is the key to unlock your creativity, problem
solving, mental strength, and clarity. It also increases your mental and
physical energy because you see the pathway to a productive day.

The better you use planning strategies and techniques, the more you can
avoid procrastinating away what you don’t want to do. At its base level,
planning is simply creating a list. You increase your productivity by more
than 25 percent by simply writing down what you need to accomplish. The
advantages of creating a list are as follows.

Achieving peace of mind

Create your life as you wind down for the day so that you're ready to take
on tomorrow. You likely are able to rest and relax more, knowing that your
following day is planned. You sleep better when you don’t have unresolved
issues weighing heavy on your mind. You won’t get that middle-of-the-night
wake-up call of “Did I get that done?” You can achieve a deeper slumber by
knowing you have your time and tasks under control.
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Activating your subconscious mind

You also trigger your subconscious mind while you sleep. Because you have
created your list, your subconscious works on that list while you rest. Your
subconscious mind turns the challenges and problems over and over like a
rotisserie, and eventually it comes up with strategies and solutions. Have you
ever gone to bed with a problem or challenge only to wake up with a couple
of new ideas on how to solve them? Your subconscious mind created those
ideas while you slept. Always give your subconscious something to do at
night by . . . handing it a list.

The 1,000 percent return

There is always a large payoff for planning. Many studies have indicated that
for every minute of planning you save ten minutes in execution. That is a
1,000 percent return on your time with proper planning. Those numbers
don’t really illustrate a return of 1,000 percent; a monetary example can put
the proper scope on it.

If you have $10,000 and you got a 1,000 percent return in one year, at the end
of the year you would have $100,000. If you receive a 1,000 percent return
the next year, you would have $1,000,000. The initial investment went from
$10,000 to $1,000,000 in less than two years. That’s the type of return you can
receive each day from planning properly.

Frequently the response I hear is, “I am too busy to plan.” | have even tried to
use that excuse myself. The truth is that even if you planned out everything
in excruciating detail by forcing yourself to do it, you most likely would not
invest more than a few minutes a day in the whole planning process. Strange
as it may sound, sometimes you may need to slow down in order to speed up.
Planning is the only pathway to greater productivity and quality of life.

The wasted time and mistakes you make are most likely related to a lack of
planning. The most epic failures have commonality in lack of planning. My
single most disastrous business failure came from lack of planning. [ rushed
into a decision without giving it the thought, planning, research, and care it
deserved. It cost me a year of my life and hundreds of thousands of dollars in
income. It was an expensive lesson on planning in time and treasure.

Assemble all that is needed

After you have planned out your day, a project, or even dinner, you then
need to gather your materials to start and complete the project. I frequently
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cook with my kids, both Annabelle and Wesley. They get so excited that
when we decide which recipe to make together they are instantly ready to
crack the eggs and start mixing. [ have to slow them down to read the recipe,
gather all the ingredients, the measuring cups, pans to bake in, bowls, hand
mixer, and so on. [ want all of the tools on the counter in an organized fash-
ion for a couple of reasons.

The kids and [ might find a trip to the store is necessary for a missing ingredi-
ent before we start. That certainly will add time to the project. We could find
something else to cook where we have all the ingredients, saving us a trip.
We save time by not wandering around the kitchen from pantry to refrigera-
tor to food preparation area. It saves time in cleanup because the mess is
concentrated in one area rather than all over the kitchen. By assembling all
that is needed, you save considerable time.

Before you start on anything, ask yourself these key questions:

» What data or information would make completing this quicker?

v Is there some information I don’t have that would save me time for this
project?

v Do I really have everything I need?

The cycle of planning, to gathering, to implementation is the cycle of suc-
cess and efficiency. If you have to backtrack to gather resources after you've
begun implementation, or go back to planning because your execution is
stalled, and the waste of your time in the backtracking is a significant loss.

Handle everything — just once

In today’s technology world, you deal with less paper because of electronic
documents; even with electronic documents you tend to handle and review
them multiple times before acting on them. This review is as if you had paper
stacked on your desk; it’s just now in your computer and email inbox. The
shuffling and reshuffling just happens inside your computer, so it seems far
more efficient. The truth is you can just store more stuff easily so your pro-
ductivity can really plummet.

If you're like me, at times you tend to hoard stuff. Because you can store so
much in electronic files you tend to keep rather than purge. You can be more
efficient with your time if you throw away documents, files, and paper that
you don’t need. Anything that is not relevant to your life, family, business, or
goals, throw it out. Ask yourself, “Is there a negative consequence to throw-
ing this out now?” If the answer is no, throw it out now.
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If you need this information in the future, is there another place you could
easily access it? The truth in our society is, information is becoming a com-
modity. Information is readily available, so keeping it because you might
need it in the future only overloads you with files, documents, and stuff.

Grabbing the Three Keys to
Personal Organization

Your personal organization is one of the largest influences of your success
and happiness in your life. Your personal organization skills and systems
help you feel more fulfilled, productive, and achieve a mental state of well-
being overall. There are three keys that you want to apply frequently to
improve your personal organization. Take a look at the next three sections to
key in on these skills.

Stepping back to evaluate

Evaluating your key work areas can reveal a lot about the person work-
ing there. By stepping back from your desk or work area, you can ask the
questions, “What type of person works at this desk? Are they organized or
unorganized? Does it appear they have an effective system in getting work
done? What changes should they make in their organization? Would I trust
this person with an important task based on this work environment? What
are the reasons [ would or wouldn’t?”

You need to have an honest evaluation with yourself, as if you hired a third
party or neutral authority to review your work space. What do you see, and
what would they see? Then repeat that process for your home office. Does
it have the look from an outsider’s as a productive environment? What does
your briefcase, computer files, car, purse, closet, house, yard, garage look
like? Who is the person who would live this manner? Would you entrust this
person with an important task to be completed?

Developing neatness habits

For some of us, including myself, this one is really tough. I admit of all the
concepts, systems, and strategies this one is my Achilles’ heel. I am better
at this by following some of my own counsel, but I am clearly a work in prog-
ress. There is no question we can save time and increase productivity by
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organizing or even cleaning up our workspace. We all need a sense of order
and organization to feel calm, relaxed, and in control of our surroundings.
Your actual work environment can create a feeling of pleasure and satisfac-
tion or stress and frustration. By instituting order and neatness, you can
increase your productivity.

When you create this ordered environment, your self-esteem increases.
You’'re more self-confident in a successful outcome. That self-confidence
emotion creates a willingness to be creative, innovate, try new things, and
take risks. You feel more in control with more power.

All this neatness removes the roadblocks of frustration and generates more
energy. The higher energy level taps into your resources and determination
to accomplish the task at hand faster and more efficiently. Establishing neat-
ness habits has far-reaching benefits, reducing your time while increasing
your wellbeing and the results you achieve.

Refuse to excuse

“Refuse to excuse” should be a life mantra and not applied only to time man-
agement. Too many people let themselves off the hook with excuses of why
tasks and chores didn’t get done or why these folks didn’t accomplish their
mission. People who are messy frequently make excuses to justify or cover
up a mess. “That’s just the way [ am,” or “I know where everything is,” or “I
work better this way.”

When you review the time spent, messy people are deluding themselves into
thinking they know where everything is located. Frequently a large part of
their day is spent trying to find or remember where they put things, instead
of being productive at the office or home.

Refuse to excuse a messy desk or work environment for this week. If you
have to clear your desk to be able to start on a project, just do it. Take the
one task or tool you need to work on, and clear the rest off your desk. If you
have to put everything else in drawers, cabinets, closets, waste baskets,

or even on the floor, do it. Test this on yourself. Unclutter your space. No
excuses for a few days, and see how productive you become.



