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DISCUSS: Do you 

think time 

management is 

more difficult now 

than ever before?



WHAT DO I KNOW 
ABOUT BEING BUSY?



“Hear me 
now but 
believe me 
later!”





WE HAVE DEEP 
PROBLEMS



“One reason we never tame the 
busyness beast is because we 
are unwilling to kill anything. 
We rearrange our schedule and 
tighten up our breaks, but 
nothing improves because we 
have not pruned anything. We 
have not established what we 
won’t do any longer.”



“We are busy because we try 
to do too many things. We do 
too many things because we 
say yes to too many people. 
We say yes because we want 
these people to like us and pat 
our back; we fear their 
disapproval.”



Am I trying to do good, 
or trying to make 

myself look good?



Make Wise Choices



Choose a New 
Perspective or View



Use Time Scraps



Manage Time Killers



Keep Two Lists





RESOURCES



Suggestions to Consider

• Planning and Process
• Touch it Once
• Office Logistics and Respect
• Schedule Yourself
• Reduce Interruptions
• Delegate well
• Work at work / Home at Home
• Not Important But Due Soon



I have seen the 
enemy of time 
management 
and it is me!




