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	Make sure your objectives are:

· Specific

· Measurable

· Achievable

· Realistic

· Time-based
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	Decide which of your tasks you should:

· Do

· Delegate 

· Delay 

· Delete 

Eliminate the urgent:

· Address the tasks that have short-term consequences

· Attach deadlines to tasks that have more long-term implications
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	Use a planner, software program, or PDA to keep track of your tasks and appointments.
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	Realize that you can’t do everything.

Avoid agreeing to do things you do not have time to complete. 

Make sure your commitments are consistent with your goals and objectives.



	Use your waiting time
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	Accomplish small tasks like reading correspondence or writing letters while you wait.

Look at time you spend waiting as a “gift of time” rather than a “waste of time.”
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	Put your energy into the task at hand.

Tune out interruptions.  Set aside time when you will not answer the phone or schedule visitors.

Don’t waste time thinking about all of the other things that need to be done.
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	Know what time of day you are at your best – morning?, evening?, late night? 

Concentrate on completing your most challenging tasks at your own prime time
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Celebrate success 
	Celebrate the achievement of your objectives to maintain a healthy balance in life between work and play.

Reward yourself when you complete a task or finish a project.



	Remember the big rocks of life
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	If you don’t put the big rocks in first, you’ll never get them in at all.
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Time Management Tips
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	Consider your personal prime time 
	Know what time of day you are at your best – morning?, evening?, late night? 

Concentrate on completing your most challenging tasks at your own prime time


	Celebrate success 
	Celebrate the achievement of your objectives to maintain a healthy balance in life between work and play.

Reward yourself when you complete a task or finish a project.



	Remember the big rocks of life



	If you don’t put the big rocks in first, you’ll never get them in at all.
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