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Top 20 Time Tips from Masters of Space and Time

by Morva Bowman, Masters of Space and Time, www.spacetime.ca
· Get your priorities clear – it makes decision making so much easier!

· De-clutter and organize your space and your files, and maintain them that way. Spend your time on important things, not on looking for things.

· Just because the information is there – in the book or paper or magazine or whatever - doesn’t mean you need it or it is worth your reading/storage time.

· Break large projects down into smaller sections with interim due dates- they are less overwhelming and you will stay on target better

· Gather enough information to make a good decision, and then stop – you cannot possibly gather ALL the facts, so at some point you have to get on with it!

· Look at your schedule before agreeing to take on new responsibilities. What will you have to give up?

· Ask for the first appointment of the day, to reduce waiting time.

· Learn when to stop creating drafts – at some point, it is not getting better, just different!

· Many things take longer than you think – allow extra time.

· Start each day with the most important tasks – avoid the lure of the easy but trivial

· Consolidate types of activities – do a block of phone calls, take a couple of hours to run all your errands, save a pile of stuff for photocopying in one go

· Write it down – don’t trust your memory, and don’t add to your stress by trying to remember it. Write it down – and do so in your central planner or notebook, not on stray scraps of paper!

· If you need help, ask for it; if you are lost, ask for directions – don’t waste more time trying to do something for which you are not prepared or equipped.

· Learn to say no firmly, clearly, politely and without apology. Practise on your family if necessary, but it is more important to learn to say no to others!

· Don’t agonize over minor decisions – they will still be minor, and you will have wasted time and agony!

· The telephone and e-mail are tools, not tyrants that must be obeyed! Ignore it when you need to. Turn off e-mail notification.

· Carry with you some of your “to read” pile, or small portable jobs, so if you end up stuck in a waiting room you can use the time productively, instead of fuming, which is unproductive and bad for your blood pressure!

· Always start meetings on time, even if some participants are late. End on time, too, if you expect people to be willing to come back to another of your meetings.

· Strive for excellence – not perfection. Very few things are worth the time and energy to achieve perfection.

· Remember the value of your time, when assessing invitations, requests, or offers of “free” stuff that will involve a time commitment from you.

These are a few ideas to help you get your calendar under control. If you have questions about time management or organizing issues, please call Morva at (204) 797-8480
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