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TIME MANAGEMENT DISCIPLINE
It is an obvious – yet often overlooked – truth: RICH PEOPLE HAVE 24 HOURS A DAY. AND, POOR PEOPLE HAVE 24 HOURS A DAY.

The difference between the rich and the poor is in the management of that time. Successful people often work harder and longer than most, but they almost always work smarter. They understand that the only real thing that we have to sell is our time. Time is our ONLY resource, so we must learn to use it wisely. 
Brian Tracy speaks of, THE LAW OF FORCED EFFICIENCY.
This law says that, "There is never enough time to do everything, but there is always enough time to do the most important thing."

When you run out of time and the consequences for non-completion of a key task or project can be really serious, you always seem to find the time to get it done, often at the very last minute. You start early, you stay late and you drive yourself to complete the job rather than to face the negative consequences that would follow if you didn't get it completed within the time limit.

Rule: "There will never be enough time to do everything you have to do."

The fact is that the average person today is working at 110% to 130% of capacity. And the jobs and responsibilities just keep piling up. Everyone has stacks of reading material they still have to go through. One study concluded recently that the average executive has 300-400 hours of reading and projects backlogged at home and at the office.

What this means is that you will never be caught up. Get that out of your mind. All you can hope for is to be on top of your most important responsibilities. The others will just have to wait.

But, you say, I set deadlines for myself. Many people say that they work better under the pressure of deadlines. Unfortunately, years of research indicate that this is seldom true.

Under the pressure of deadlines, often self-created through procrastination and delay, people suffer greater stress, make more mistakes, and have to do redo more tasks, than under any other conditions. Often the mistakes that are made when people are working under tight deadlines lead to defects and cost overruns that lead to substantial financial losses in the long-term. Sometimes the job actually takes much longer to complete when people rush to get the job done at the last minute and then have to redo it.

Become aware of interruptions and distractions that blocks our success. Constant telephone calls are the most common. Spending too much time reading and answering personal e-mails is another problem. Chatting with co-workers eats up more time. Messy files disorganized scheduling and cluttered desks are roadblocks. Take an objective look at your routines and habits. And then take actions.

 A FEW SIMPLE DISCIPLINES:                                


1. Run the day, or it will run you! Part of the key to time management is staying in charge. Some will be masters of their time, and some of you will be servants. Enterprising people become the masters of their time. 

2. Don’t mistake activity for productivity. You probably know some people who always seem to be busy being busy. To be successful, you must be busy being productive. Some people are going, going, going, but they’re doing figure eights. They’re not making much progress. Don’t mistake activity for productivity, movement for achievement. Evaluate the hours in your days, and see if there is wasted time that you could manage better.  Remember, there is an opportunity cost to every single activity you do. The time you spend doing one thing is time you could spend doing something else. 
3. Work when you “WORK”! When you go to work, work. Do not let all the distractions of the work place deter you from accomplishment. It always seems that the people that actually “work” are the ones getting the promotions; setting examples; running companies and making the most money. Many of us go to work then talk to friends; talk in the coffee room; go to lunch; talk with co-workers; shuffle paperwork. We simply don’t get much work, real work, accomplished. Pareto’s Law is fully in effect here. It takes 80% of our time to do 20% of our work and most of it is work that really doesn’t matter. 
If you’re a salesperson of any kind, you truly are only working when you’re in front of a prospect or customer. All else is simply preamble. It only counts when you’re “face to face and nose to nose” with your prospect. 
4. Focus. The fourth key to time management is good concentration. You’ve got to zero in on the job at hand and, like an ant, let nothing stand in your way and let nothing distract you from the task. Concentration takes a lot of discipline. It takes discipline to demand privacy, to not react to the minor activities that try to demand your attention, such as new emails and ringing phones.  One of the greatest enemies of this sort of concentration is worry. Worrying about your future can prevent you from being where you are right now. We all have worries, and they are useful. But, don’t let worry distract you. Stay focused on changing what you can change- that is the only way to overcome the source of your worry anyhow.

The key question you can ask is: 
"What is the most valuable use of my time, right now?"

This is the core question of time management. This is the key to overcoming procrastination and becoming a highly productive person. Every hour of every day, there is an answer to this question. Your job is to ask yourself the question, over and over again, and to always be working on the answer to it, whatever it is.

Do first things first and second things not at all. As Goethe said, "The things that matter most must never be at the mercy of the things that matter least."

The more accurate your answers to this question, the easier it will be for you to set clear priorities, to overcome procrastination and to get started on that one activity that represents the most valuable use of your time.

The Solution

Set aside a maximum of thirty minutes each evening for planning your next day. Sit quietly where you cannot be disturbed. During this time, let your mind relax and just think about your work and activities, without stress or pressure. Think about your goals (if you have goals), think about what must be done tomorrow to move your forward in your business. What problems do you face? What opportunities are available that you know about and maybe don’t know about? What am I doing that is wasting my time? What makes me money? What improves my life?
Remember the unfailing rule of TIME MANAGEMENT Planning:

· For every 1 minute spent in planning you will save 10 minutes in return.

· That equals 1000% Return-on-Investment in Energy
· That equals an immediate 25% time savings per week and only grows from that point forward.

From the Beginning:
1. When you first start with TIME MANAGEMENT planning you’ll need to do some prep work. If you do this correctly and honestly the first time through, this is the only time that you’ll need to do this particular exercise. 

2. The only reason you might have to do this exercise again is if you do it once, start it and then stop doing it or try shortcuts. The worst of all shortcuts is thinking that you can write out your task list one night and use it for a number of consecutive days in a row or a week at a time. It just does not work, Number one. And secondly if you’re not accomplishing enough to use one task list then there are other problems like procrastination issues, etc. DISCIPLINE is the key.  Remember,
3. “THE HARDEST THING ABOUT ANY SELF DEVELOPMENT STRATEGY IS…..JUST DOING IT!”
4. Get a yellow pad or a stack of note paper. Now list everything that you need to do or think you need to do. List Everything. Write every item down on a piece of paper. You may have ten items, more than likely you’ll have more than 20 or 30 or more. Keep in mind these are the things that much of the time we find, are cluttering your mind, YOUR LIMITERS, keeping you from getting real work done and causing confusion in your life. List everything you can think of. 
5. Now, prioritize each and every item. Be honest with yourself and ask yourself over and over, 
 “What is the #1 thing I need to be doing to move my business forward?”

Or another way to say it is:

“Does this action substantially help me toward achieving my goals?”

6. Prioritize using the following criteria:

a. A : Must do.  If I don’t do this today, there will be consequences

b. B: Should do. I need to do this but the consequences are low and if not done the effect on my business is not critical
c. C: Like to do. I would like to do this, if I had the time but it can wait
d. D: Delegate. This is something that I should not/never be doing but I should delegate the task to someone else

e. E: Eject. Eliminate it. If I don’t do it, I probably will never, ever, know a consequence. It’s just not that important.

7. Now, first things first. Go through your list one more time and be sure you’re being honest with yourself. Now go to the bottom of the list and eliminate all E’s

8. Now delegate all of your D’s

9. Now take you’re A’s and rank them again using the big question. Rank them by A-1, A-2, A-3 and so on.

10. Do the same with your B’s and C’s

11. Now make up a TASK LIST. You’ll make yourself a task list every night in preparation for the coming day. Make your task list starting with you’re A-1, A-2, A-3, B’s, C’s

12. Now go to bed. Research has proven that your sub-conscious and some will say your Super Conscious mind goes to work. You think about your tasks all night. Many times you’ll actually wake up in the morning and have fantastic solutions to issues and client problems.

13. Now here’s the key. The next day you focus on A-1. YOU DO NOT DO ANOTHER TASK UNTIL A-1 IS COMPLETED.  Again;

YOU DO NOT DO ANOTHER TASK UNTIL A-1 IS COMPLETED
14.  Once A-1 is completed, move to A-2 and so forth.

15.  It’s easy to get sidetracked but remember, tattoo your arms or eyelids. Whatever it takes for you to remember, but about every fifteen minutes to ask yourself the big time management questions;

“AM I NOW DOING THE NUMBER 1 THING I CAN POSSIBLY BE DOING TO MOVE MY BUSINESS FORWARD AND ACHIEVE MY GOALS?”

If your answer is NO, stop doing what you’re doing immediately and go    back to your task list. 
 Another Point of View:
16.  Another way of looking at this question, when deciding the value of a task is this:

a. What is your income goal for the year? 

b. Let’s say it is to earn $150,000

c. Divide $100,000 by 2000 hours in a working year.

d. That works out to $75….That’s $75 per hour that your time is worth

e. Now ask yourself, would I pay someone $75 an hour to complete this task? 

f. If the answer is NO, then it is not a high priority that you should be focusing on RIGHT NOW!

g. And, you must NEVER, EVER now do something that is not a $75 per hour activity…..ever!

17. This exercise allows you to hit the ground running the next day Knowing exactly what you need to do, where you need to do it, and how important it is. We have just eliminated the confusion and frustration and time spent trying to figure this all out each day. It keeps you focused and charging forward. 

18. Discipline yourself to create a TASK LIST every night before you go to bed. This is something that you do every night, without fail. You do not go to bed without doing your task list. Take the time, without interruptions, in a quite surrounding. Use this time of solitude to think and plan. Not only will you have improved clarity but you many times will receive wonderful insights and ideas that will save you enormous amounts of when you apply them back on the job. Often you will experience breakthroughs that will change the direction of your life and work.

So, You Don’t Think You Have Time To Plan?
I hear this quite a bit. Customers/employees/salespeople that use the excuse for not planning that they simply are so busy that they just don’t have the time to plan. So much going on, so much happening there’s just not enough time in the day.

What if I told you that I could find you over a month of time for you to use? Time that is already available to you but you just don’t see it or use it. How would or could the extra time change your day/week/month/career/life?

Well you do have this “secret” time available to you. Let me give you two examples. Do you take coffee breaks? Do you take long lunch breaks? Sure you do. Most everyone does. Let’s look at each.

COFFEE BREAKS:
1. Only salaried laborers get coffee breaks that can be unproductive. You don’t have that luxury if you’re an owner; manager; or salesperson.

2. Let’s say you take: 20 minutes in the morning and :20 minutes in the afternoon. That’s :40 minutes a day
3. :40 minutes a day x Five (5) days a week x 50 weeks a year equals

4. 10,000 minutes

5. 10,000 minutes divided by 60 (minutes in an hour) = 167 hours a year or

6. 4.2 weeks a year of new, available time for you to use.

Look, you can have coffee breaks, but do it with a customer. Do it while you’re planning. Have coffee, while writing a proposal, but make it productive.

LUNCHES:
1. Same math

2. (1) one Hour a day of lunch = :60 minutes

3. :60 minutes x 5 days a week x 50 weeks a year equals

4. 15,000 minutes = 250 hours a year or

5. 6.25 weeks a year of new available time for you to use. 

6. Again, I’m not saying that you should not take a lunch break, but put it to use. Borwn bag so you can get work done. Take a customer to lunch. Use the time wisely but DO NOT use the excuse that you don’t have the time.

So, now add the coffee breaks and lunches together and you have an incredible 10.5 weeks a year or an ADDED 2.6 MONTHS of TIME TO USE that you were not previously using. Incredible, simply incredible! 

TIME WASTERS for SALESPEOPLE:

1. Procrastination & delaying; Don’t put it off. Do it and get it over with and done.

2. Incompletion of the sales call: Don’t sell so you have to go back to the customer again and again. Ask for the order. Close them. Do your customer and yourself a favor.

3. Inaccuracies & Deficiencies: Things done wrong the first time waste incredible amounts of time in the long run.

4. Ignorance: Poor product knowledge

5. Unconfirmed Appointments: Whether you’re sales or management. You should always confirm your appointments. Pro’s do it and your prospect or customer will respect you for it.

6. Poor planning of appointments in a geographic area. With today’s gas prices don’t drive all over town. Plan, Plan, Plan

7. Perfectionism: Don’t get caught up in the old “everything must be in order before I go out to sell” syndrome. You’ll never get out if you do.

8. Distraction/Mind Wandering/Poor Listening: If you’re not listening or watching or paying attention you WILL miss the subtle cues that a customer/prospect will give you on buying signs or at least what it will take to get to the next step. You’ll be back trying to do things over again.

9. Fatigue: Get some rest so you can work all day and feel excited about it

10. Lack of ambition; desire and energy. Enough said!

TIME ENHANCERS for SALESPEOPLE:
1. Advance Planning: Read all previous
“ACTION WITHOUT THINKING IS THE CAUSE OF EVERY FAILURE.” Peter Drucker

2. Read: 20 to: 30 minutes every morning. Read something motivational; something educational; something job related. It’s a great way to start the day.

3. Schedule your first appointment or meeting early! Get one in while others are sleeping

4. 75% of your time should be spent prospecting until you are too busy servicing customers

5. Spend your entire day….working! Make every minute count.

6. Use coffee breaks; lunch hours; any unproductive time as productive time.  (see above examples)

7. Use DRIVING TIME FOR LEARNING TIME! Never listen to the radio again. Listen to motivational cd’s; educational cd’s; training cd’s; listen to anything that will advance your position in life. The average business person drives 25,000 miles a year. That’s 500 hours in the car divided by 40 hours a week. That’s 12 ½ weeks of learning time. That’s one university semester a year of learning. With this time, how much more opportunity would you have?

8. Use a Daytimer or some kind of planning program or device.

9. Continually upgrade your skills. All additional knowledge will save you time in some pertinent way.

Time management, properly mastered, is one of the “life traits” that can truly change your life and guarantee lifelong success. 

Take the time to PLAN….the Return-On-Investment is incredible. 

You owe it to yourself. You really do!
Good Luck!

Coach Carlos
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