Hyrum Smith’s Simple Steps to Much Better Time Management
The Bottom Line
The desire to get organized and have more time to do the things that are important is felt by everyone. In a recent poll, 83% of Americans say they want to be better organized.

One of the biggest fallacies underlying time management and organization, however, is that people rarely create the opportunities needed to accomplish the things that matter most to them.

Most get bogged down by “to-do” lists that include everything but their priorities.

Beating the Clock
Understand what time is, and you’ll learn to use it more efficiently. How often have you felt as if your life is spiraling out of control? Chances are it is not your life that is out of control but the events in your life and how you react to them. One of the keys to successful organizing is learning how to identify the events over which you have total control and making them part of your daily priority lists.

Helpful: Make a list of events that occur regularly in your day. Assign each event a number from one to five that indicates the level of control you have over it, with five representing total control, and one, no control.

Then look at your list and think about how much control you actually have over your life versus how much you actually exert. You may be surprised to learn that you have a lot more control than you think.

Examples: You have absolute control over when you get up or whether or not you pick up a ringing phone. You have less control over traffic during your work commute, but you do have control over how you react to it or the route you take. You can turn off the radio and use the time you spend driving home to think about what you can do when you arrive or you can become frustrated and angry.

Create a prioritized daily task list, not a to-do list. The trouble with to-do lists is that they tend to be maintenance records. They are lists of items that have to be accomplished just to keep our heads above water, compared to the highest priorities in our lives. Alternatively, a prioritized daily task list includes both maintenance items and things that are important to our sense of well-being and self-esteem.

Ten minutes of daily planning can save more than three hours a week. Be very specific: “20 minutes on exercise bike” versus “exercise 20 minutes.” When you’re satisfied that you’ve listed everything, assign a value to each item on the list.

A represents tasks that absolutely must be completed.
B are those tasks that are important and should be done.
C is for any task that is relatively trivial and can be done after all the A’s and B’s are accomplished.

Prioritize each item by assigning a number to it, such as A1, A2, etc.

Next: Quickly review the appointments on your calendar, and see how much time is left over for other tasks.

Factor in about 50% more time to cover unexpected interruptions and urgencies. This will ensure the number of tasks you have planned falls within the available time during any given day.

Remember: It’s okay to carry over the B’s and C’s to the next day.

Make the distinction between urgent and vital. Whether you’re cleaning the house or writing a report, it is not unusual to be interrupted by an “urgency,” such as a ringing phone, the doorbell, etc.

Evaluate events as they present themselves, and determine how they will affect your prioritized daily task list, and if they are really “vital” to your well-being, career or family life. If you need to say no, do so.

Get rid of clutter. Whether it’s at home or in the office, clutter is one of the biggest causes of procrastination. And that, in turn, is one of the most common, self-inflicted robbers of time.

Example: If you’re in the midst of a project and you see an article waiting to be read on your desk, don’t reach for it. By taking the focus off the task currently at hand, you’ve wasted valuable time and it may take longer to regain your focus.

Better: Sort your reading into three parts: A, B, C. Proceed when reading fits into your schedule.

Maintain a Master Task List: A tool that reminds you of lower-value tasks that you would like to accomplish in any given month. If it’s “clean out the garage,” you may want to wait three months until you do it. So enter it in the June section of the Master Task List.

Strategy: Review your Master Task List weekly to see if there is anything you can move to your daily list. When you reach June, you can then schedule garage cleaning on a specific date.
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