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#TSIR
This S is REAL!!t r u g g l e

What’s Your Top 10 List of the 

biggest challenges you face 

on a daily basis?



What are Our Major 
Organizational Challenges?

Keeping Track of Appointments

Keeping Track of To Do Lists

Keeping Track of Phone Calls

Remembering to follow-up at 
regular intervals and keeping 
records of what was discussed

Remembering Birthdays, 
Anniversaries, Managing Broker 
Day, Administrative Assistant’s 
Day, etc.

Keeping Track of When Our 
Membership Meetings Are

Mileage on our vehicles

Reminder of Contract Dates & Deadlines

Reminder to Call Your Mother

Scheduling  “Honey-Do” Items

Inviting People to a Meeting

Tracking Down the Post-It that has the 
million-dollar-cash-buyer’s phone number 
on it.

Remembering the email address that 
started out ejl-something@something.net

Having a record of how long it actually 
takes to complete a task!

Keeping track of receipts



So What’s The Answer?

Stay Curious

Stay Out of Judgment

The Outcome Remains to Be Seen

Be Intentional and Responsive

Be Vulnerable 

Be Purposeful

Take Action



The Myths of Time Management

MYTH: You can actually “manage” time.

MYTH: “Getting Organized” is 
something you can do over a weekend.

MYTH: Someday you will get 
“Everything Done”















Big Rocks!



So What Are 

Your Big 

Rocks?

Key Projects

Vacations

Planning/Preparation

Prevention/

Empowerment

Relationships/Family

Career

Service/Community

Big Opportunity







What’s in Your Quadrant?



This is Your Bucket…Fill It Wisely



So Where Do We Begin?

Collecting

Processing & Organizing

Prioritizing & Planning



Collecting
Identify Your Collecting Points

Where do you really store information?

Are your current collecting points 
working?

Create approved collecting points

You Are Not a Collecting Point!

Handling interruptions & distractions

Using a “Mind Sweep” to clear the mind



Processing & Organizing

Planning & Action Categories
Meaningful Objectives
Supporting Projects
1:1 Meetings
Strategic Next Actions
Someday Maybe

The Workflow Model
What is it?
Is it actionable?
Does it relate to a Meaningful Objective?
Do it, Delegate it, Defer it, or Delete it!





Prioritizing & Planning
Do you manage a calendar or a to-do list?

Use your calendar to prioritize and plan
Set up baseline calendar activities

Making the process a “habitual ritual”
If you build this process into your daily routine, 
you’ve set up a system that 
minimizes items that 
otherwise slip through 
the cracks.  

Just by doing this you’re
70% more likely to 
accomplish the task!



We have all kinds of ‘gauges’ in our lives that 
help us make sense of our environment so we 
aren’t constantly calculating and making 
mental notes of our current status, 
progress, speed, direction, duration, etc. 
etc.

It’s no wonder the Business World has 
taken on the ‘DASHBOARD’ metaphor 
for monitoring the status of key 
elements in a given business.

Let’s Get En-gauged!



Outlook Can Be The Dashboard of 
the vehicle that is YOUR 

BUSINESS!
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Committing to plan and prioritize is an 
ongoing process that will take 
conscious effort and practice.

The cool part is you can implement 
these ideas and concepts incrementally 
over time.  You don’t have to do it all 
at once!  : - )

To “Calendar ” your life 
(all of it) 

requires a change in behavior.



This is My Dashboard…



The Weekly Mind Sweep!



The Weekly Mind Sweep!
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