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Ch 5. The end of time management

Employes increase negotiating levrage for pay raises and remote warking arrangement

se of Productivity o
. . Entrepreneur dec amt of work while increase revenue

effectivenss = doing things that get u closer to ur goals

efficiency = perform a given task dwhether importtant or nof) in most economical mannoger

Effective vs Efficient :" heing efficient without regard to effectiveness is default mode

e

-'.- _Whatyou do is infinitely more important than how you do it

Efficiency is still imporant, but useless unless applied to right thinos

80% of outputs results from 20% of includes

Fa

[ Which 20% of sources are causing B80% of my problems and unhappiness?

ani2n Rule Which 20% of sources are resulting in 80% of my desired outcomes and happiness?
— 4
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Goalis to find ineficiencies to eliminate them and find strenaths and multiply therm

put all of unproductive customers on passive mode  More customers not automaictally more incorme

9-5work time is too long and often wasted

k _ Limit task to important to shorten work time (305200
. Parkinson's Law |-
' b shorten work time to limit task to the important

ID fewy critical tasks that contribute mostto income and schedule them with very short and clear deadlines

o

1. Am | being productive ar just active?

-' . uestions to ask self -~
) £ Am linventing things to do to avoid the imporant™




Ch 5. The end of time management

1. Ifyou had a heart attack and had towark two hours per day, what would you do?

2. Ifyou had a 2nd heart attack and had towark 2 hours perweel, what would you do?

I 3. Ifyou had a gun toyour head and had to stop daing 405 of different time consuming activities, what would
YoL remove??

-

. 9.Learn to ask, “Ifthis is the only thing | accomplish today, will | be satisfied with my day?™

IR : 4 \What are the top 2 activities that | use to fill time to feel as though Fve been productive?

' B. Femind self 3x daily "Are you inventing things to do to avoid the important?”

\\_ 7. Do not multitask

8. Use Parkingson's Law on a Macro and Micro level




Ch 6. The Low-Info Diet

Most news time-consuming, nedgative, irrelevant to our goals, outside of our influence

. Just read frong-page headlines and nathing more

Cultiviating Selective lgnorance |-
- 1. Speed reading

Ask people around you "Tell me, what's new in the world?®

1.G0o on an immediate one-week media fast
Q&4 | 2.Develop the habit of asking yourself, “Will | definitely use this info for something immediate and important?

\ _ 3.Fractice the art of nonfinishing




Ch 7. Interrupting Interruption and the Art of Refusal

Time Wasters meetings, discussions, phone calls, emails that are unimportant

3 principal offenders Time Consurners  repefitive tasks or requests

Empowerment Failures someone need approval to make something small happen

turn off auto sendireceive in Outlook

check email 2day (noon and 4:00pm)

Lirnit Email consumption and production |-
b hever check ermails 1stthing inthe morning (complete mostimportant tasks before 11am)

( Autoresponder Email to let people know only check emails Zxfday and if urgent, call cell
|

uze two phone numhberes {office line and celluar)

| Sereen incoming and limit outdaing phone [ allow the callto go ta vaicemail
Resolution |~

answer the call "I'm right in the middle of something. How can | help you ooty

| clarfy agenda
|" CArtofrefusal and avoiding meetings define end time

| use email instead of face-to-face meeting to solve problems

'\ Batchtasks allot specific time to streamline the tasks rather than repeating them few times thru out

empower with clear defined rules

1.Create systems to limityour availability via email and phone and deflect inappropriate cantact

Q&s [ 2 Batch activities to limit setup cost and pravide maore time far dreamline milestones

3.5etup ar request autonomous rules and guidelines with occasional review of results




