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[5] Priorities

’ 4 5 - Critical to company operations/success; strict deadline

& 4 - Important to company operations/success; fairly firm
deadline

B 3 — Must get done, but can get pushed a few weeks

2 - Should eventually get done, can get pushed a few
L4l months

1- Might get done, might not — whenever or some day

Question

On average, wh
time each day is
5’s and 4's?

a) 90% or more
b) 70-89%
¢) 50-69%
d) 35-49%
ke
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How many hours per day on average do you
spend in reactive mode?
9 or more
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Page 9
Priority Determination, Overall Time Distribution and
Overall Task Efficiency

1 While beginning your time blocking draft, what
observations did = make about your overall time
distribution [howg u've been using your time vs. where
il your time should be going)?

2 Do you have a job priority that you must be more
intentional about dedicating time to2

3 What other modifications can you make fo your overall
hme distribution in order to improve task efficiency (e.g.,
“chunking” similar tasks) 2

é H%w much reactionary time should you allow for each
ay?
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Daily Planning
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Time estimations

Time padding

O’ _--"Triagin.g"'.‘

41

31 1 2 3 4 5 6

42

Presented by: Helene Segura -
www.TimeManagementRevolution.com



ihursdayiEritay)
Pre-meeting prep?
Post-meeting debriefing?
Reactionary time?
Morning task appointments?

Reserve time for anything coming down
the pipeline?

Open time for possible meetings?
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Discuss Daily Planning: (page 9)

What are your top daily planning best
practices?

How will you implement time estimation in
your daily planning process?

What variation of 3+3 will you utilize and
why?2

What other modifications can you make to
your daily planning and working methods in
order to improve your daily task efficiency?

TIME A MIND
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Questions?

Actions?
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SAGENDA
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(page 11)

1 What type of meeting will you hold?
2 What subject is this meeting about?

3 What is the specific objective or desired
outcome?

4 Who will the required participants be2 Why
are they selected?

5 Who will the optional participants be2 Why
are they selected?

ABENTIA
T

Ttz Thine Topic 1~ Why vou

Tl e Tapird heane ol Acsootsii Faor
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(page 11)

1 What type(s) of discussion(s) willlead participants to
your meeting objective?

2 Willyour meeting be a discussion on a single topic,
or willit need fo be divided info multiple tfopics?

3 What types of questions will help spur that
discussion?

4 Will you be the only facilitator, or will other people
need to be asked/voluntold/invited to
present/facilitate a portion2

The Schulte Group

MEETING AGENDA TEMPLATE
Group Name:
Day, Date, Year: Location:
Meeting Time: Start - End

Time - Time: Arrival, snacks, visiting
(pre-meeting, 3-15 minutes)

Prep/Study, Bring: <:|

56

(page 11)

1 What type of preparation can meeting
porﬁuponfs complete so they arrive with more
questions, ideas, thoughts and/or solutions?

2 Is there a public location where they can
compile these, or should they each arrive with
these in hand?

3 Are there any deliverables, products,
examples, etc., that attendees should bring?

4 For optimal meeting organization, which of
these components will you need to discuss
beforehand with any other meeting
collaborators/facilitators?
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MEETING AGENDA TEMPLATE
Group Narme:
Day, Date, Year: Location:
Meeting Time: Start - End

Time - Tirme: Arrivel, snacks, visiting
|pre-meeting, 5-15 minutes|
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Prep/Study/Bring:
58
Facilitation
ABEXDA
Tiewe - Time Taple T~ Why vou're here |Visson /reason /incidenst] - Name ol Respassitile Party
||||||||| i Fait
Tire - T = L T
59
Follow-Through
Time = Time Next Steps (this should be a re-cap: deliverables, by whom, by when|
[5-10 minutes|
Time - Time Next Meeting
32 rinues|
Tie - Time Cliarify:rg Questivr
(L, -3 il
60
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MANAGEMENT

Do you control
your
electronic communications
or
do your
electronic communications
control you-
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