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Week 1: Time Management 

Tips 

To-Do Lists: 

 Keep a master list to ‘feed’ your daily lists 

 Categorize & prioritize items 

 Break tasks into achievable chunks (<30 

min) 

 Include deadlines, real or artificial  

 Re-evaluate regularly 

Prioritizing (Purging your list) 

 Only include items that support your goals 

 Distinguish between important  and urgent 

 Only meet in person if really necessary 

 Do a cost-benefit analysis of each task 

 Think outside the box: are there ways to 

change or combine your tasks? 

Scheduling 

 Schedule everything  

 Include travel time and wait times 

 Learn your concentration limits - schedule in 

appropriate blocks of time 

 Layer items  

 Schedule backwards for large projects 

 Using colours to easily identify balance 

 You don’t have to do everything 

Avoiding Procrastination 

 Make a plan of action 

 Make the job smaller 

 Do the worst thing first 

 Take control of interruptions & distractions 

 Create an audience 

 Race the clock 

 Track your progress 

 Reward yourself & make it fun 

Regular Up-Keep & Misc. Tips 

 Review, revise, and re-evaluate regularly 

 5 minutes each night, 10 minutes each 

week to prep your to-do list & schedule 

 Never agree to anything without checking 

your schedule 

 Start your day over at 2:00 pm. 

 Keep a list of quick tasks for impromptu free 

time 

 Don't think about what you need to do next 

or later on 

Avoiding Burnout 

 Make room for fun things and downtime to 

stay energized/grounded 

 Be attuned to your mental and physical 

needs when budgeting your time 

 Identify your personal rhythm & most 

creative/productive times of the day 

 Eliminate those things that are not adding 

to your quality of life & attend to those 

things that bring balance to your life 

 Don’t do things you don’t want to do 

Activities 

Analyze – Establish where you are and where you’re going 

1. What’s working? 

2. What’s not working? 

3. Why do you want to get organized? 

4. What activities are most essential / important to you? 

5. What’s causing the problems? What hasn’t worked in the past? 

Strategize – Lay out the terrain: 

 Come up with at least 3 categories that tasks and events in your life fall into. 

 Draw up a blank schedule that outlines the general flow of your day - meals, 

work, classes, etc.  

Alternative: draw a “life pie” - Visualize the different areas of your life in a pie chart, 

estimating how much time they’re each taking up, and then think about if and how 

you want to change the distribution.  
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Attack 

1. Sort items into categories 

2. Purge: measure items against goals 

3. Assign a home: place items on schedule 

4. Select some time management tools & techniques 

5. Plan how you’ll maintain your system 

 

Alternatives/extras:  

 Create a prioritized to-do list 

 Purge three things from your schedule (over 2 weeks) 

Homework 

 Set goals & priorities for how you want to spend your time. 

 Strategize how you’ll get there.  

 Implement those strategies. 

 Keep track of how you spend your time for a few weeks. 

 Note productivity & energy levels. 

 Review and use the info to budget your time in the future. 

Next Sessions: 

Space - Make note of: 

 Things you look for but can’t find 

 Things you need but don’t have 

 Things you use very frequently 

 

Money - Keep track of your spending 

Resources 

www.RealSimple.com  |  www.OnlineOrganizing.com 

Simplicity Series at: world.edu/author/rebecca-sargent/  

www.learnvest.com/2012/01/how-to-manage-your-time-better/ 

www.learnvest.com/2011/10/13-signs-youre-too-busy/ 

www.structuredprocrastination.com/ 

 

More online at kwfreeskool.wordpress.com 

 

 

Remember: 

Organizing is not about getting rid of or fitting in as much as possible. 

It is about identifying what’s important to you and making those things more accessible. 
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