Get it together Time MGT & Organization 
Workshop National Conference 2007 

Why do you want to change your organization skills?? 

Are you going to take your time more seriously? 

Top 4 reasons why it is important 

1. Productivity 

2. credibility 

3. peace of mind 

4. meeting your business and personal priorities 

Quality of Life 

Flexibility 

Productivity- no regrets 

Peace of mind 

What I want VS What to invest  

 2 shows a week

Consultant 

4hrs for each show 

1 power hour per weekday 



13hrs a week 

Director 





22.5 hrs a week 

4 hrs 2 shows 

1 power hour per weekday 

1 hr each day to invest in team 

Advanced Director




25 Hrs Wk 

4 hrs for each show 

1 power hrs per weekday 

1.5 hours per day to invest in team 

Senior Director 




25 hrs wk 

Executive Director 




 28 hrs per week 

Managing time & Calendar 

Schedule your priorities 1st 

Then PC time 

8 things to do to take control of your life!! 

1. Show up to work- IE your office 

2. Manage the phone- Don’t answer the phone unless it is important or you have told someone to call you at a specific time. Let person know that you only have X mins to talk. Always define length of time 

3. have a list of duties for each day and stick to it 

4. Always be ready for next show 

5. Communicate 

6. Schedule interview within 24 to 48 hours 

7. Go mobile 

8. Schedule time off!!

Make a list of duties for each day and stick to it!!! 

Repack business in a box 

Make a check list to take to each show!!! 

Make sure your family is clear about your PC time- Do this every Sunday night about what you need to do for the next week. 

Host Coach in the Car

Schedule time for yourself and family!!!

Give your self a brain break!!
The rule of two!! 

What are two things that you must get done on your list that day 

Once you have two then you can add more 

Think of Priorities of your job!!

“ Separate the trivial many from the critical few” 

Emailing and simplifying task take things out of your calendar that you don’t’ need. 
Bleeding Rule 

The difference between being busy and being productive 

Productivity= Value Divided by Time 

2 ways to increase productivity 

What are you doing to get directorship

Productivity decrease the time required & increasing the value 

What will make you money???!!!

Organize your office 

Do you have a system that works for you?? 

OHIO SYSTEM-

O- ONLY

H-HANDLE

I= IT 

O- ONCE 

ONLY HANDLE IT ONCE

Takes a month to learn a habit 

Make it a priority 

Make show/guest folders 

Host packets 

Decide if you need to keep it 

Plan work time 

RSVP

R= RECURITMENTS OR LEADS---- PEOPLE BEFORE PAPER 

S= SALES= BOOKINGS, OUTSIDE SALES, FAIRS, REGISTRIES 

V= VERY IMPORANT MESSAGES= VOICE MAILS EMAILS 

P= PERFORMERS= YOUR TEAM OR RECURITS 

Business in a box 

Make a binder 

USE P3 Calendar 

Remind your daily and define the outcome 

Ask yourself… “ Am I being busy or am I being productive?” 

