Time Management and Organization


National Conference 7-17-07

with  Robbie VanNortwick   and  Mary Beth Knowles
Mary Beth Knowles

If you are organized and use good time management your family will be happier and will attract more business and accomplish more goals.  You will find harmony in your life.

What are your most important goals??

Family

Business (es)

Health

Spiritual

Set up goals WITH time frames for reaching these goals, but also be realistic.  Must have defined goals.

Is what I am doing NOW taking me closer to my goals.  Every action of every day, you have to ask yourself that.

You have to manage your calendar (time) and your space (office/home)

???  Would you hire yourself  ???  If not, why not?? Change to become the best employee you can be and you’ll be the most successful employer.

Flexible not optional

Don’t get bogged down in the little details of things

Hamster days – Running around and not getting anything done.  Just like a hamster in a cage, he can run on that wheel every day, but it’s not going to help

him get anywhere.  If you’re having a Hamster day, stop and TRY and be productive.

Multi-tasking to NOT a good thing, it’s been proven that your brain never gets rest.

Focus on 1 thing at a time.  Focus on tasks at hand.

Set/manage a Master Calendar

Mary Beth uses 1 color for each family member (even her own personal appts, but PINK is for PC

If you are going to make a to do list, you should separate into 3 categories……

Personal     /      Family & House     /    Business

                 /                                   /

                /                                   /

List NO MORE than 6 tasks each day for each category.  Keep it short and specific and you’ll feel in more control and be REALISTIC!!  For Example: don’t be vague, Laundry, you need to list White load, Color Load, Towels (That’s 3 tasks for the day)

Won’t you feel GREAT if you accomplish all 6 things listed?  

But if you’ve got 25 things listed and you 6 things done you won’t feel as good as you only for ¼ of your list done.

She did the Professor and the bucket of rockets and said for us to find our priority for the Big Rocks, pebbles, sand and water………

Big Rocks – Family

Pebbles – Business (es)

Sand - Volunteering

Water – Other activities

Stick to YOUR dates – decide ahead of time what you want to work, and as season – time dictates and you can always change (if child’s activities change, but at least you’ve planned ahead.  Also, call you school to get any dates they’ve got set ahead so you can plan NOT to miss those important dates)

Schedule OFFICE time – Not playing office, being constructive and doing office things to make $.

Set office hours – it’s more professional and people need to know your hours.

90 minutes at a time is what Mary Beth schedules her office hours.

Set your priorities:

What makes you $$$
-
Host coaching

· Recruiting leads

· Booking leads

Once ALL of those are done, she then does:

· Making Packets

· Checking emails

· Boards – Big Trap to avoid – Going onto Chat/groups and Games

Robbie VanNortwick

Desk

2 File Drawers

Laptop

Shelf

Desk NEEDS to be cleaned for you to be productive

Binderizing……..

?? Is there somewhere else to find this information??  

Meaning, you’ve got a piece of paper……..Is it on line, on your computer, if so, get rid of the paper.

Drawers:

Drawer #1

· Catalogs (She orders 100 at a time)

· Invites

· Pens

· Order Forms

· Office Supplies (She orders once a month)

· -
Inks/printer supplies

· -   paper clips/etc. 

Drawers:

Drawer #2 

· Last 60 days worth of Show order forms  (once they are 61 days or older, they get shredded)  First of each month she shreds what she can of the older items

· Workshop and reference material

· -
Host Coaching

· - 
Hostess Packets

· -
Guest List info.,

· -
Workshop Notes label by category (she also does NOT retype notes she just files as they were taken.)  For Example:  She has files on Time Management, Host Coaching, Guest Speakers, etc.
Binders:

Binder #1 

· Contacts – Keep track of leads, door prize slips, mall/expo contacts, etc. Materials Needed
· 2” Binder with inside pockets

· Jan. – Dec. Tabs (Back of binder)

· Bank of 3 Tabs  (1-10  – 11-20  -  21-31) (Current – in front of binder)

· Notebook/filler paper

· Tape or tape runner                                                                                         You update these each time you come in from a show/event
Binder #2 

· Reference  – Keep track of business in a nutshell                                      Materials Needed
· 2” Binder with inside pockets

· Bank of at least 6 Tabs (You can add more if you need it) 

· -
Calendar

· -
HO Contact List – email and phone #

· -
Last 3 Consultant News

· -
Cluster Roster 

· -
Trip/Incentive trackers (Are you on track??)

· -
Sample Supply Order Form

· -
Sample Replacement Part Order Form

· -
whatever business things you feel you need at your finger tips (Web sites and such that you order from and their contacts)

Binder #3 

· Hostess  – Keep track of shows/host coaching                                      Materials Needed
· 2” Binder with inside pockets

· A-Z Tabs (Back of binder)

· Bank of 3 Tabs  (1-10  – 11-20  -  21-31) (Current – in front of binder)

· Pampered Chef Host Forms (each time a show, new form, just staple to last one)

· Current host with most current on tips

· When finished you file them alpha. AND also update their contact page for contact binder and put back into binder in 8-10 months for CCC

You update these each time you finish a show/event 

Binder #4  (4&5 are for Directors – you can start these when future director so it will be easier to jump right in when director) 

· Cluster  – Keep track of cluster info.                                                   Materials Needed
· 2” Binder with inside pockets

· A-Z Tabs (Back of binder)

· Bank of 3 Tabs  

· Cluster Comm. Calendar (on CC)

· Cluster Contact by name

· Rec. Program check list – done each month

Binder #5  (4&5 are for Directors – you can start these when future director so it will be easier to jump right in when director {if future, put in what your director sends you})
· Meeting Binder  – Keep track of cluster info.                                                   Materials Needed
· 2” Binder with inside pockets

· Monthly Tabs 

· Meeting Planner from Directory by Month

· Monthly Meeting Agenda by Month

· Things for upcoming meetings put into pocket until ready to do agenda

You can also do this system in a tickler file, in filing cabinet or on a shelf, use hanging files with manila files/envelopes 

Files per hanging File

43 Folders

Labels 1-31 Days

Labels  Jan – Dec

You will need to constantly change and update either of these systems.

To help you organize for Taxes:  

She uses an accordion file labeled for each month

   She files by each month in accordion folder

$ Amount for each subject (Food, postage, hotels, etc.)

There are 2 ways to audit – subject audit or monthly overlook audit

She updates her receipts into an excel spreadsheet the first of each month for the previous month.

Binder #6  (Lisa’s thinking this up after talking with Robbie at conference)

· TAX Binder  – Keep track of yearly tax info.                                                   Materials Needed
· 1-2” Binder with inside pockets

· Monthly Tabs 

· 12 Pocket folders

· Blank tabs for subjects

Notebook filler paper (Page for each subject – food, postage, etc) just continually keep listing these things. 

To help streamline things – 

Electronically file as much as you can as a back up

Office Supplies – She orders on line 1 time a month

Phone – You can have an exclusive ring for home/business calls

Scheduling – She uses Outlook with PP Contacts

She also has a 2nd hard drive, so she can ALWAYS pick up her business whenever she needed to do.

Email, she only spends 15-20 minutes a day

Postage – she orders on line

Get the Book  -  Eat that Frog by Brian Tracy

There isn’t enough time for everything on our “to do” list and there never will be.  Successful people don’t try to do everything.  They learn to focus on the most important takes and make sure they get done.

