Get more advice like this from: getmoredone.com
· Visualize your long term picture of success and put it in writing. Review your goal frequently. Your goal should be specific, measurable, achievable and compatible with where you are now. There should be an end date as well. Steven Covey calls this “Begin with the end in mind.”

· Write out a To Do list every day. Include items that can be completed, such as “Prepare exhibits for monthly report”, rather than just “Work on report.”

· Separate your To Do list into A, B and C priorities. 

· “A” items are important to your long term success (If you had nothing else to do today, these would be the activities that would affect your results one month from now), 

· “B” are things you must do today as part of your job description (they may be urgent but not as important) 

· “C” are unwritten or unavoidable but necessary (administration, travel, personal) 

· “D” are things you could delay, delegate, or delete

· Start with the A items. Don’t work on a C just because it’s easy to do. Also, break your A items into small manageable chunks, so they’re easy to accomplish.

· Check off items as you complete them to give yourself a sense of accomplishment.

· Block off time for major activities. This might include a block of time for working alone on major tasks. If someone wants to meet you during that time, say “I’m sorry, I already have an appointment.”

· Don’t jam your day full of activities. Leave time for emergencies, special opportunities and thinking time.

· Be your own manager. Ask yourself if you have met your goals, and what changes you plan to make to achieve them.

· Do it now. People will often say “Call me next week, and we’ll book an appointment then.” Respond by saying, “Let’s save ourselves a call and do it now.”

· Always plan time for balance; include family, fitness, recreation, social and spiritual activities.

· Conduct a time study to see how you’re doing and where the opportunities for improvement lie. Many people are only able to spend one quarter of their time on top priority activities. Moving this up to one third of the week means almost 4 more hours per week on key activities

How can you become more productive? Here are the most popular and powerful time tips, all in one spot.  All from the folks at: getmoredone.com 

1. Write down your long-term goals. Use the SMART formula; make them Specific, Measurable, Appropriate, Realistic and Time-bound.

2. Every day, divide your tasks into A, B and C priorities. Always start with a high priority “A” task, even if you can only accomplish a small part of it.

3. Block off time for activities that are important. Make an appointment with yourself, and don’t let anyone schedule anything for the time you’ve put aside.

4. Stop spending time on trivia. Don’t spend hours preparing a high tech presentation when a good conversation will suffice. And stop fussing over routine administrative tasks. Delegate or automate them.

5. Have the courage to say no. Don’t try to please others all the time. Create personal policies that make it easy to say no and stick to your plan.

6. Always start meetings on time. Don’t punish those who show up on time and reward those who are late. Do something however minor, but get started.

7. Slow down. Productivity isn’t about going fast. It’s about doing the right things. Stop rushing around, driving too fast and getting upset at things you can’t control. A couple of minutes gained aren’t worth the added stress.

8. Avoid procrastination by completing unpleasant tasks first. The tough stuff usually turns out to be not so bad. Break complex tasks into easy pieces and give yourself a reward for getting something done.

9. Don’t be a slave to technology. Communication devices are simply adding more and more ways to be out of touch with each other. Simplify your life and leave your phone off now and then. Plan for people to reach you some of the time, not all of the time.

10. Create time for balance in your life. Set aside time for family, fitness, social, educational and spiritual needs. Plan for balance the way you plan for work.

