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TIME MANAGEMENT

(“How to get things done” – David Allen)
Workflow Diagram

[image: image1]
INFORMATION COLLECTION

In Tray
All physical information (eg. Flyers, Notes, Invites, Bills etc)

Outlook Emails

All emails are processed within Outlook. 

PDA or Notebook

You need to carry something to capture all your random thoughts and any information received on your travels (eg. Follow up). I suggest you use a PDA with a voice memo function, so that you can record thoughts easily. If you don’t want to use technology, then a faithful notebook will do the job.

FILING AREAS
Rubbish

Not relevant and not worth following up in the future.

Someday/Maybe List

Any Item or ideas that are not currently relevant, but may be worth following up in the future when time permits. Simply use a Word Document to list all these ideas etc.

Tickler File

File any physical information that is not relevant now, but will need to be actioned at a future date. For example, invites to future events, Invoices to pay, applications etc. To set this up, use suspension files with one for each day of the month and another for each month of the year. Use the day files for the current month and the month files for future months.

Reference

Any material that is not actionable, but you feel should be kept for future reference. This should be set up alphabetically in a filing cabinet.

Projects List

This lists anything that you are currently working on that has more than one action required. Used to refer to during your weekly and daily reviews ensuring that actions have been decided on and are being worked on. Simply use an Excel spreadsheet that also shows what list your next action is in.

Waiting List

A list that shows any actions that you have delegated to other people. Keep either in an Excel spreadsheet or in Microsoft Outlook Tasks - show action, who’s responsible and completion date. 

Calendar

List any actions that must be completed at a certain time. Either use a Calendar or Microsoft Outlook Tasks to track when it must be done.

Next Actions

Any actions that need to be completed in the near future, but don’t have a defined timeframe. These are listed in context, and are completed when time permits. Either use a Word Document or Microsoft Outlook Tasks. Typical Context groups to use are 


-    Agenda Items

· At Home

· At Office

· Calls

· Errands

· Shopping

· Read/Review

PROCESSING

Daily Review

This should be completed at the end or beginning (whichever suits you better) of each day and involves emptying your collection points and determining actions required. It also involves reviewing your Projects List to make sure that all projects are moving forward as required.

This gives you the framework for the daily work. You will know what has to be completed and what you would like to complete, allowing you to organise your day accordingly.

Weekly Review

The weekly review should be completed at the end of the week, so that you go into the weekend with a clear head. It involves collecting, processing, organising and reviewing all your outstanding involvements. To achieve this, you should review and process the following areas:

· Information Collection Points

· Previous Calendar Data

· Upcoming Calendar

· Empty your head

· Projects List

· Next Action Lists

· Waiting For Lists

· Any Checklists

· Someday/Maybe Lists

· Support Files

· Any Brainstorming ideas

Deciding your next Actions

There are 3 different models you can use to decide what actions to do. These are:

· The 4 Criteria Model

· The threefold model

· The 6 Level Model

The 4 Criteria Model

In this model, you decide on your next action by considering the following 4 points

1. Context

Where you are and what actions you can perform there. For example, you can’t send an email unless you are in front of your computer.

2. Time Available

How much time you have in front of you and how much time you need for an action.

3. Energy Available

What you feel like doing depending on time of day etc.

4. Priority

What is the level of importance of the remaining actions?


The Threefold Model


This model states that at anytime you can be engaged in one of the three types of activities:

· Doing predefined work

· Doing work as it shows up

· Defining your work

It is important that you balance these 3 areas and don’t let one are take up most of your time. Particularly, it is important that you spend time defining work and completing this and not allow yourself to be sucked into only completing work when it shows up. In other words, you need to be more proactive and less reactive. 


The 6 Level Model

Lastly, you need to regularly review all your projects and actions to make sure that you are not overlooking an important area of your business or life. This is achieved by reviewing them in relation to the following 6 levels.


1. Current Actions


2. Current Projects


3. Areas of Responsibility


4. 1-2 year goals


5. 3-5 year goals


6. Life (Vision)
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