For:  DotCom Marketing
From:  Brick O’Neil

Topic:  Time Management Tips

1. Thank you for your interest in Time Management.   While you are waiting, please listen for Time Management Tips you can use starting today.  8.59

Don’t know where your time is going?  In addition to scheduling and tracking work and personal time on a spreadsheet, try to prioritize and combine several activities.   For more information, ask about additional Time Management Tips!  13.69 sec
2. What’s important in your life?  Try Prioritizing!  To ensure you don’t waste precious time in your day, make a ‘To-Do” list with those important tasks listed first with secondary tasks or trivial tasks afterward.  Paying the electric bill is bound to be more important than picking up new socks!  18.74 sec

3. Know what to do with your life? Have you set goals?  Each person should have goals set for themselves, specifically, short-term and long-term goals.  Short-term is within the next few months; while long-term is five to ten years in the future.  Be sure to ask for more detailed information!19.39 sec

4. What are your business goals for this year?  For the next five years?  Do you want to double your assets or employee ratio?  How about market dominance?  Time Management Tips will help in focusing your attention!  Ask how they can help your business grow!15.23 sec
5. Who are Time Management Tips for?  They are for everybody!  From stay-at-home moms and dads to bank executives, Time Management Tips can help anyone make more of their days.11.34 sec

6. Does procrastination stop you from completing your goals?  You may be putting off unpleasant tasks, which are eating away your time.  To ensure effective use of your time, complete these tasks first and move on to more pleasant ones.   Ask us about more Time Management Tips.17.28 sec

7. Do complex projects or tasks look too big to handle?  By breaking down the seemingly impossible project into smaller increments, the task may not look so daunting;  make each smaller task it’s own goal, then, when completed, you are closer to finishing the big project!18.29 sec

8. Difficult in making up your mind?  See a looming deadline approaching?  By sharing the deadline with a business partner or friend, then you have an extra set of eyes looking at the deadline.  This and more Time Management Tips can help you conquer your indecision. 17.61 sec
9. Fear of failure and fear of success are great time wasters for many people.  By focusing on the end result and on how you will feel when the project is done, you will have crossed the finish line in no time.  Ask about more Time Management Tips.  16.88

10. While you are being connected, please listen to one of our Time Management Tips.  4.59 sec
Does endless paperwork or e-mails seem to take over your day?  By setting aside and scheduling a block of time for those tasks, you free up valuable time during the day for more pressing tasks.  11.91 sec  
11. Are you too connected to the world?  Do you have an office phone, a home 

phone, 
cellular phone, pda, pager, fax, e-mail?  You may be too connected and wasting valuable time juggling your business and personal life.  Learn how to slow down your life and find yourself more productive in the process. 19.59 sec

12.  Find yourself running from one business meeting to another club’s meeting and then to an organization’s meeting?  Try cutting back those meetings that aren’t contributing to your career’s advancement or personal fun time.  For more Time Management Tips, be sure to ask.16.31 sec

13. Did you know that stress one of the biggest time wasters in our society today?  By learning stress management techniques, you can reduce the amount of time you waste by stressing out.  Learn about more Time Management Tips today.13.49 sec
14. By deciding on what the end goal should be and working towards that from the beginning of a project, you eliminate the chances of deviating from that path.  Find out more Time Management Tips today.  12.48

15. Is your organization losing time but everyone is busy?  By utilizing a planning board with each person’s in/out time, you can recapture those missing hours and see what a difference it makes.  Ask about more Time Management Tips today.  15.82 sec

16. Burning out by working too many hours or running endless family errands?  Try scheduling some ‘me time’ each day to rejuvenate yourself and you’ll feel and see a difference in your work and family time.  12.89 sec
17. Taking on too may projects by yourself and minimizing other’s input can delay the finish time.  By asking for help and delegating tasks, you will find yourself beating the deadline every time!  Ask about other ways of saving time.  14.59 sec

18. Are you a new manager or supervisor?  Are you communicating your ideas effectively or wasting time explaining yourself?  By utilizing better communication skills, you will find better Time Management.  Ask how communication skills can be used for better Time Management.  18.69 sec
19. Did you know that increasing your retention of information is a great Time Management technique?  By using SQ3R (Survey, Question, Read, Recite, Review), you will find more time on your hands.  Ask how SQ3R can be used for effective Time Management.  17.59 sec
20. How much is your time worth?  Are you using the time you have available effectively?  If you work long hours, you may be decreasing your worth-per-hour.  Ask about Time Management Tips to find out how to better utilize your working hours.15.79 sec
21. Don’t know where your time goes each day?  Try keeping an Activity Log.  Track your movements throughout the day, and this will show you where you are utilizing time ineffectively.  10.92 sec
22. Trying to write an epic novel between volunteering and working double over-time?  You may be over-extending yourself and wasting valuable time.  Try scheduling your available skills with available time, thus preventing time wasting activity.  16.04 sec
23. Have a goal in mind?  Try Action Planning!  Action Planning is a series of small steps that lead to a larger goal.  This is different from a To-Do list, where you list a series of individual goals that aren’t inter-related.  Ask for more Time Management Tips today.18.12 sec

24. Which is more important?  The five dozen emails, the three ringing phone lines or finding your pda with your day’s schedule?  By ranking tasks by level of importance, you save valuable time in your day.  13.20 sec
25. Forgot about the presentation that’s due next month?  By utilizing a planning grid for twelve months at a time, you can plan weekly and monthly goals to achieve, thus, monitoring your progress.  Ask about more Time Management Tips today.  15.76 sec

26. Don’t reinvent the wheel!  If you find someone else’s Time Management skills are better in an area where you are lacking, don’t be afraid to emulate them.  People appreciate time savers wherever they happen to come from!  14.19 sec

27. Have about twelve minor tasks sitting on your desk?  Try doing one at a time when you’re on hold or waiting for your next appointment to arrive.  You’ll find that throughout the day you’ve accomplished a lot more than you thought possible.  13.31 sec

28. By setting friendly competitions among co-workers or employees, you can have fun while performing dull or routine tasks.  Have the day’s or week’s winner win a new coffee cup or lunch!  Ask about more effective ways for Time Management.  15.40 sec
29. Did your boss just hand you an assignment fit for fourteen people?  By asking questions to clarify the job or expectations, you are asking for help on the assignment or relating the outcome may be less than expected without help.  For more information on Time Management Tips, ask today.  19.09 sec

30. Getting a lot of email?  Try sorting them into folders for easier handling and setting up a spam filter to weed out those nonsense emails.  For more Time Management Tips please stay on the line.  12.90 sec
