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Self-Management System

INTRODUCTION

Most of us have a calendar, appointment book, address book, electronic organizer, “to do” list, and much more on our desk. This system has combined all of these elements into one tool in order to maximize space and time usage. It is designed to help you in every area of your life…spiritual, mental, physical, social, family, and career. Used correctly, it can afford you the time for those things you couldn’t squeeze in before…exercise, reading, recreation, and more time with loved ones.  We should constantly strive to have a well-balanced life in all of these areas.  
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The answer is to start now! DON’T PROCRASTINATE!
In this CD you will find the following documents:

1. Master Calendar

2. Projected Plans Page

3. Priorities Page

4. All-Purpose Page

5. Time Blocking Page

ASSEMBLING YOUR SYSTEM

To start, you will need an 8 ½” x 11” binder; three tabs labeled Monthly, Daily, and All-Purpose; and A - Z dividers. Place the items in your binder in the following order front to back as follows:

1. Monthly divider

2. Monthly Calendars

3. Daily divider

4. Projected Plans/Priorities Pages printed back-to-back with the projected plans showing to the left.

5. All-Purpose divider

6. All-Purpose Pages

7. A – Z dividers.

IMPLEMENTING YOUR SYSTEM

Your system is now ready for use…but before you get started, find a pencil (not a pen) and a BIG eraser. All entries should be made in pencil, since your priorities may change from moment to moment. Plus, always plan your day the night before to clear your mind and assure a good night’s sleep.

Monthly Calendars

Complete by filling in the months, years, and dates. Be sure to note that the system starts on Monday rather than Sunday, as most people work Monday through Friday, leaving weekends for leisure. Fill in the following:

1. Definite appointments

2. Major activities

3. Notes for future consideration

Priorities Page

Use this in conjunction with the Projected Plans Page to the left, so that your whole day’s schedule is before you. It is your “to do" list, and should be completed first. Fill in the day, month, and date at the top of each page for the entire month. Then do the following:

1. List everything that you need or want to accomplish the next day, except for definite time commitments, which will be listed on Projected Plans. Don’t worry about any sequence; just write down the tasks as you think of them. Also, record activities, as you are made aware of them, on the appropriate pages for future action.

2. Set your “A” and “B” priorities. 

a. “A” – things you must do, or you lose your credibility; 

b. “B” – things you should do, but you can put off until another time.

3. Number the “A” and “B” priorities in the order of importance and/or the best sequence of completion. You may want to put time projections to the right for the “A” priorities.

4. Only start on your “B’s” after your “A’s” are completed, unless logic allows otherwise. (i.e. you are doing an “A”, while you are out, you are close to where a “B” can be accomplished.)

5. Mark an “X” through the letter of the priorities you have completed.

6. Draw a line through those letters that have not been completed, and carry them forward to another day.

7. Use other symbols for the status of your priorities, such as:

“(”
not in, left message

“-“
no answer

“*”
busy signal

Projected Plans Page

This worksheet helps you get a better perspective on your entire day. Remember, use a pencil, because your plans may change with a phone call…YOU MUST BE FLEXIBLE.
1. Transfer activities from the Monthly Calendar. Never do this until the night before in case of last minute changes. Be sure to allow for traveling time, etc.

2. Schedule sleep and daily routine time

3. Schedule time for “A” priorities

4. Schedule personal time

5. Schedule an appointment with YOURSELF to plan the next day

6. Don’t overload your day…you will have interruptions, PLAN FOR THEM.

7. Review your entire plan the following morning.

8. Keep track of mileage and expenses as your day progresses. This will be advantageous if the I.R.S. audits you.

9. Record positive events that have happened during the day in the Accomplishments section. 

All-Purpose Page

This form may be the most valuable tool that you have, as it performs various functions. Once used, it should be filed in the A – Z dividers for further reference. Only blank pages should remain behind the All-Purpose divider. When you determine that you no longer have an immediate use for the filed form, remove it from your system, and place it in an appropriate storage binder. Listed below are some uses. Be creative!

1. Important outgoing calls

2. Important incoming calls

3. Ideas for future action

4. Personal interest information

5. Delegation and follow-up

6. Inter-office memos

7. Prospect records

8. Notes taken at seminars, meetings, etc.

9. Planning meetings

Time Blocking Schedule

The Time Blocking Schedule is designed to help you discipline yourself into a regular regimen for the week. Complete the form the way you feel a perfect week should be. (i.e. personal quiet time, exercise time, family time, business development time, etc.) The form should be placed in a sheet protector and be referred to before you plan your day so you can stay on track to achieve your goals.

REVIEW

The following steps should be taken daily to get maximum use from your system. Remember…plan your day the night before.

1. Complete the Priorities Page with “A” and “B” priorities

2. Number priorities by importance

3. Transfer activities from the Monthly Calendar to the Projected Plans Page

4. Schedule sleep and daily routine time

5. Schedule time for “A” priorities

6. Schedule personal time

7. Schedule time for planning 

8. Review your plan the following morning

9. Purge your system of useless material and file in an appropriate binder

10. Add Project Plans/Priorities Pages as needed. Don’t wait for the month to run out first

11. WORK YOUR PLAN!!

BONUS SECTION

The only items on your desk/work station should be your system and the current project with which you are working. To help you become more efficient, here is a step-by-step approach to cleaning your work area.

1. Stack all papers

2. Create holding files for future action

a. Correspondence

b. Reading

c. Projects

3. Determine which papers fall into these three categories

a. Decide when you will handle each piece

b. Note the subject and date on your Priorities Page

c. Note the proper category file on your Priorities Page

d. File in the holding file

4. Any remaining papers should be processed as follows:

a. File under own specific heading for future reference

b. Delegate with attached directions on All-Purpose Page

c. Discard what is left.

OBJECTIVE…HANDLE IT ONCE!!

In closing, we would like to thank you again for choosing our Self-Management System.  We feel that your productivity will be enhanced immensely.  

Wishing you continued success!
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