Time Management Preservation Statements:

1. What can I do for you?

2. I have a quick question…..

3. I only have a minute….

4. Before I let you go….

5. I won’t keep you…..

6. I want to give you my undivided attention, but I only have….minutes

Space management helps with Time Management:

1. How to begin….

a. Get Motivated

b. Get equipped

c. Get comfortable

d. Get realistic

e. Get Started

Your car will represent your home and office. Keep it neater than both! Fill it up…Get a wash!

When you have systems, you have peace of mind. If your life is “out of control”, find the slowest process and watch that, it’s what leads the speed of your life. It takes less time to finish a job. 

Look for ideas to control your organization. Look at a book called “The Goal.”

Ask your self these questions:

2. Should I keep…

3. Do I need it and why?

4. Could I easily get it elsewhere?

5. Would anything bad happen if I tossed it?

