CREATING TIME

What to do right now?

Once you have organized your tasks into a system, you are better able to decide what to do at any particular
moment. This flowchart can help you step through the choices.
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IMAGINE YOURSELF TOMORROW

If it’s urgent, you might have to drop everything
and do this. But there is a cost to making that
decision: what are you deciding not to do in
order to do this?

If you put it on the calendar, you put it there for
a reason, so it’s probably the thing to do. If you

have to postpone it because of something thot's
on fire, decide now where to reschedule it.

Your up-to-date Next Action list is the next place
to go. Scon the list. What's tugging ot you?
What deadlines are approaching. Toke the
possibilities, and apply the “"Do you have” test.

Match the task to: the time you have available
versus the time required; the mentol and
physical energy you have available versus the
energy required; the tools you haove available
versus the tools you need to be effective; and
the place you are (or the place you are going to
be) versus the necessary or ideal environment.

Apply your instinct and experience, based on the
four factors above, along with your macro focus
(your larger gools).

Moaoke the best decision you cen. The more you
operate this way, the better you will be able to
make these decisions without consciously
engaging in this process.
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