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11 The Big PictureThe Big Picture11 The Big PictureThe Big Picture
Understand that youUnderstand that youUnderstand that you Understand that you 
cannot manage time, you cannot manage time, you 
can only manage yourself.can only manage yourself.



22 The Big PictureThe Big Picture22 The Big PictureThe Big Picture
•• Be aware of bad habits.Be aware of bad habits.
Get rid of them.Get rid of them.Get rid of them.Get rid of them.

•• Up to 90% of our behaviorUp to 90% of our behaviorUp to 90% of our behavior Up to 90% of our behavior 
is based on our habits.is based on our habits.



33 The Big PictureThe Big Picture33 The Big PictureThe Big Picture
•• Install new habits.Install new habits.

•• It typically takes about 21 It typically takes about 21 
days to install a new habit.days to install a new habit.yy

We are what we repeatedly do. We are what we repeatedly do. 
Excellence, therefore, is not an Excellence, therefore, is not an 
act, but a habit. act, but a habit. 
-- AristotleAristotle



44 The Big PictureThe Big Picture44 The Big PictureThe Big Picture
Take 30 minutes to plan your week. Take 30 minutes to plan your week. 
•• Reconnect to your missionReconnect to your mission•• Reconnect to your mission Reconnect to your mission 
and block time for your goals.  and block time for your goals.  
•• ROI = 4ROI = 4--1.  1.  



55 The Big PictureThe Big Picture55 The Big PictureThe Big Picture
T k 10 i t t th d fT k 10 i t t th d fTake 10 minutes at the end of your Take 10 minutes at the end of your 
day to plan the following day.  day to plan the following day.  

•• Know your CI for the next day.  Know your CI for the next day.  



66 It’s all about focusIt’s all about focus66 It s all about focusIt s all about focus
What is the most important What is the most important 
question you can ask yourself?question you can ask yourself?q y yq y y

“Is what I’m doing the highest and“Is what I’m doing the highest andIs what I m doing the highest and Is what I m doing the highest and 
best use of my time right best use of my time right now?” now?” 



77 It’s all about focusIt’s all about focus77 It s all about focusIt s all about focus
Learn to manage interruptions.Learn to manage interruptions.

If you cannot manage your If you cannot manage your 
i i illi i illinterruptions you will never interruptions you will never 
be able to focus on anything.be able to focus on anything.



88 It’s all about focusIt’s all about focus88 It s all about focusIt s all about focus
Stop interrupting yourself!Stop interrupting yourself!

Cl dCl d•• Close your door.Close your door.

•• Create visual cuesCreate visual cues•• Create visual cues.Create visual cues.

•• Give your team permission Give your team permission y py p
to help you!to help you!



99 It’s all about focusIt’s all about focus99 It s all about focusIt s all about focus

Listen to music.Listen to music.



1010 It’s all about focusIt’s all about focus1010 It s all about focusIt s all about focus
Put an end to “Lurk & Blurt!”Put an end to “Lurk & Blurt!”Put an end to “Lurk & Blurt!” Put an end to “Lurk & Blurt!” 

•• Ask your team to batch their Ask your team to batch their 
questions.questions.qq

•• Batching is a great teaching Batching is a great teaching g g gg g g
tool.tool.



1111 It’s all about focusIt’s all about focus1111 It s all about focusIt s all about focus
Huddle, baby, huddle.Huddle, baby, huddle.

•• StandStand--up meetings.up meetings.

15 minutes before15 minutes before•• 15 minutes before 15 minutes before 
lunch and 15 minutes at lunch and 15 minutes at 
the end of the day.the end of the day.



1212 It’s all about focusIt’s all about focus1212 It s all about focusIt s all about focus
Create a Power Hour for yourselfCreate a Power Hour for yourselfCreate a Power Hour for yourself.Create a Power Hour for yourself.

ThTh thi kthi k t lt l•• The more you The more you thinkthink you can control  you can control  
your calendar, the more you will try your calendar, the more you will try 
to control it and the more youto control it and the more you willwill

•• Similar tasks can be done up to 4 times Similar tasks can be done up to 4 times 

to control it and the more you to control it and the more you willwill
control it.control it.

pp
faster.faster.



1313 It’s all about focusIt’s all about focus1313 It s all about focusIt s all about focus
Chunk it down.Chunk it down.

•• 15 to 30 minutes of focus 15 to 30 minutes of focus 
are better than none.are better than none.

•• Even 5 to 10 minutes of Even 5 to 10 minutes of 
focus can make a difference.focus can make a difference.



1414 It’s all about focusIt’s all about focus1414 It s all about focusIt s all about focus
Get ready for vacation.Get ready for vacation.



1515 Don’t let clientsDon’t let clients
run your liferun your life1515 run your liferun your life

Fire a few clientsFire a few clients
Remember: The 80/20 Rule!Remember: The 80/20 Rule!
Fire a few clients.Fire a few clients.

TIMETIME

A & BA & B C & DC & D

TIMETIME

INCOMEINCOME



1616 Don’t let clientsDon’t let clients
run your liferun your life1616 run your liferun your life

Focus on your best clients.Focus on your best clients.

•• Treasure your A&B Treasure your A&B 
clients.clients.clients.  clients.  

•• Focus on getting more Focus on getting more g gg g
of them!of them!



1717 Don’t let clientsDon’t let clients
run your liferun your life1717 run your liferun your life

Hold those calls!Hold those calls!

Set aside time Set aside time 
t t llt t llto return calls.to return calls.



1818 Don’t let clientsDon’t let clients
run your liferun your life1818 run your liferun your life

Use a “Designated Hitter”Use a “Designated Hitter”Use a Designated Hitter  Use a Designated Hitter  
and “Preand “Pre--emptive Strikes.” emptive Strikes.” 

•• A “DH” is your rightA “DH” is your right--hand person, hand person, 
introduced during the initial introduced during the initial 

•• A preA pre emptive strike is a call to youremptive strike is a call to your

gg
consultation.consultation.

•• A preA pre--emptive strike is a call to your emptive strike is a call to your 
client BEFORE your client calls you.client BEFORE your client calls you.



1919 Don’t let emailDon’t let email
run your liferun your life1919 run your liferun your life

Keep your inbox close to empty.Keep your inbox close to empty.

S t id ti t i &S t id ti t i &•• Set aside time to review & Set aside time to review & 
respond.respond.

•• Move email to the appropriate Move email to the appropriate 
f ld hf ld hfolder as soon as you have folder as soon as you have 
read it.read it.



2020 Don’t let emailDon’t let email
run your liferun your life2020 run your liferun your life

Create folders that workCreate folders that work for youfor youCreate folders that work Create folders that work for you.for you.
-- DeadlinesDeadlines
-- ASAPASAP
-- DelegatedDelegated
-- ClientsClients

--Folder for each clientFolder for each client
SubfoldersSubfolders--SubfoldersSubfolders

-- ArchiveArchive
-- ReferenceReferenceReferenceReference



2121 Don’t let emailDon’t let email
run your liferun your life2121 run your liferun your life
RightRight click to add contactsclick to add contactsRightRight--click to add contacts.click to add contacts.



2222 Don’t let emailDon’t let email
run your liferun your life2222 run your liferun your life

If you’re not on an Exchange server If you’re not on an Exchange server 
your email to “send/receive” only your email to “send/receive” only 
every 60 minutes.every 60 minutes.

Cli k T l th O tiCli k T l th O ti•• Click on Tools, then OptionsClick on Tools, then Options



2323 Don’t let emailDon’t let email
run your liferun your life2323 run your liferun your life

Turn off email alarms & noticesTurn off email alarms & noticesTurn off email alarms & notices.Turn off email alarms & notices.

•• Click on Tools, then OptionsClick on Tools, then Options, p, p



2424 Gimme a break!Gimme a break!2424
Take “Strategic Pauses.”Take “Strategic Pauses.”

•• No more than 30 seconds.No more than 30 seconds.

•• Every 30 minutes or 60 Every 30 minutes or 60 
minutes at the mostminutes at the mostminutes at the most.minutes at the most.



2525 Gimme a break!Gimme a break!2525
Take a walk.Take a walk.



2626 Software & the webSoftware & the web2626
GetGet and useand use casecaseGet Get and useand use case case 
management software.management software.

•• CredenzaCredenza

A iA i AttAtt•• Amicus Amicus AttorneyAttorney

•• Clio or Rocket MatterClio or Rocket Matter•• Clio or Rocket MatterClio or Rocket Matter

•• NeedlesNeedles

•• Client ProfilesClient Profiles



2727 Software & the webSoftware & the web2727



2828 Software & the webSoftware & the web2828
Check out Adobe Acrobat 9Check out Adobe Acrobat 9Check out Adobe Acrobat 9Check out Adobe Acrobat 9

FlashFlash•• FlashFlash
•• Forms CreationForms Creation
•• RedactionRedaction
•• Bates numberingBates numberinggg
•• Shared reviewShared review



2929 Software & the webSoftware & the web2929
B i di t ti i t th 21B i di t ti i t th 21ststBring your dictation into the 21Bring your dictation into the 21stst

Century.Century.

•• Dragon Naturally SpeakingDragon Naturally SpeakingDragon Naturally SpeakingDragon Naturally Speaking

speakspeak rite comrite com•• www.speakwww.speak--write.com write.com 



3030 Software & the webSoftware & the web3030
Know where you’re going.Know where you’re going.

•• Google Maps now offers Google Maps now offers 
mobile maps trafficmobile maps trafficmobile maps, traffic mobile maps, traffic 
conditions, and directions.conditions, and directions.



3131 Software & the webSoftware & the web3131
Get Get and useand use antianti--spyware spyware 
software!software!software!software!

•• MalwarebytesMalwarebytesMalwarebytesMalwarebytes

•• Avast!Avast!

•• Microsoft AntiMicrosoft Anti--spywarespyware



3232 Software & the webSoftware & the web3232

Get Google Desktop.Get Google Desktop.



3333 Software & the webSoftware & the web3333
SkSkSkypeSkype

•• Calls and video conferences Calls and video conferences 
f t f ff t f ffrom your computer for free.from your computer for free.



3434 Anything David AllenAnything David Allen3434 y gy g

Know your “Next Action.”Know your “Next Action.”

•• Clarity Clarity 

•• AccountabilityAccountability•• AccountabilityAccountability

•• ProductivityProductivityProductivityProductivity



3535 Anything David AllenAnything David Allen3535 y gy g

Apply Allen’s “2 Minute Rule.”Apply Allen’s “2 Minute Rule.”

•• If it will take less than 2 If it will take less than 2 
minutes, do it right away.minutes, do it right away., g y, g y

•• If not, defer it or delegate it.If not, defer it or delegate it.



3636 Anything David AllenAnything David Allen3636 y gy g

U SMART l f d l tiU SMART l f d l tiUse SMART rules for delegation.Use SMART rules for delegation.

•• SpecificSpecific•• SpecificSpecific
•• MeasurableMeasurable
•• AccountableAccountable

R li tiR li ti•• RealisticRealistic
•• TimelinedTimelinedTimelinedTimelined



3737 Anything David AllenAnything David Allen3737 y gy g

Take your reading with youTake your reading with youTake your reading with you.Take your reading with you.

Get a Get a Kindle or an iPad.Kindle or an iPad.



3838 Anything David AllenAnything David Allen3838 y gy g

Organize “to do” lists by context.Organize “to do” lists by context.

•• Phone callsPhone calls

•• EmailsEmails

P t b i dP t b i d•• Papers to be signedPapers to be signed



3939 Anything David AllenAnything David Allen3939 y gy g

Use 43 FoldersUse 43 Folders

•• For the techies and nonFor the techies and non--techies among us.techies among us.

Use 43 Folders.Use 43 Folders.

gg

•• 1 folder for each day in the month;              1 folder for each day in the month;              
1 folder for each month in the year = 431 folder for each month in the year = 431 folder for each month in the year  431 folder for each month in the year  43

•• The system has even spawned a blog: The system has even spawned a blog: 
www 43folders comwww 43folders comwww.43folders.comwww.43folders.com



4040 Anything David AllenAnything David Allen4040 y gy g

Try the GTD addTry the GTD add--in forin forTry the GTD addTry the GTD add--in for in for 
Outlook 2003, 2007 & Vista.Outlook 2003, 2007 & Vista.

It will help get your It will help get your p g yp g y
Inbox organized Inbox organized ––
PRONTO.PRONTO.PRONTO.PRONTO.



4141 Crank it up!Crank it up!4141 pp

E t Th t F !E t Th t F !Eat That Frog!Eat That Frog!

Your “Frog” is the thing Your “Frog” is the thing 
you are most likely toyou are most likely toyou are most likely to you are most likely to 
procrastinate on.procrastinate on.



4242 Crank it up!Crank it up!4242 pp

G t d di it l dG t d di it l dGet a good digital recorder.Get a good digital recorder.

S ICDS ICD SX68DR9SX68DR9 thth•• Sony ICD Sony ICD SX68DR9 SX68DR9 or other or other 
recorder compatible with recorder compatible with 
Dragon Naturally Speaking.Dragon Naturally Speaking.

S # 29S # 29•• See # 29.See # 29.



4343 Crank it up!Crank it up!4343 pp

Use your car as your classroom.Use your car as your classroom.

•• Listen to audio CLEListen to audio CLE

Fi tiFi ti•• FictionFiction

•• Business selfBusiness self--improvementimprovement•• Business, selfBusiness, self--improvementimprovement

•• www.audible.comwww.audible.com



4444 Crank it up!Crank it up!4444 pp

Get intolerant!Get intolerant!Get intolerant!Get intolerant!
Eliminate your tolerations.Eliminate your tolerations.
What is a toleration?What is a toleration?What is a toleration?What is a toleration?
•• Messy desk, officeMessy desk, office

Dented fenderDented fender•• Dented fenderDented fender
•• Scratched wallScratched wall
•• Broken staplerBroken staplerBroken staplerBroken stapler
•• Overdue dentist/doctor visitOverdue dentist/doctor visit
•• OutOut--ofof--control junk drawercontrol junk drawerjj
•• Broken wheel on your chairBroken wheel on your chair



4545 Crank it up!Crank it up!4545 pp

Take “Essential Breaks ”Take “Essential Breaks ”Take “Essential Breaks.”Take “Essential Breaks.”
•• Only 2Only 2--3 minutes3 minutes
•• Deepen and relax your breathingDeepen and relax your breathing
•• Change your view; catch some lightChange your view; catch some light

RR b l tb l t•• ReRe--balance your posturebalance your posture
•• Sip ice waterSip ice water
•• Enjoy a moment of humorEnjoy a moment of humor•• Enjoy a moment of humorEnjoy a moment of humor
•• Add some inspirationAdd some inspiration
•• Eat smart: midEat smart: mid--morning & midmorning & mid--afternoonafternoonEat smart: midEat smart: mid morning & midmorning & mid afternoonafternoon



4646 Crank it up!Crank it up!4646 pp

Take 15 minutes for yourself Take 15 minutes for yourself 
at the end of the day.at the end of the day.yy



4747 Crank it up!Crank it up!4747 pp

L t “N ”L t “N ”Learn to say “No.”Learn to say “No.”

O h b iO h b iOnce you have a burning Once you have a burning 
“yes” inside you about “yes” inside you about 
what’s truly important, it’s what’s truly important, it’s 
very easy to say “no” to the very easy to say “no” to the y y yy y y
unimportant. unimportant. 
-- Stephen CoveyStephen Covey-- Stephen CoveyStephen Covey



4848 And finally . . .And finally . . .4848 yy

Have fun!Have fun!e fe f
“People rarely succeed“People rarely succeedPeople rarely succeed People rarely succeed 
unless they have fun in unless they have fun in 
what they are doing ”what they are doing ”what they are doing.what they are doing.

-- Dale CarnegieDale Carnegiegg
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