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Roasting the sacred cows
of time management!

HANDLING PAPER

Sacred Cow: “Handle each piece

of paper once”

Reality: bt always depends on what a plece of
paper says; you may heve to handle some
Prapess 25 times! Yet the aptimal number of
s B handle most pleces of paper ks 2ER(:
don't let them cross your desk in the first
place. Get aff malling lists, prescreen volr
mail, and guard your in-hasket.

REDUCING CLUTTER

Sacred Cow: “When in doubt, throw it out”
Rpality: Useallynot bad advice, bul voushould
hang an 1o things that you sense have future
walue. Packupand sbore current nonessentials
and make 3 note on your calendar to check
thens again ned season. Then declde i they
Aill deserve refention o disposal,

BEING MORE EFFICEERT
Sacred Cow: "Speed read,

speed llsten, speed beam”™

Feeatie Hcan be harmul for you bo aceelerate
basee persomal funchicning. Operate af & rate
that i coebortable for vou and get a good
night’s sleep every might, starting tonight, The
fach s, gofng too fast and doing three things at
ence is lhe very rezson most of us feel ot of
control of oor time. S0 shw down, enjoy
youerself, ad finish ane thing bebore you move
on to the next.

MANAGING ¥OUR SCHEDULE

Sacred Cow: “Use sophisticated
scheduling toats”

Reafily: Any system far [mpraving
scheduling, such as electronlc calendars or
eaecilive pianmers, will fail you as soon
a5 yau don't keep it cament. Seccessiul
people closely follow 2 handfl of
imporiant projects and priorifies . . .
and hawe the guis to leave the rest aloane,




