
Time Management
Checklist

1. Read selectively

2. Make a list of key roles and things to perform within each of
these roles on a weekly as well as a daily basis

3. Have a place for everything and keep everything in its place

4. Deal with tasks in order of priority

5. Do one important thing at a time but several trivial things
simultaneously

6. Make a list of 5 or 10 minute discretionary tasks

7. Divide up large projects

8. Determine the critical 20% of your tasks

9. Save your best time for important matters

10. Reserve time in your day when others don't have access to you
11. Don't procrastinate

12. Keep track of time use

13. Set deadlines

14. Do something productive while waiting

15. Reach closure on at least one thing everyday

16. Do busy work at one set time during the day

17. Schedule some personal time

18. Don't worry about anything continually

19. Have long-term objectives

20. Be on the alert for ways to improve your management of time

Adapted from: Carlopio J, Andrewartha G, Armstrong H Developing Management Skills Pearson, NSW, 2001
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