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DECEMBER  2009 : The Fundamentals of Time Management

There are 11 fundamentals to be found in all complete time management systems. When any of them is missing, it’s likely that a time management system will simply fall apart, destroying our peace of mind.

(Note that each of these are practices to be perfected by doing them over and over again, looking for small improvements. Imagine Michael Jordan sinking hundreds of free-throws, by himself, on a court - looking for small improvements.)

1. Capturing: placing time demands in reliable places for temporary storage, using as few places as possible, and never using one’s memory! These “reliable places” are called capture points. 

2. Emptying: moving time demands from capture points into other parts of the system frequently.

3. Tossing: deciding not to do certain items that don’t make sense, after further consideration.

4. Acting Now: immediately executing time demands that can be completed within 5 minutes.

5. Storing: placing information that needs to be used later in a safe place (such as a filing cabinet or Outlook folder).

6. Scheduling: deploying time demands into a calendar as a set of appointments.

7. Listing: sorting numerous time demands into lists that are too detailed to be scheduled in a calendar (e.g. a grocery list).

8. Interrupting: using physical or audible reminders to stop working on a task.

9. Switching: deciding which task to do next.

10. Warning: sending a signal when the time management system is about to break for some reason.

11. Reviewing: checking over the time management system to figure out how to effect continuous improvement.

Each of these fundamentals can be broken up into levels of expertise. Each individual must decide for themselves how they should implement each fundamental, based on their current habits, the demands of their company, the plans they have for their day, etc. 

Once the baseline of a time management system is established, it’s easy to set up an improvement program that is made up of the progress that one wants to make in each fundamental.

Top sports coaches do this all the time. Usain Bolt, who broke three world records in the Olympics, had the same potential he has now when he was 16.  His start was slow, his head would lean back and his feet were never straight but his coach developed a plan for all the fundamentals, and it took six years to correct them. Hard work on his habits produced the results we saw in Beijing - and no, it wasn’t the shoes!
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