ONE MORE HOUR PER DAY

By: Dr. Donald E. Wetmore

We all have 24 hours in our day, 7 days per week. And if you multiply that out, and my math is correct (I think it is because I’ve done the calculation a few times before!), that totals 168 hours per week.

No more.  No less. 

And the truth about time is that it can only be spent. It cannot be saved. (Did you ever have any time left over on a Sunday that you were able to use the following week?) And there’s only two ways to spend our time; wisely, or, not so wisely.

Our time is spent on “have to’s” and “want to’s.” Our time, like our money, can either be “spent” and it’s gone, or “invested,” and like seeds in the ground, will return abundance back to us in the future. Good Time Management is budgeting some of our time for “investing,” learning how to do it better and more effectively. “If you always do what you’ve always done, you always get what you’ve always got.”
It’s a good goal to improve on the entire twenty-four hours in our day, but just for now, think about improving on just one hour per day. If we can gain one additional hour per day either by doing what we already do, but do it more effectively or do something new, the payback will be enormous as we enjoy the “multiplier effect” of that savings.

A person making $50,000 per year who is wasting just one hour per day, five hours per week, or 250 hours per year, is creating a minimum loss of productivity valued at $6,250 per year. To be able to recapture that time and use it more effectively creates an annual return of 250 more productive hours or over 6 “free” workweeks during the next year.

“A problem well defined is 95% solved.” To recover some of your lost time, you need to know where your time is going. I recommend preparing a Time Log. Nothing fancy about this, just take a pad of paper and make a heading, “Time Log.”  As you complete each major task or spend a chunk of time, log it in on your list. Note the date and time, what you did, the length of time it took, and the rating: A=Crucial, B=Important, C=Little Value and D=No Value.

Run this for 3-5 days, as a shorter period may give you a distorted sense of what is really happening. Then analyze the results and almost always we will find chucks of time wasters that you can control and reduce. Your savings may come from reducing meetings, delegating more effectively, reducing interruptions, planning better, etc.

One immediate, major improvement most people can realize in their day is to improve their reading speed. The average person spends 2 hours per day reading. By learning the simple skill of speed reading, that reading time can be cut in half or you can read twice as much within the same amount of time.

WORK RULES

By: Dr. Donald E. Wetmore

When I was teaching Business Law full-time at Mercy College, I would have seniors in my classes who were getting serious about their futures and starting the interview process. I would let them know that I had identified three important work rules to help them shoot up the ladder of success in record time and with great enthusiasm, they would ask that I share these little pearls. 

Here are the three work rules that not only college seniors, but also any of us in the workplace can benefit from.

1. Show Up. Well, certainly “show up.” If you don’t show up, they don’t pay you! But beyond that, always display an attitude that gives confidence to management that you probably are going to be around for the long term. Some people complain and grouse as a natural part of their personality and may mean nothing by it. But is that sends out a message that maybe you won’t be here in a few months, it will adversely affect your future.
2. Show Up On Time. There is a “lateness acceptability factor” in our culture that says if you are late some of the time because of the weather, because of the traffic and then construction, or because of personal reasons, then it is “OK.” We are all late some of the time. But, if you show up late “some of the time,” it seems to me, you make yourself look “average,” just like everyone else. What if you are someone who is on time, all the time? (There are a few of them out there! They’re like Swiss watches, always on time, no matter what is going on.)
3. Show Up Prepared. The people you are competing with for your raise, for your promotion, typically grouse and complain about their job, the company, the people, etc., show up late some of the time, and show up unprepared. Start your day the night before by doing Daily Planning during which you make up a list of all the things you “have to” do but, more importantly, all the things you “want to” do. Prioritize those items in order of their importance. (A simple numeric system will work; put a “1” next to the most important item, a “2” next to the second most important item, etc.). Do it the night before so that when you go to bed, you go with a sense of certainty and control you would not ordinarily experience and a sense of anticipation about your day coming up. Then, the next morning, while others around you are trying to figure out what they are going to do for the day, not you, you planned it out the night before so that you can hit the deck on both feet running and moving forward.

YOU JUST MIGHT BE A WORKAHOLIC

By:  Dr. Donald E. Wetmore

Many wonder what it takes to be a workaholic. Now I’m not suggesting that being a workaholic is either a good thing or a bad thing but maybe it’s useful to determine if we are. There is really no one thing that would make one automatically qualify but, after thirty years as a full-time Professional Speaker, I have been able to unearth some of the symptoms.

If it frustrates you that they don’t allow laptops on a Ferris wheel, you may be a workaholic.

If you are looking forward to Christmas this year because you’ll decide to take that afternoon off, you might be a workaholic.

If you don’t drink any beverages during the day because you’ll lose time having to go to the bathroom, you might be a workaholic.

If a Pay-Per-View movie is your idea of a vacation, then you just might be a workaholic.

If twenty minutes is too long for a lunch “hour,” you might be a workaholic.

If hobbies are something you will get into when you “get the time,” you may be a workaholic.

If the only time you’ve had off in the last three years was to attend your favorite uncle’s funeral, you might be a workaholic.

If you wish you weren’t so stressed but know that you will feel better as soon as you “get over the hump,” you might be a workaholic.

If the color of one side of your golf bag has faded and is different from the other side of the bag, you might be a workaholic.

If you promised your spouse “this is the only Sunday I’ll work” more than three times in the last year, you might just be a workaholic.

If you bring your spreadsheets to your son’s football game, you may be a workaholic.

If you sense that the smiles from those around you are somewhat synthetic, you might be a workaholic.

If you’ve told yourself, “I can cut back of my hours anytime, if I wanted to” more than three times in the last six months, you might be a workaholic.

If you use your cell phone in the shower to return business calls in the morning before work, you might just be a workaholic.

If you don’t have a tan by July 15 each year, you may be a workaholic.

If it’s difficult to remember the last time you heard background music at a restaurant, you might be a workaholic.

If you set your alarm for 2:00 a.m. and 5:00 a.m. so you can check your voicemail, well, you just might be a workaholic.

If it bothers you that you are always at work before and after everyone else, you might be a workaholic.

If you can’t name your daughter’s favorite rock band, you just might be a workaholic.

If elderly people tend to make you impatient, you might just be a workaholic.

If people at cocktail parties seem to want to leave your conversation and “get another glass of wine” just when you were really getting into telling them about your job, well, you just might be a workaholic.

If it’s been a while since you felt guilty about missing yet another family dinner, you might be a workaholic.

If you carry family pictures in your wallet only to remind you what they look like, you might be a workaholic.

If you’re drinking your coffee in a dirty cup from yesterday, you just might be a workaholic.

If you haven’t gone home early in the last six months, you might be a workaholic.

If your idea of an intimate anniversary celebration is to take your spouse to a formal business dinner, you might be a workaholic.

If a clown is not so funny, an owl is not so wise, and you think that Peter Pan cannot really fly, you might be a workaholic.

If the last outrageous thing you did was over ten years ago, you might be a workaholic.

If a three-year-old girl holding a fluffy bunny under her arm doesn’t cause you to stop and watch, well, you just might be a workaholic.
TIME MANAGEMENT SECRETS

By: Dr. Donald E. Wetmore

I have spent most of the last thirty years researching, studying, writing and speaking about Time Management and Personal Productivity. I have learned a whole lot and my full-time mission now is to share that knowledge through my writings, seminars, consulting and keynotes with people who want to get more done in less time in their business and personal lives.

One important lesson I learned is that there are three simple, yet powerful Time Management Secrets. Knowing these will go a long way to helping you to better manage your time each and every day and get more done in less time and with less stress.

1. We All Have Too Much To Do. Almost everyone I speak with tells me they have more to do than time permits. This says a lot of good things about you. That you have too much to do means many have entrusted a lot to you. People who seldom have enough to keep them busy and are always looking for things to do may not have earned this level of confidence from others.
2. There Is Never Enough Time For Everything. If you have too much to do, by definition, you will not have enough time for everything. In fact you will only accomplish but a tiny fraction of what you will want to accomplish in your lifetime. You will leave undone far more than you ever get done in this world. Your life is going to be like a sandy beach. Take one grain of sand and let that represent all that you accomplish in your lifetime. The other billions of grains of sand will represent all of the other things you might have done.
3. While There’s Never Enough Time For Everything, There’s Always Enough Time For The Important Things. Early in our marriage, my wife and I were both working, our social life was packed and we didn’t seem to have a spare five-minute block of time in our days. Soon we were to receive our first daughter and a few weeks before she came to us my wife and I were agonizing over how to find the time to take care of this new addition to our family. Babies, they take a lot of time! But what happened? Jennifer came along and we made the time for her. Did we still have a social life? Sure, but it was different. Three years later, our second child Pam arrived, and once again, we found the time to attend to this new responsibility and still have time for other things. 

While there is never time for everything, there always seems to be time for the most important things in life. “Necessity is the mother of invention.”
But you don’t have to wait until circumstances come upon you forcing you to attend to the most important things in your life. You can do it now. Each day in Daily Planning, identify the most important things you want to get done in your day. Place a high priority of those items and leave undone the less important things. 

SOME TIME SAVERS

By: Dr. Donald E. Wetmore

In my Time Management seminars which I have conducted for more than 100,000 people from around the globe, I show people how to get more done in less time, with less stress; to help them have more time for the things they want to do in their work and business lives.

If you can recapture a wasted hour here and there and redirect it to a more productive use, you can make great increases in your daily productivity.

Here are five of the techniques I share in our Time Management seminars, each one of which will help you to get at least one more hour out of your day of additional productive time.

1. Maintain Balance. Your life consists of Seven Vital Areas: Health, Family, Financial, Intellectual, Social, Professional, and Spiritual. You will not spend equal amounts of time in each area or time every day in each area. But, if in the long run, you are spending a sufficient quantity and quality of time in each area, then your life will be balanced. But ignore any one of your areas, (never mind two or three!) and you will get out of balance and potentially sabotage your success. Fail to take time now for your health and you will have to take time for illness later on. Ignore your family and they may leave you and cost you a lot of time to re-establish relationships. 

2. Get The Power Of The Pen. A faint pen has more power than the keenest mind. Get into the habit of writing things to do down using one tool (a Day-Timer, pad of paper, Palm Pilot, etc.) Your mind is best used for the big picture rather than all the details. The details are important, but manage them with the pen. If you want to manage it you have to measure it first. Writing things down helps you to more easily remember all that you need to accomplish. 

3. Do Daily Planning. It is said that people do not plan to fail but a lot of people fail to plan. Take the time each night to take control of the most precious resource at your command, the next twenty-four hours. Plan your work and then work your plan each day. Write up a To Do list with all you have to’s and all of your want to’s for your next day. Without a plan for the day, you can easily get distracted, spending your time serving the loudest voice rather than attending to the most important things for your day that will enhance your productivity.

4. Prioritize It. Your To Do list will have crucial and not crucial items on it. Despite the fact most people want to be productive, when given the choice between crucial and not crucial items, we will most often end up doing the not crucial items. They are generally easier and quicker than crucial items. Prioritize your To Do list each night. Put the #1 next to the most important item on your list. Place the #2 next to the second most important item on your list, etc. Then tackle the items on your list in order of their importance. You may not get everything done on your list, but you will get the most important things done. This is working smarter, not harder, and getting more done in less time.

5. Control Procrastination. The most effective planning in the world does not substitute for doing what needs to be done. We procrastinate and put off important things because we don’t sense enough pain for not doing it or enough pleasure to do it. To get going on something you have been putting off, create in your mind enough pain for not doing it or enough pleasure to do it. I prefer the pleasure approach. Take a procrastinated project and turn it into to a game. Work with one thing in front of you at a time so other things won’t distract you. (“Out of sight, out of mind.”) Break it down to little bite-sized, manageable pieces. Get it started, take the first step and you will likely continue it to completion.
50 SPECIFIC TIPS TO IMMEDIATELY INCREASE YOUR PRODUCTIVITY

By: Dr. Donald E. Wetmore

1.   Plan your day - every day.

2.   Prioritize “things to do.”
3.   Get up early - organize thoughts.

4.   Practice good humor.

5.   Exercise daily.

6.   Join your professional association.

7.   Work with a clean desk.

8.   Set your training budget.

9.   Make goals specific in terms of quantity and deadline.

10. Develop health goals.

11. Develop family goals.

12. Develop financial goals.

13. Develop intellectual goals.

14. Develop social goals.

15. Develop professional goals.

16. Develop spiritual goals.

17. Maintain balance in all 7 Vital Areas.

18. Develop Basic Values list.

19. Avoid late night news and negativity.

20. Avoid first morning news and negativity.

21. Don't be a complainer.

22. Plan “goof-off” time.

23. Plan adequate sleep time.

24. Leave early - be on time.

25. Establish reading program.

26. Take lunchtime daily.

27. Plan and take vacations.

28. Prepare a goal scrapbook.

29. Positive thoughts first 15 minutes of day.

30. Inspirational reading daily.

31. Inspirational music daily.

32. Be conscious of your good appearance.

33. Go for morning walk - see world wake up.

34. Be networking conscious.

35. Overload your days.

36. Use 20/80 rule to your advantage.

37. Work on one item at a time.

38. Eat a good breakfast.

39. Set out clothes night before.

40. Do nightly 30-second review.

41. Regular medical physicals.

42. Don't believe in “Someday I'll. . ..”
43. Be informed on world events.

44. Monitor TV quantity and quality.

45. Listen to educational tapes in your car.

46. Delegate all that can be delegated.

47. Put goals into writing.

48. Put Basic Values into writing.

49. Keep your calendar/schedule with you.

50. Do daily planning the night before.

51. Always do a little more than required.

