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 To define the “flow” nature of time 
 To identify factors that lead to waste of time
 To experiment with Alan Lakein’s methods of 
identifying priorities in work and life
 To illustrate the drawbacks of simple planner and 
“to-do list” use in time management
 To suggest strategies for prioritizing goals and tasks 
and managing projects through blocking out time
 To compile a list of strategies that help us with 
procrastination



 Everyone gets 24 hours a day, no more, no less.
 Time cannot be stocked up for use in the future.
 The problem of “not enough time” can be one or 
more of the following:
 Priority issues
 Flow management issues

Is it really that simple?

In a way, yes it is!!



 Take 1 minute to write down your lifetime goals.  
Don’t think, just write.
 Now, take 30 seconds to edit that list.
 Take 1 minute to write down your goals in the next 
six months.
 Now, take 30 seconds to edit that list.
 Now take a minute to write the list of what you 
want to do if you have six months left to live:
 Your arrangements (will, funeral, guardianships, etc. ) are done
 You’re not going to have a lingering illness before you die

Lakein, A.  (1973).  How To Get Control of Your Time and Your Life.  New York: Signet 
Books. 



 How far ahead do you look in your planner to see 
when  the deadlines for important items are?
 Does your planner block out time to spend on the 
tasks that take you toward your most important 
goals?
 Enough time to accomplish all the tasks you have to do to meet 

the deadline in time
 Blocks of at least two hours at a time for “high-cognitive” tasks 

so that you don’t waste time in setting-up

 Does your planner remind you to be at the right 
place to do the tasks?



 Does it include tasks that contribute to
 Your life goals?  
 Your short-term goals?

 Can you tell the difference between tasks that are:
 Vital to your goals?
 Secondary to your goals?

 Do you look at it often enough that it’s guiding you 
to prioritize your time?



 Start with your goals lists:
 “A” goals: Absolutely vital to accomplish
 “B” goals: Not absolutely vital to do now, but contribute to your 

“A” goals in some way
 “C” goals: Not absolutely vital; very discretionary

 Now look at your planner:
 Write “A” goal deadlines in first
 Block out time to accomplish the tasks toward the “A” goals
 Then pencil in the “B”, “C” goals

 The daily “To-D0” list:
 Should be made by consulting your planner now that it has 

blocked out time for “A” and “B” goals
 Can also be prioritized using the “A,B,C” code

Lakein, A.  (1973).  How To Get Control of Your Time and Your Life.  New York: Signet 
Books. 



 Procrastination often happens because of feelings:
 Feeling overwhelmed by the task
 Disliking the task

 Distractions have more power over us when we:
 Procrastinate
 Have unclear priorities

Now, let’s come up with strategies to fight 
these time-wasters!!


