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Goal for Today

Two Changes
Must Happen
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The way you do things
and the tools you use

The way you think and
what you tell yourself
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Would You Build a House Without a Plan?

• Your time is your most valuable
and limited resource

• So, doesn’t it make sense to 
have a plan to optimize the use 
of your time?
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Let’s Start With . . .

The way you do things
and the tools you use
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A Major Challenge for Everyone

Managing the endless personal 
workload
- - The endless list of stuff that 
needs to be done every day.
 The powerful effective tool for 

solving this challenge is . . . 
Compartmentalization
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Compartmentalization
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Complete a Time Study
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Step 2
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Step 3
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Where Are You Spending Your Time?

Not Important, but 
Urgent

Important and 
Urgent

Not Important and 
Not Urgent

Important,  but Not 
Urgent

Important

U
rg

en
cy

Distraction

Delusion

Delegate
or 

Eliminate
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Delegate & Elevate

Love / Not 
Important

Love it / Important

Don’t Like / 
Not Important

Don’t Like /
Important

Importance

Ho
w

 M
uc

h 
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u 
En

jo
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it

Distraction

Delusion Invest more
Time Here
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Default Diary/ Calendar
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Default Diary / Calendar

• Reserve Time Blocks for Highest Priority Tasks
• but commit to making them “Non-negotiable” appointment with 

yourself
• Implement slowly 

• Start with just a few time blocks each week
• And add more over time
• Leave times open for unforeseeable events and demands

• Remember:  It takes many repetitions and uncompromising 
commitment to create new habits.
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Level 10 Meeting Agenda

• Good News – 5 Min
• Score Card – 5 Min
• Rocks Review – 5min
• To Do List – 5 Min
• Issues – 35 Min

• Identify, Discuss, Solve
• New To Do’s
• Wrap Up – 5 Min

• Recap New To Do’s 
• Rate Meeting (1 – 10)

The Rule: Everyone Comes
Prepared

One Hour

Goal: 90%+ 
Completed
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Make Meetings Valuable

• Start on Time/End on Time
• Everyone Comes Prepared
• Stay on Track / Stay on Focus
• Use:  Level 10 Meeting Agenda
• Score each meeting 

on a scale of 1 - 10
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Time For a Mind Shift

The way you think and
what you tell yourself
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Unconscious
Incompetent

Conscious
Incompetent

Conscious
Competent

Unconscious
Competent

The Four Steps of Learning
Must  

become 
Habit!!

Become 
Aware

Create & 
Learn New 

Process
If you don’t 
change your 

habit
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Habits

• Bad habits aren’t easy to change
- - - But It can be done - - If you really want it.

• Good habits are hard to create
- - - But achievable with commitment.

• Question: How many repetitions
does it take to replace a Bad Habit with a Good Habit?

• Answer: As Many as 300 times!
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The Power of Mind Set

Your Mindset either contributes or detracts from your ability 
to successfully manage your time

• The one person we talk to throughout the day is OURSELVES
• Your inner dialogue possesses the power to:

• Propel you to higher levels, or
• Be the monkey on your back
wrenching things to a grinding halt
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Four Ways You May Be Holding Yourself Back
• Poor Affirmations
• Not being there now

• “I Will” rather than “I Am”
• Telling yourself “I Will” is the same as telling yourself that you aren’t 

doing it now.
• Killer words

• Using self-defeating statements like “I can’t”,  “I don’t have the time”, or 
“I need”, “I have too much to do”

• Negativity
• Entrepreneurship requires you to see the silver lining because there 

always is one.
• Successful people are a by-product of failures they have overcome.  

So, get over it. Rise with a smile on. You can do it!
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Wrap Up:
The way you do things
and the tools you use

• Compartmentalize 
your “stuff”

• Complete a Time Study
• Decide what to 

delegate or eliminate
• Create & use a default 

diary/calendar
• Implement Level 10 

Meetings
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Wrap Up:
The way you think and
what you tell yourself

• Make changes and 
stick with them until 
they become 
permanent habits

• Adjust your thinking 
about yourself

• Keep your promises 
and commitments to 
yourself

• YOU CAN DO THIS!
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Thank you!
For more info please contact me at…

503-828-7563
terry@sbgpinc.com
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