How do we learn to manage our time?

· First, pray. 

· Take your schedule to God. 

· Set priorities and goals. 

· Eliminate unnecessary and inappropriate activities.

· Delegate as much as possible.

· Plan and schedule the use of your time – weekly and daily.

Daily Planning

· Pray over your schedule each day 

· In addition to “to do” lists, master lists are very helpful

· Keep to Your Schedule

· Your Daily Planner: A Time Management Tool

- Choose a daily planner that will best suit your style
- A day-to-a-page format

- Consider a loose leaf system so that you can add or remove pages

“A well maintained diary, given the nature of life and time, is anything but systematic or neat; it is full of tentative plans, plans re-planned, crossing-out, scribbled ideas and items suddenly remembered. The only diary system worth having has simplicity and flexibility; even then, it will be no more than a tool of time management. More important by far is a realistic attitude to planning...”

Getting Things Done, 
Roger Black
PAPER MANAGEMENT

“Paper mismanagement can cripple your ability to function effectively...The real cause of a paperwork crisis is a problem with decision making; picking up the same piece of paper five times and putting it down again because you can’t decide what to do with it. It is curious, but true, that many executives who are experienced in making decisions, feel stymied by individual pieces of paper.” 


The Organized Executive, Stephanie Winston

Sort your paperwork the first time you handle it.
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· Never handle a piece of paper more than twice
· Screen unnecessary paper

· Allocate a time for paperwork each day

· Focus on your action pile
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Meeting Management
· First, pray about the agenda. 

· Prioritize your agenda. 

· Remember your mission and purpose. 

· Distribute your agenda a few days before your meeting. 

· Allow others to contribute to your agenda. 

· Begin and end your meeting on time. 
· Set time limits for discussion. 

· Stick to the agenda. 

Sample Agenda 

	Topic
	Person Responsible
	Objective
	Time

	1. Approve    agenda
	Carla
	Decision
	3 min.

	2. Leaflets
	Diane
	Information 
	5 min.

	3. Success of      function
	Janet
	Celebration
	3 min.


Sample Action Sheet

	Item Number
	Topic
	Action & Time Frame
	Person Responsible

	1
	leaflets
	Approved printing 1000 by April 6 for retreat in June
	Diane

	5
	retreat
	Have retreat applications in churches no later than April 1
	Chelsea

	6
	next meeting
	Decided to meet March 28 at 3 pm
	Janet


“YOU” MANAGEMENT
· Good health is important

· Take time for relationships

· Make time for God

Allow God to be your time manager, give Him your plans, schedules, agendas, and programs.
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