Activity: If You Don’t Take Time to Plan, You Are Planning To Waste Time
Objective: Categorize weekly activities into 

Covey’s Time Matrix
Tasks

1. Team members choose roles (outlined below)

2. Team members create a list of weekly activities
3. Team members categorize these activities into Covey’s Time Matrix as Urgent/Not Urgent/Important/Not Important
Deliverables

· Team reporter reports on the team matrix.
· Team reflector reports on team workings.

· Team recorder completes team Time Matrix

· Team leader monitors time, and makes sure everyone is having fun and participating.

Criteria for Success

· Team members gain insight into their priorities.
· Common time challenges identified by each team.

Resources

· Empty Time Matrix
· Fifteen minutes
· The Team Manager is responsible for ensuring that the team achieves its goals on time.

· The Team Recorder is responsible for documenting group activities.

· The Team Reporter is responsible for disseminating group consensus.

· The Team Reflector is responsible for development of the team's process skills.
· The Team Explorer is responsible for expanding the team’s focus and providing technical assistance.

Time Management Ideas

1. Anything worth doing is going to take longer than you think. Allow yourself some extra time. Set aside time every week for important priorities that require blocks of creative time.

2. Beware of the seductiveness of easy-to-do and less-important tasks. Start every day with the most important thing you have to do.

3. Break the habit of writing things on numerous scraps of paper or sticky note pads. Write notes in the appropriate place the first time.

4. Always add at least an hour each day to your schedule for interruptions from phone calls, questions, searching, and other time-robbers.
5. List the most unpleasant task as your first chore of the day, and then do it.

6. Learn the difference between urgent and important. Urgent things nag at you loudly, but they may not be genuinely important. Important items may be continually delayed because they don’t make much noise.

7. Clear your desk at the end of each day, even if you’re in a busy period.

8. View your work/school life as a puzzle with too many pieces. Throw some out.

9. Your first obligation is to look out for yourself and your family, your interests and your priorities.  No one will do this for you.

10. Take ten minutes a day to neaten up.  You'll be amazed at how much this small attention to neatness can accomplish over time, and how organized and productive you'll become. When you do get around to more intense cleaning, the job will be that much easier. Take ten minutes a day to tidy up. Why make yourself crazy?

KEYS TO DEVELOPING A SUCCESSFUL PLAN

1. Understand the past.

2. Be realistic.

3. Set aside time for planning every day.

4. Use a daily to-do list.

5. Maintain a schedule.
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