Get Your Stuff Together

Quick Assessment Survey

Answer each question in the five categories.  Circle 1 for Yes, 0 for No.  Add your total score for each section and write it in the appropriate spot.

Managing Priorities



Yes
No

1.
I know the difference between important and urgent as defined by Stephen R. Covey, Ph.D.
1
0

2.
I am clear at all times about my manager’s expectations for my performance and conduct.
1
0

3.
I prioritize my next day’s things-to-do at the end of each day.
1
0

4.
I am able to, and do, say “No” to requests that are unimportant as often as possible.
1
0












Total Score:



Planning and Scheduling



Yes
No

1.
I write and use goals and objectives that are observable, specific and measurable.
1
0

2.
I change my goals and objectives when my job/duties change.
1
0

3.
I take a few minutes to plan every day, either the night before or the morning of.
1
0

4.
I set deadlines for completing tasks, even when a deadline has not been established for me.
1
0












Total Score:



Get Your Stuff Together

Quick Assessment Survey (cont.)

Managing Work Environment



Yes
No

1.
I regularly eliminate clutter in my work and personal spaces.
1
0

2.
My desk/work area and my office/work space are laid out and organized so I do not waste time looking for things I need.
1
0

3.
I have a system for handling paper.
1
0

4.
I have a system for managing and routinely cleaning up my computer files.
1
0












Total Score:



Managing Time



Yes
No

1.
I have a time management system that I use at all times, such as a personal planner, computerized scheduling system, etc.
1
0

2.
I have a system in place for reading work-related materials effectively and efficiently.
1
0

3.
I can immediately think of at least five time wasters in my work life and I know how to eliminate them.
1
0

4.
I consider others’ time before assigning tasks, making requests, forwarding literature, calling meetings, and sending e-mail.
1
0












Total Score:



Get Your Stuff Together

Quick Assessment Survey (cont.)

Balance Your Life



Yes
No

1.
I feel that I have a healthy balance between my work life and my personal life.
1
0

2.
I am as adamant about living up to my personal commitments as I am about my work commitments.
1
0

3.
I am able to set, expect and obtain high performance standards from others without spending excessive time trying to make things “perfect”.
1
0

4.
I am able to set, expect and achieve high performance standards for my own work without spending excessive time trying to make things “perfect”.
1
0












Total Score:



Transcribe your total scores from each section to the table below:

Section:
Total:

Managing Priorities


Planning and Scheduling


Managing Work Environment


Managing Time


Balance Your Life


Use the following five point rating scale to complete any of the self-evaluation questionnaires on pages 3.5.23 through 3.5.63.

(1)
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I either don’t do this at all (but should), or I need lots of improvement.

(2)
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I need some improvement.

(3)
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I am about average at this.

(4)
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I am OK at this, but could still use a little improvement.

(5)
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I am great at this!  I could teach others how to do it.

NA
This element/method does NOT apply to me.

MANAGING PRIORITIES

SELF-EVALUATION

Elements/Ideas  (Rate how well you do each of these.) 
1
2
3
4
5
NA

NO.
IMPORTANT VS. URGENT
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 1.
I know my important requirements/responsibilities – the reasons for which I was hired.  (Things I can't delegate.)







 2.
The way I organize and use my time and space prevents the "urgent" from crowding out the "important".







3.
I make the best use of my limited time by knowing what I am supposed to do.







 4.
The way I organize and use my time and space ensures nothing "important" is missed or neglected.







 5.
I question each new task with, "Is this the next most important thing I can do?"







 6.
I stretch my thinking, by working/interacting outside my comfort zone.







 7.
I extend myself into areas that require new skills, knowledge, and/or ability.







 8.
I examine my paradigms before just saying "NO" to a new idea and before continuing with "how we've always done it".







9.
I am absolutely clear at all times about my organization's direction and my Department's/ Program's vision, mission, and guiding principles.







10.
I am absolutely clear at all times about my organization's direction and my manager's/supervisor's expectations for my performance, behavior, conduct, customer service, and quality standards.







11.
Each member of my staff is clear about my expectations for their performance, behavior, conduct, customer service, and quality standards.







12.
I keep things simple by keeping the unimportant out of my life.







13.
I regularly, yet tactfully, say, "NO" to everything that is not important to the Program, Department, organi-zation, and to me, my family, my health, and to my community.







14.
I ensure maximum efficiency and effectiveness by doing the right things right, the first time, and every time.







MANAGING PRIORITIES

SELF-EVALUATION

Elements/Ideas  (Rate how well you do each of these.) 
1
2
3
4
5
NA

NO.
SETTING PRIORITIES
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 1.
I prioritize my next day's things-to-do at the end of each day 







 2.
I use an "A", "B", C" prioritization system like the following:

•
Identify important (A's) vice Urgent (B's).

•
Decide what I'll delegate.

•
Categorize Things-To-Do into A's, B's, C's


- A - Important; not urgent (e.g. planning)


- B - Important and urgent  (e.g., staff scheduling)


- C - Neither Important/Urgent  (e.g. shuffling paper)

•
Sort A's into a priority of A-1, A-2, A-3, etc.

•
Sort B's into a priority of B-1, B-2, B-3, etc.

•
Sort C's into a priority of "who cares?" C-1,  C-2, C-3, etc.

•
Delegate lowest value/importance A's.

•
Work on highest value/importance A's.

•
Delegate all B's if possible.

•
Do B's when no A's left.  (Does this ever really happen?)

•
Don't do C's.  I..., 


-
Ignore them.


-
Throw them away.


-
Send them back to wherever they came from.


-
If I'm concerned that a "C" has a slight importance, value, or visibility, I give it to lowest ranked person on my staff who can get the chore accomplished.








PLANNING & SCHEDULING

SELF-EVALUATION

Elements/Ideas  (Rate how well you do each of these.) 
1
2
3
4
5
NA

NO.
GOALS & OBJECTIVES
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 1.
I write and use goals and objectives that are observable, specific, and measurable for all aspects of my personal and professional life to include:

•
Family, friends, and relationships.

•
Diet, health, and fitness.

•
Spiritual well being.

•
Personal finances.

•
Education, intellectual pursuits, self-development.

•
Leisure, recreation, hobbies, travel and sports interests.

•
Happiness, joy, relaxation.

•
Community responsibilities and volunteering.

•
Career/professional development and responsibilities.







 2.
I use goals and objectives because I know this is the best way to identify what's important and to make good decisions.







 3.
I select and work on just one or two objectives in each major goal area knowing that working on more than that could become overwhelming.







 4.
I am not afraid to change my goals and objectives.







 5.
When preparing objectives, I specify my most important outcomes/accomplishments, not activities.







 6.
I keep my goals and objectives visible and regularly reviewed and updated with my progress and applicable changes.







 7.
I regularly negotiate my objectives with my immediate manager/supervisor and update them as we agree.







PLANNING & SCHEDULING

SELF-EVALUATION

Elements/Ideas  (Rate how well you do each of these.) 
1
2
3
4
5
NA

NO.
USING SYSTEMATIC APPROACHES
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I use the following systems model for my projects and assignments: 

I define (restate) the project/assignment in my own words and in terms of outcomes/accomplishments.







1.








2.
I outline briefly how the team) (and I will do the work/ get it done.







3.
I identify who will do what.







4.
I check with my immediate manager/supervisor to ensure alignment with his priorities.







5.
I plan the work in detail.







6.
I set milestones.







7.
I meet with the team and make assignments.







8.
I use applicable project management tools to ensure project details are accomplished on time.







9.
I do the work of the projects/assignments.







10.
I facilitate project progress meetings only as needed to keep everything progressing smoothly.







11.
I review the work and adjust as needed.  I stay on top of everyone involved, knowing people have a tendency of finding other things to do.







12.
I evaluate the results and process.







13.
I record lessons learned.







14.
I systemize routines as much as possible to reduce errors.







PLANNING & SCHEDULING 

SELF-EVALUATION

Elements/Ideas  (Rate how well you do each of these.) 
1
2
3
4
5
NA

NO.
APPOINTMENTS, DEADLINES, and MILESTONES
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 1.
I regularly set deadlines for my important tasks, even when a deadline isn't already established.







 2.
I realize deadlines and time lines are very motivating.







 3.
From time to time, I move up my deadlines – it panics me into superior performance and quality.







 4.
Once set, I adhere to my deadlines.







 5.
From time to time I challenge myself by setting a time limit, then seeing if I can beat it.  I find this to be particularly effective when the task is recurring.  I imagine becoming the new champion of the world at _____ with a new world record of____!







 6.
I don't let things "just" happen to me; instead, I schedule appointments and set deadlines to make things happen.







PLANNING & SCHEDULING

SELF-EVALUATION

Elements/Ideas  (Rate how well you do each of these.) 
1
2
3
4
5
NA

NO.
PLANNING & SCHEDULING
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 1.
I take five minutes to plan my day, everyday.  







 2.
I block appointments for myself to do my important tasks and I don't let anyone interrupt these important appointments.







 3.
I block time on my calendar to take care of my "to-do" items.







 4.
I never block out the entire day or week.  I try to plan and schedule about 60-70% of a day knowing that interruptions, my own social/personal needs, and other superfluous things will fill in the rest.







 5.
I do not over-plan.







 6.
I ensure each day's scheduling includes time for planning, talking, reading, thinking, and relaxing.







 7.
I prioritize and plan.  This activity lets me reap the maximum benefit from minimum time investments.







 8.
I plan vice operate from crisis-to-crisis.







 9.
I regularly recollect, reflect, and plan... I believe these are keys to bringing and maintaining order to my life.







10.
I know that planning holds the key for relieving the stress of "too little time".  It is through planning that I sanely structure my future.







11.
I use planning and job aids to bring consistency, quality, and order to my life.  However, I don't spend more time charting, recording, chronicling, and studying than doing!







12.
I plan for both the long-term (monthly) and the near-term (weekly).







13.
I draft next week's plan at the close of the previous week. 







14.
I have contingency plans for every important task.  I ask:

•
What could go wrong?

•
When and how will I know?

•
What will or can I do?







15.
I schedule my daily activities to maximize my prime energy periods.

•
I work on important tasks/steps when at my peak.

•
I work on the low-value items when at my ebb.








MANAGING WORK ENVIRONMENT 

SELF-EVALUATION

Elements/Ideas  (Rate how well you do each of these.) 
1
2
3
4
5
NA

NO.
CLUTTER & MOTION
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 1.
I regularly eliminate clutter in my work and personal processes.







 2.
I don't say, "I'll organize that later"; later is ALWAYS worse!  Instead, I do what ever it takes, now.







 3.
I minimize mental clutter by always focusing on the outcomes/accomplishments.







 4.
I avoid repetitive motion/duplication of effort whenever possible.  I remain conscious of opportunities for movement efficiencies.







 5.
I plan ahead to benefit from economies rather than waiting for more costly last minute/emergency production, repair, handling, shipping, over-time, etc.







 6.
I organize my tools, equipment, and supplies for optimum availability and convenience and to minimize the need for unique or repetitive motion.







MANAGING WORK ENVIRONMENT 

SELF-EVALUATION

Elements/Ideas  (Rate how well you do each of these.) 
1
2
3
4
5
NA

NO.
WORK ENVIRONMENT
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 1.
My office/work area is arranged for maximum efficiency with regard to ergonomics, color, sound, lighting, decoration, FF&E, security, safety, HVAC, personnel traffic patterns, etc.







 2.
My desk/work area is of sufficient size to handle the typical size of my tasks.







 3.
My desk/work area and my office/work space are laid out and organized so I do not waste time looking for things I need.







 4
My desk/work area and my office/work space are laid out and organized to facilitate the free and normal flow of materials?   







 5.
I keep my desk free of everything except the one thing I'm working on and the tools, equipment, supplies, and resources necessary.  (The only other things on my desk are my personal belongings like family photos, a plant, etc.)







 6.
I keep my active project information in files on top of my desk’s surface.







 7.
I ensure all necessary supplies, equipment, and tools are located for efficient use.







 8.
I work on one thing at a time.  







 9.
I hold to a minimum, the wasted motion and time of start, stop, work on something else, return, start, stop, etc.







10.
I use a first in/first out (FIFO) system for all applicable supplies in storage.







11.
I minimize inventory, using a "just-in-time" system.







12.
I get rid of "stuff".







13.
I keep everything clean and maintained.







14.
I ensure everything has a place – and everything is returned to its place immediately after it's been used.







15.
If it is in my hand, I commit to put it down finished or where it is supposed to be kept.  (I minimize handling things!)







MANAGING WORK ENVIRONMENT 

SELF-EVALUATION

Elements/Ideas  (Rate how well you do each of these.) 
1
2
3
4
5
NA

NO.
FILES, FILING, & HANDLING PAPER - 1
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 1.
I handle paper in a systematic manner, such as:

1.
Asking, "Do I (or does anyone) really need to read or act on this?"  If no, I dump it.

2.
Asking, "Do I (or does anyone) really need to keep this?"  If no, I dump it.

3.
Sending it on it's way with a note from me on a routing slip when I think someone else needs to read it or act on it.

4.
Writing an appropriately prioritized thing-to-do when I decide I need to act on it.  (When the appropriate action is immediate, I take care of business, otherwise I work it into my work stream.)

5.
I file it appropriately when I think it is something I really need to keep.  (When this is an update of something I currently hold, I properly dispose of the older edition.

6.
I recycle vice trash!

7.
I deal with all of my paper in this manner everyday.

8.
I only process paper in this manner during my low-energy cycles.







 2.
I've established a ruthless system for handling paper.  Paper gets to be in my hand one time and one time only, period!  After which it goes to the trash, to someone else, or into a file of relative information.







 3.
I keep my files organized into projects and subjects relative to the nature of my job and in alphabetical order.  I've found that without an automated cross-reference index, there is nearly no value or utility to filing chronologically.







 4.
When naming files and/or setting up a filing "system", I don't follow anyone's suggestions but my own.  I try to name files something descriptive and distinctive that will stick in my mind.







 5.
If I have trouble finding a file, I rename it something more memorable when I finally do find it.







 6.
Since I have an assistant that moves my paperwork, I have 1 in-basket and 1 out-basket only.  I do not have a "hold" basket or any other "extra" baskets.  Using these is just fooling with my head.







 7.
I label all folders, binders, boxes, shelves, cabinets, lockers, racks, drawers, etc so the contents are clearly indicated.







 8.
At least twice a year, I go through my files, drawers, shelves, bins, cabinets, etc., and get rid of everything I can't make a MAJOR argument to hold onto.  







Continues On Next Page
ANAGING WORK ENVIRONMENT 

SELF-EVALUATION

Elements/Ideas  (Rate how well you do each of these.) 
1
2
3
4
5
NA

NO.
FILES, FILING, & HANDLING PAPER - 2
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 9.
I purge files routinely.  I've discovered that in this day and age, with the glut of information available, I probably receive an updated version of everything I have several times a year. 







10.
When I can't find something I really need, I use the Web, other automated services, and traditional information services to find what I need.  

This is faster than hunting for it, and usually more up to date.







11.
I take my purge times to review and update my filing "system".  I eliminate little-used categories; add needed categories; and confirm the alphabetical filing of the items I keep.  







12.
If an item appears appropriate to more than one category, I make a copy of one page of the information/article and write a note on the page telling me where I can find the original.  I place the copy in one of the category file folders, and the original in the other.







13.
As with my paper files, I take the time at least every 3 months to review and purge my computer files. 







14.
I maintain a series of "samples" files.  These files contain recurring letters, memos, reports, ads, notices, art work, press clippings e-mails, etc.

It's much easier to copy/modify than to create!







15.
I maintain a file of checklists and job aids that facilitate infrequently performed tasks that are:

•
Risky or dangerous.

•
Complicated and/or difficult.

•
Very important.

•
Very visible.

•
Have potential for significant cost.

•
Have potential for significant gain/income.







16.
I keep an automated tickler file to remind me of upcoming due dates.







17.
I keep a list of things I have loaned/checked out.







18.
I keep my property records up-to-date.








MANAGING TIME

SELF-EVALUATION

Elements/Ideas  (Rate how well you do each of these.) 
1
2
3
4
5
NA

NO.
MEETINGS
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 1.
I exhaust all other communication methods and media, BEFORE calling a meeting.







 2.
I start my meetings on schedule, whether or not all invitees are present.







 3.
I end my meetings on schedule with a summary of milestones, agreements, accomplishments, assignments, and promises.







 4.
When preparing to conduct a meeting, if possible I avoid inviting people I know to be:

(1) Showoffs.

(2) Fundamentally negative/argumentative.

(3) Unable to stay on track.

These type people waste valuable meeting time while frustrating other participants.







 5.
As a meeting invitee, I confirm that I absolutely must attend.  I don't go if not needed, otherwise I:

•
Arrive on time prepared to participate.

•
Don't take the meeting off track.

•
Don't prolong the meeting unnecessarily.

•
Don't use the meeting to socialize.

•
Take care of my "follow-ups" by placing it/them on my things-to-do-list with an appropriate priority.







 6.
If I know I typically don't get any value from a meeting, I stop attending, whenever I can.







 7.
I don't wait more than 10 minutes for people to show for meetings, lunch dates, etc.  If they are late, I return to whatever it is I need to be doing.







MANAGING TIME

SELF-EVALUATION

Elements/Ideas  (Rate how well you do each of these.) 
1
2
3
4
5
NA

NO.
READING
[image: image61.jpg]



[image: image62.jpg]




[image: image63.png]



[image: image64.jpg]



[image: image65.jpg]






I use the following system to read effectively and efficiently:

I scan the contents.









 1.








 2.
I circle or highlight items in the contents or index that have bearing on my job, Program, field, or that interests me.







 3.
I decide when to read.  If an article is a mandatory or required read, I take care of business.  If the article seems really important, I do the next step.  If it seems it will be a good read, but one I should read later, I mark it as such in the contents and place the article, magazine, newsletter, etc., in my read pile.







 4.
I go directly to those pages only.







 5.
I first read the titles and subtitles, scan the sidebars, and read the last paragraph.  If the article still seems relevant or applicable, I read it, if not, it's toast!







 6.
When I hit points of value in the article, I highlight them.







 7.
I then review my highlights to decide if I should take action.  If yes, I jot down a plan of action with milestones.







 8.
If the appropriate action is immediate, I take care of business.  Otherwise I work it into my work stream.  (Sometimes my action is to share the article – if so, I do so with a note.)







 9.
When the article is a "keeper", I tear it out, staple the pages together, and file appropriately in my filing system. I won't do this unless I'm certain it's a "keeper", otherwise I know I'm just going to toss it later.







10.
I keep one read pile, and only one.  







11.
I read my "information-only" mail while commuting, at the end of the day, or after my daily things-to-do are done.  I also read this type material during meals if I'm alone.  







MANAGING TIME

SELF-EVALUATION

Elements/Ideas  (Rate how well you do each of these.) 
1
2
3
4
5
NA

NO.
OTHER’S TIME – 1
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 1.
I fight the urge to force reading on others.







 2.
I don't print and route/share e-mails unless it’s mandatory the e-mail be read by others.







 3.
I don't add people to my distribution list unless they absolutely must read what I am sending.







 4.
I look for reasons to take people off of my mail, e-mail, and other distribution lists.







 5.
I help others not waste my time, while fulfilling their personal needs.







 6.
I visit staff in their offices, cubicles, work areas.  I minimize inviting people to visit me at my office/work area.  







 7.
When the gist of what I want to talk about is general BS and not related to work, I ask the person I am about to interrupt if he has a moment.







 8.
I fill my social needs during lunch breaks, break-time discussions, and after-hour activities such as sports events, clubs, and similar group gatherings.







 9.
I remain conscious of my conversational partners.  If they seem anxious, glance at the time, stand, write or type, or make calculations unrelated to our conver-sation, I end our conversation allowing them to resume their work.







MANAGING TIME

SELF-EVALUATION

Elements/Ideas  (Rate how well you do each of these.) 
1
2
3
4
5
NA

NO.
TIME WASTERS – 1
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 1.
I use one or more of the following methods to avoid interruptions:

•
I work behind a closed door.  When in a cubicle, I put tape on the floor and signs saying, Sorry, I'm out of the office working on an important project." (Even though I'm sitting right there.)  

•
I stay at a home a few hours to accomplish some quality work on an important job/task, vice going to work and being interrupted.

•
I come in before hours/early to accomplish some quality work on an important job/task, vice going in on time and being interrupted.  

•
I come in late and then stay late to accomplish some quality work on an important job/task.

•
When folks come into my office/work area to visit, I stand to handle business – this usually minimizes their "visit" time.  If they persist, I excuse myself to go to the bathroom, lunchroom, etc., or I politely ask them to permit me to return to my work.

•
I try to be tactful with my "visitors".  After a few brief pleasantries, I thank them for stopping by, but tell them I really must get back to what I was working on.

•
I find somewhere else in the building to work.  When I do this, I let my immediate supervisor know what I'm doing, where I'll be, and for how long.







 2.
I avoid procrastination:

•
I schedule what I've got to do.

•
I just gut it out and get started.

•
I work.

•
And I finish, period!







 3.
I avoid these three common self-generated time wasters:

•
Lack of organization.

•
Procrastination.

•
Inability to say, "NO!"







 4.
I practice task completion!  I avoid flitting from one thing to another while finishing nothing!







Continues On Next Page
MANAGING TIME

SELF-EVALUATION

Elements/Ideas  (Rate how well you do each of these.) 
1
2
3
4
5
NA

NO.
TIME WASTERS – 2
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 5.
I know precisely what I can do each moment that will contribute to our Program, Department, organization, and/or to my community, family, etc.







 6.
I use a model such as the following to make decisions quickly:

•
I define the problem clearly and in my own terms.

•
I make certain I am treating the real problem, not its symptoms.

•
I gather as much appropriate information as I can.

•
I set a time limit on how much data I gather.

•
I analyze the information.

•
I formulate a solution/opinion/decision.

•
Then I take a stand.

Even if I'm wrong, it's better than indecision. 







 7.
I don't play phone tag.  I make an appointment by telling the person calling a specific time I will be available.







 8.
I don't wait for people who are lagging in their commitment to finish work I need – I bug them regularly.







 9.
I don't let people waste my time with visits, unnecessary meetings, unnecessary e-mail, pointless data calls, etc.   







10.
I don't waste other people's time with unnecessary visits, meetings, e-mail, pointless data calls, etc.







11.
I don't want the extra paperwork (junk), so I get off every mailing list that has no value to my life or job.







12.
I don't want the interrupting calls, so I get off of every cold calling/marketing list that has no value to my life or job.







13.
I stop all duplicate advertising (junk mail). 







14.
I ask (actually I demand) that junk e-mailers (spammers) remove me from their address books/lists.







15.
I try not to waste my time.  







16.
I tell my friends, family, and colleagues the types of e-mail correspondence I do not wish to receive at home and at work.







17.
I stop/cancel all magazines, newspapers, newsletters, book clubs, tape/CD clubs, etc., I no longer want/need.







Continues On Next Page

MANAGING TIME
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18.
I feed opportunities and starve problems.  I won't try to shore up failing methods, practices, processes, or procedures by wasting good people and resources on them.







19.
I don't encourage my staff's or colleague's poor planning or execution by saying YES to every request to help.  They would only learn one thing – I’m an easy mark!







20.
Whenever I have to waste time waiting on someone or something, I do something useful, interesting, or self- developing.  (I return calls, finish small tasks that I must do vice delegate, read and file, and especially, PLAN!)







21.
When I don't get feedback on reports I regularly submit, I stop submitting them.  If they are really important (or really used) someone will let me know!







22.
I don't look at things that don't concern me.  I'm never worried about being "out of the loop".







23.
I know that work culture robs time.  Examples are:

•
Time-wasting meetings.

•
Too much paper.

•
Useless (unused) reports.

•
Useless (unused) information.

•
Cumbersome admin procedures.

•
Complicated organizational structures.

•
Excessive/unnecessary routing/chop/review and approve requirements.

•
Too little bias for effective action.

•
Too much bias for reaction.

•
Over reaction to insignificant events.

•
Activity for the sake of activity.

•
Information-less (valueless) e-mails (communications).
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 1.
I practice effective use of time by:

•
Listing and prioritizing my weekly goals & objectives. 

•
Using a prioritized daily things-to-do list.

•
Always starting with my "A" projects:  A1, A2, A3, etc.

•
Handling every piece of paper only once.

•
Asking myself, "What is the very best use of my time, right now?"

•
Not procrastinating – I do it now.







 2.
Since I currently use all of my time, I know that to add (accomplish) something important, I must subtract something.  So I look for these choices:

•
Discontinue lower-priority/value tasks.

•
Get someone else to do part or all of one or some of my tasks.

•
Become more efficient in what I do/how I do it.







 3.
I don't attempt to do too much.  I know my limits and I try to stay well within them.  







 4.
I don't do things someone else on my staff can/could do better.  I know my strengths and weaknesses and I leave my ego at the door.







 5.
I know how to differentiate between responsibility, accomplishment, and activity.







 6.
I ensure everything I do results in accomplishment vice activity.







 7.
I focus on innovation, looking for new/different things I can do to improve my Program/office/business.







 8.
I focus on problem solving; that is, what impediments I can remove to facilitate better operations.







 9.
I don't strive for perfection!  It's costly, rarely required, sucks up time, and is seldom recognized, appreciated, and/or rewarded.  I know what is "good enough". 







10.
I read about space and time management looking for ways to improve.  I realize space and time management is a personal process, which must be adapted to my personal style and to the situations within which I operate and live.







11.
I take risks.  I know that over-checking, excessive analysis, waiting for absolute consensus/concurrence, and looking for the "perfect moment", just wastes time.







12.
I am realistic and use caution when the risk of financial loss, injury, property damage, environmental damage, asset loss, or reputation injury is significant enough to warrant in-action/excessive examination.  Otherwise I act!
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13.
I delegate as often as possible.  







14.
I train, coach, counsel, and mentor each member of my staff to ensure each can work independently of me in all routine matters.







15.
I test current responsibilities, tasks, and assignments for:

•
Necessity.  (To discontinue low-priority/low-value tasks.)

•
Appropriateness.  (To give to someone else.)

•
Efficiency.  (To become more efficient.)







16.
I maximize automation opportunities and seek new/better ways to do my job/things.







17.
I keep everything up to date.







18.
I coordinate the work and efforts of my group/team among one another and amongst the other departments in our organization.







19.
I avoid duplication of effort.







20.
I communicate effectively by:

•
Listening to understand.

•
Testing my understanding.

•
Testing my listener's understanding.







21.
I use my commuting time effectively – I don't just commute!







22.
I try to be proactive vs. reactive.







23.
I use fax, phone, e-mail, mail, and videoconference over travel – it saves time and costs tons less!







24.
I do not attend unnecessary luncheons, conferences, briefings, and business functions.
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 1.
To track how I use my time, I periodically use a time log, whether paper or electronic.  







 2.
I keep track of the important things I have to do in my things-to-do list/day journal or similar scheduling device, whether paper or electronic.







 3.
I keep track of when I need to accomplish my important tasks in my things-to-do list/day journal or similar scheduling device, whether paper or electronic.







 4.
My personal organization system works well for my type job.  (Rate what you use to keep track of your things-to-do, what you've done, your schedule, your appointments, how you use your time, your important personal and professional information, etc.)  







 5.
My personal organization/schedule info is all in ONE place.







 6.
The way I manage my things-to-do list works for me.  (Rate how well you use and maintain your things-to-do system.)
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 1.
Deciding what I want out of all areas of my life is my first and most important step in getting organized.  I have a personal system that identifies what is important to me.







 2.
I do not attend business functions at the expense of spending time with my family.







 3.
I consciously balance my time among:  (Rate how well balanced your life is.)

•
Family, friends, and relationships.

•
Diet, health, and fitness.

•
Spiritual well being.

•
Personal finances.

•
Education, intellectual pursuits, self-development.

•
Leisure, recreation, hobbies, travel and sports.

•
Happiness, joy, relaxation, interests.

•
Community responsibilities and volunteering.

•
Career/professional development and responsibilities.







 4.
I rest, relax, eat properly, exercise, regularly pursue hobbies and interests, and have fun.







 5.
I set time aside every day to free my mind and let the magic of the subconscious work.







 6.
I have fun at work and in my personal life.







 7.
Everyday, I intentionally decide how happy I am instead of allowing my environment, situations, and circumstances to make the decision.







 8.
I keep my eye on where I am at all times, both near and far.







 9.
My every choice and every action is based on the understanding that life is something I control – not something to just get through!







10.
I try to control and minimize the sheer number of things I do.
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 1.
I begin each task with a clear understanding of the applicable conditions and standards of performance and behavior for the tasks and the necessary accomplishment(s) of the task.  I realize my time may be wasted with either excessively high standards (perfectionism) or less than acceptable standards.  







 2.
Before starting a task, I ask, "What are the appropriate results of the task?







 3.
I ensure my investments in quality (perfection) do not exceed the cost of potential error.







 4.
I am aware that the personal costs of excessive perfectionism are very high.







 5.
I avoid placing unrealistic or excessively high standards on myself at work and at home.  







 6.
To me, quality means getting the job done according to standards and on time.  It does not mean all the bells and whistles.







 7.
I know that my "knowledge work" is not defined by quantity or cost – it’s defined by the quality of its results. 







 8.
I focus on results (outcomes/accomplishments).  This helps me work faster – I get more done.





























Stop!  You have completed the Balance Your Life Self-evaluation.


Go to Step 9 of this Task.








Stop!  You have completed the Managing Time Self-evaluation.


Go to Step 9 of this Task.








Stop!  You have completed the Managing Work Environment Self-evaluation.


Go to Step 9 of this Task.








Stop!  You have completed the Planning & Scheduling Self-evaluation.


Go to Step 9 of this Task.








Stop!  You have completed the Managing Priorities Self-evaluation.


Go to Step 9 of this Task.
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