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Boost Your
Productivity

Making little changes to you
daily routine is often all that's

productivity.Here are some ways
you can boost your productivity
level at work:

[0 Setan early deadline for your
self. To encourage yourself t
work harder and more effi
ciently, aim to get tasks don
before they actually need t
be. Set a goal to finish at lea
one or two of the tasks on yol
“to do” list before noon.

Adjustyour lunch houChoose
a time that's slightly earlie
or later than when your co
workers go to lunch, so yo
can work without interruption
while they're gone.

call people Keep this list with
the person’s contact informg
tion. Schedule calls for theg
times in order to reduce th
number of games of telephor
tag you play.

Get a grip on procrastination
To set yourself in motion, d¢
something physical related
the task. Gather the materi
needed, sharpen a pencil,
start typing the first thought
that come to mind.

needed to improve your overall

Manage Your Mood and Your Day

[

ing your inbox and get started on th
often than not, a great day doesn’t happen larger, more important projects righ
by chance, but by making simple choices away. By making progress on the
that encourage a positive frame of mind. first, you'll feel more motivated as

hy do some days seem to hume Approach your workload decisively.
along splendidly while others are  Set aside all of the little tasks cluttef
anall-out struggle to survive? More
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The following are things you can do to
improve your mood and your day:

e Relax your morning
routine. When you
get up late, you be-
ginyour day stressed
and already behind.
Put your alarm clock
outofreachtoavoid
the temptation to hit
the snooze button.
Do as many of your
morning tasks as
you can the night before,
so you'll have a little time in the morn-
ing for doing something you enjoy, such
as taking the dog for a walk, sipping teg
while you read the paper, or luxuriating
in a long, hot shower.

Maintain a “don’t sweat it” attitude.
You encounter obstacles, irritations and
disappointments every day; it's how you
respond to them that can make a good
day or a bad one. Instead of focusing on
your frustration, think of how you've
handled similar setbacks in the past. Do
something about it rather than assume
yourself doomed to a bad day.
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you work. Concentrate on importar
tasks while taking care of urgent ones
along the way. Leave low-
priority work for the pock-
ets of downtime betweer
important tasks.

e Get in the flow.Tackle
the tasks you dread such as
routine paperwork or data entr
instead of putting them off.
Immerse yourself in the task
by focusing on executing eac
part of it as precisely as pos
sible. To make the task more pleasu
able, create an environment that f
cilitates concentration.

End your day the right wajpo some-
thing to create an end-of-day refug
from your busy day. Enjoy an unhur
ried conversation with a loved one
spend time on a hobby, or try a ne
recipe for dinner. Spend quiet tim
reflecting on the day, your dreams and
goals, and what you're thankful fon.
What did you learn today that you can

use to make tomorrow an even better
day? Go to bed early enough to wake
up rested and ready to face a new dTy!
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MANAGEMENT

Interviewing with Insight

H

ing the time to conduct several inter-
views is less costly than hiring the wrong
person for the jobThe following are
tips for interviewing job candidates:

O

iring may be along and involved
process, but it's worth the time
to select the right person. Tak-

Do your homework before the inter-
view. Carefully review each
candidate’s resumé. Make note of the 14 a1k, You should spend no more
things you like and want to know 4, 20 percent of the time talking.
more about as well as any gaps of
discrepancies to ask about.
Prepare a standard list of questions to

ask each candidate. ties necessary to perform the particu

Enlist the help of your staffhey can |4y job. Administer the test to your
provide valuable feedback and catch ., irent top-performing employees

things you might miss. Have several it 1o jdentify the attributes that have

Written personality tests can help you

Consider using assessment tools.

gauge whether people have the quali

didates and then meet to discuss theif
impressions. Even if you don'’t select
the person they recommend, they’ll
feel more a part of the decision.
Conduct two rounds of interviews.
Multiple interviews ensure time to
get to know people well enough to
make an informed decision. Start off
with shorter, 30-minute interviews to
narrow your selection down to three;
or four people. Then do a more in-
depth interview that includes a com-
pany tour and a chance to meet others.
Make candidates feel comfortable.
Put people at ease by being warm and
friendly. Introduce yourself and ex-
plain your management style to give

D

Give candidates a chance to ask que
tions. At the end of the interview,
provide them the opportunity to
ask any questions they have. In th
second round of interviews, give can

Pat Answers

Dear Pat: | work directly with the

public and when the rules that I

supposed to go by don't please our
clients, they can get pretty rude. That
would be okay, but if they ask to speak
to the manager, she never backs me up.
She gives people whatever they want,

making me look like the bad guy.
Pat AnswersFirst of all, please give up

- provide the best customer service pas-
sible and ask her if there is more flex-
__ibility in the policies than you had

didates a chance to ask other staff thought. It might be that you're inter

members about the company, its mar
agement style and their level of jol
satisfaction.

Close the interview decisivelhank
people for their time and say tha
you'll be in touch with them, but
don’t make any promises about th
job. Give a specific date that they ca
expectto hear fromyou, so they won’
be waiting in suspense.

them an idea of whether or not the
would work well with you. Ask per-
mission to take notes, so they won
worry about what you're writing.
Begin with questions about the
resuméWatch to see how easily anc
confidently people can answer thes
questions. Then move on to situationz
questions to see how they think unde
pressure. To find out their goals an
motivations, ask about their long-tern
plans. Listen and give them a chang

t

€

;’ Recognize Red Flags

things to look out for on
job applications: « Blanks
jon areas of the form th
must be filled out Unexplained gaps
,in employment history An incom-
Erplete list of former employerdNames
jof former supervisors can't be co
 firmed ¢ Vague description of job
eresponsibilities and accomplishmen

The following are

N-

s.

i

were following the correct procedures,
so the client will not see you as inco
petent or as an obstacle to good servi
but will have confidence all of the
organization’s employees.

o5 (D

Are co-workers driving you
crazy? Is your boss out o
4 | touch? Complex personne
§ | problems demand Pat
Answers! Send question
‘ to: pat@patgrigadean.com.
Pat Grigadean is a professional mediato
trainer, and employee-relations special
ist. She writes Pat Answers in consultatig
with Haven Street-Allen, SPHR. © 200
Pat Grigadean.
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FAMILY TIME

Organize Your

Disaster Area

Totackle your garage, basement
attic, or other disaster area:

Make the Most of

0 matter how much you try to do,
the fact is that you only have 24
I : - hours in a day. So how can you
A Setitin stonewrite a specific date  finq the time to take care of your respon-
on your calendar for cleaning out gpjjities and still have meaningful rela-
the dreaded area, and stick to yourijonships with your family? By learning
appointment. Ifthetaskistoomuch 14 hrioritize. When you prioritize, you
to handle in one day, break the g6 choosing to do some activities and
project into steps and plan what ot others. You realize that squeezing
you'll do each day. For example, 1 ore into your day eventually becomes

setaside four Saturdays in a monthy,ossible. Try the following tips to
for getting the job done. prioritize your time:

gﬁ?yg%rﬁ %L(T;igvﬁg de:lﬁgrg#r 0 Makg a'list of the things that are top
them a fun dinner afterward to priority in your life. Then make a list
celebrate your success. Play up- of the_ things that normally occupy
beat music to keep you going and your time each dgy and compare it to
assign each person a specific task your .I'St of priorities. _You may be
and time to finish. Give a small surprised atw_ha; |_|tt|et|meyou spend
orize if they can beat the clock. on your top priorities. Since you may
When in doubt, toss it ouf. you not be ablt_a 0 reduqe the amount f
don't knowwha,t an item is or what time some itemsrequire, suchassleep,
it belongs to, get rid of it. You ma yvork, or commuting, your cha!lenge

; f is to spend the remainder of time on
your priorities.
Reinvent your “to do” listAdd items
to your “to do” list that reflect your
true priorities. For example, write
down “listen to my spouse,” or “spend
time playing with the kids.” Carry
your list with you to stay mindful of
your priorities during the day.
Learn to discern true needsou’ll
waste less of your free time on unim-
portant things when you're able to

limit to how long you'll keep the a

before you throw them away.
Postpone nostalgiaWhen you

getting behind.

Keep it, toss it, or give it awalfor
each item you encounter, make
simple choice. Set up a trash can
and a large box for the items you
want to give away to friends ar
goodwill. If you haven't used a
item within the last year, there’s|a
good chance you don’t need it.
Maximize your storage spaddse
shelves, hooks, or pegboards |to
take advantage of wall space. In-

wiping.

with two terry-cloth towels to rub off

2Quick Tricks for Nitty

Here are some speedy cleaning solutions for hard-to-clean items:
[0 Rusty faucet Rub lemon juice on it with a sponge and rinse with soap and water.
[l Dirty pans— Let them soak in a solution of dishwasher detergent and water before

[ Scummy shower curtaiPut it in the washing maching

equal amounts of detergent and baking soda and @
cup of vinegar. Take it out to dry before the spin cycle,

Family Time
|

identify what your true needs are.
While you do need to take care of
practical things for your family like
paying bills and providing healthy
meals and clean clothes, you don't
need to have an immaculate house or
to have your family involved in a
multitude of activities.

Plan ahead to save timéind ways to
streamline housework to free up more
time with your family. Plan all of
your meals for the week and shop for
them at one time. Clean up while
you're preparing dinner.

Combine family and housework time.
For the household activities you
must do, do them as a family to keep
time with your family top priority.
Prepare dinner together and catch
up on each other as you cook. Take
your kids with you to the grocery
store, or pay the bills while you watch
them at practice.

-Gritty Cleaning

mildew. Add

vest in some sturdy containers o j pysty louvered doors Wrap a cloth around a putty orle

store seasonalitems out of the way.

butter knife and move it between the slats.




When Considering a Second Job

hen planning your next career

Wmove, consider taking a sec-
ond job after-hours. Whether you
need additional money to supplement
your income or want to branch out into
another profession, moonlighting can be

a viable optionWhen contemplating a
second job:

How Much Time Do You Work?

In a typical workday, how much of the time do you actually spend workin
According to statistics, you may be working only 60 percent of the time or four hg
and 48 minutes of an eight hour day. Multiply that by a 2000-hour work y¢
and the typical employee works a total of 1,200 hdtese’s how the remaining
800 hours can be wasted: Procrastination.Many
people develop habits to put off work such as going
get another cup of coffee or sharpening all of the
pencils.e Disorganization A messy desk and incon
sistent filing system can cause people to squan
many precious moments looking for itemdxces-
sive socializingChatting with coworkers and making
personal phone calls can occupy too much of employ-
ees’ time.« Fatigue. Many people are chronically
fatigued and don’t get the regular sleep their minds and

Define clear goals for your moon-
lighting ventureKnow what you want

to accomplish by taking a second job.
Without clear goals, you won't have
the motivation or endurance it takes

to succeed. What personal or career

goals do you intend to achieve? What
financial goals do you have for thee
extra income you'll earn?

Estimate the amount of time a second
job will require.How much time can
you set aside for moonlighting? Fac-
tor in the amount of time your current
job takes, the time you want to devote
to your family and other commit-
ments, and time for rest and taking
care of household responsibilities.
What activities will you have to give
up to make time for a second job?
Explore alternatives that will make a
second job more convenieiibanks

to the Internet, there are now several
jobs that you can do from home using

bodies need to perform efficiently.

a personal computer. This will not
only make the hours you work more
flexible, but it will also allow you to
stay closer to your family.

Take advantage of your current jok
skills. How can you apply what you
already know to another job requiring
similar skills? What talents do you
possess that you could put to use {
earn money? For example, a financié
analyst could provide financial coun-
seling to people on the weekends.
Find opportunities to acquire new
skills and build your credentialdf
you're thinking of switching to an-
other profession, look into training
that will expand your marketability.
Work as an intern to gain experienc
and exposure to the field and to dete
mine if it's right for you.

Minimize Your

Telephone Time

While telephone interruptions ma
be a part of life, they don’t have t
monopolize your timeThe follow-
ing are ways you can keep your
telephone time to a minimum:

[1 Schedule specific times for takin
calls. Informyour staff of the type
of callsyou'llreceive and the time
you'll take them, as well as th
situations that warrant interrug
tion. When people call at time
other than your designated pho
times, reschedule another time
talk, so you can stay focused ¢
finishing your top-priority work.
Provide callers options. Whenya
don’t have time to take a call, te
people that you're busy at th
moment. Ask them if they woulg
rather have you call them bac
later or be connected to someo
else who can help them right nov
Encourage callers to be succin
Tell people that you're taking
notes on the important point
while they talk. This will encour-
age them to be as clear and to
point as possible. With your lis
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what you need to now and plan

time to follow up on the remain
ing points later.

] Give cues that the call is comin
9? toaclose. Facilitate a fast, court
DUrS ous close to the conversation |
>arl, suggesting that you're ready t
end it. For example, say, “Wel
it's been good talking with you,’
or, “Before we finish...”

in hand, you can then discus
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When making calls, indicate th
you don't intend to talk long. Fo
example, say, “l knowyou're bus

you.” Or, make mention of you
schedule by saying something lik
“Before | go to my next meetin
| wanted to check with you on...




How to Sell in a New Market

nytime you're dealing with a new o Test the market. Enlist a small force
Aproduct or kind of customer, from your sales team to begin the
you're entering into a new sales initial sales efforts. Their results car
territory. By implementing a sound strat-  then be evaluated to determine wha
egy, you can successfully works and what doesn't.
blaze atrail to anew sale A Implement more ex-
frontier.Before selling in & tensive plans. Once anini-
an unknown territory, tial success has been
consider these tips: reached, meet with your
A Scoutitoutfirst. Have staff to decide the extent
the sales manager of your long-term efforts
meet people in the ter- in this new area.
ritory who are selling similar prod- o Consult outside expertise. Seek th
ucts and services. He or she caniden- counsel of experienced people wh
tify potential customers, dealers and can tell you if they think your sales
distributors to target. strategy is a wise one.

Improve What You Offer Customers

Business is defined by what customers wilete are several areas you cal
improve in order to better cater to the needs of your customers:
[1 Customer service Make customer service the highest priority in your s
department. Everyone on your sales staff should be willing to drop every
else to attend to the needs of a customer.
Demographic preferences Find out the ages, occupations and interes
your current customers. How can you serve the needs of these particular
more specifically?
Convenience- Decide how you can make it easier for people to do bus
with you. Examine how current company practices like automated answ
services can make it less convenient for customers to work with you.
Options— Brainstorm ways that you can provide more choices and altern
to your customers. Consider how you can customize your product
services.
Speed- How important is speed to your customers? How can you save
more time and deliver your products and services more quickly?

Asking the Right Questions

Accomplished salespeople are skilled at asking the rig
questionsHere are some tips for asking the right ones:
* Ask questions that identify prospects’ needs. Ask ope
ended questions that give people room to talk about the
selves, their needs and concerns. Then match those neg
with the product or service you offer that can help them.
Avoid vague, pointless questions. If questions are to0
broad, they make the conversation go nowhere, which is
annoying to busy people who don't have time to waste. Avoid questions
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First Impressions

First impressions count whe
2it comes to potential customers.
> Even superficial things can tell people
1a lot about the quality of your
atcompany and whether or not they
want to do business with yollse
the following checklist to make
sure your company makes a good
first impression:

[l Is it easy to find your way around
company grounds? Are places
clearly marked with signs?

Does the interior and exterior of
your building look clean, orga-
nized, and attractive?

Are company rest rooms clean?

Are magazines in waiting areas
current or outdated?

Are employees dressed profession-
ally and friendly to visitors?

Are phone calls answeredin acour-
teous manner?

N9 Are customers helped quickly?

Are routine questions from cus-
Jupgomers dealt with appropriately?

[l Are product defects and service
ss complaints handled well?

ng Is your stationery high quality?

[l Is your website sharp looking, up-
€S to-date and easy to use?

and
Start Your
®"Relationship Off Right

To extend a warm welcome to
new customers, send them a wel-
come packet that lets them know you
look forward to doing business with
them.Insert the following materi-
als in your welcome packet:* a
personal letter from the company
president that expresses appreciation
for their business a guide to your
company and its products and ser-
vices a list of relevant company

lilghione numbers, fax numbers and E-
mail addresses

n

0]

g
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“What's new?” “How’s business?” or “How can | obtain your business?”




PERSONAL DEVELOPMENT

Managing
Workplace Anger

More often than not, anger is un-
productive and destructive. People
have less tolerance for outbursts

who are unable to control their anger
often damage their relationships,
reputation and potential for career
successTo control your temper:

1 Examine yourselDo you have a
long-established pattern of anger
inyour life? Is the short-term grati
fication worth the long-term dam

ageitcan cause? Make a list of the

reasons why you need to learn to
control your anger.

[ Identify trouble situations and de
velop a strategy for handling them.
What people, places, or transac-
tions provoke your anger? Decide
what you can do in future encoun-
ters to alleviate this tension.

] When you get angry, consciously
delay your reactionResist the
temptation to react before yo
analyze the situation. Answer the
following questions before yo
respond: What's the source of your
anger? Is it stemming from frus
tration, hurt, or fear? What kino
of long-term relationship do yo
want with this person, and ho
could expressing your anger dam-
age it? How can you communi

cate your needs and accomplish

your goals without using anger?

] Keepananger journaEach time
you have an angry outburst, write
down when the incident occurred,
who you were angry with and
why. Did your anger accomplis
anything constructive? Did yo
carry out your anger-management
strategy? By recording these epi-
sodes, you can make positive
changesinyour behavior patterns.

: _ _ _ Of ring may be the one that opens the door.
anger in business relationships than Hanging on one second longer than your
they do in personal ones, and those competition will make you a winner. Be-

Plant the Seeds for Success

Il great achievements require time &g
and tenacity. Practice persever- X
ance because the last key on the

come famous for finishing difficult, im-
portant tasks.

It's been said that a great oak is only
alittle nutthat held its ground. Too many
people take hold of opportunity, but let
go of it too soon. Don B. Owens Jr. said
it so well: “Many people fail in life
because they believe inthe adage: ‘If you
don't succeed, try something else.” Bupatience is costly. Most people fail sim-
success eludes those who follow sudbly because they're impatient and can't
advice. The dreams that came true did §@nnect the beginning to the end.
because people stuck to their ambitions. “The determined soul will do more
They refused to be discouraged. Theyitharusty monkey wrenchthan aloafer
never let disappointment get the uppavill accomplish with all the tools in a
hand. Challenges only spurred them gnechanic’s shop,” said Rupert Hughs.
to greater efforts.” The power to hold on in spite of every-

If you're tempted to stop, think ofthing and endure is a winner’s quality.
Brahms and how he took seven lon§0 endure is greater than to dare. The
years to compose his famous lullabydifference between the impossible and
Many people who fail don't realize howthe possible lies simply in personal de-
close they were to success when thdgrmination.
gave up. Harriet Beecher Stowe wrote, When you get right down to the root
“When you get into a tight place andneaning of the word “succeed,” you find
everything goes against you until it seent§at it simply means “to persevere and
as though you could not hold on a minuttllow through.” If a diamond could talk,
longer, never give up then, for that is judt would tell you that it's just a hunk of
the time and place that the tide will turn.toal that stuck to its job and made good

The road to success runs uphill, sgnder pressure. It takes the hammer of
don'’t expect to break speed records. Inpersistence to drive the nail of success.

By John Mason, author, speaker and president of Insight International. For more information, write: John
Mason, Insight International, P.O. Box 54996, Tulsa, OK 74155.

How to Replace Bad Habits with Good Ones

Establishing new habits takes tinkéere are some tips for making good
habits stick: « Make a list of bad habits and the good habits you want to start.
» Write down signals to trigger you to replace a bad habit (like anger) with algood
one (like patiencej.Add to your list more times and places you can practice your

planner to do your new habits and check your progress w | :
you come to them.Tell other people about your resolutioft




Enhancing Your Video and Audio Conferencing

ideo and audio conferencing increases productivity, your notes. If there are multiple cameras, check the TV
V saves travel time and money and contributes to a teammonitor to make sure that you're facing the camera that is

building culture.To adapt your presentation and  currently online and that you're completely within the
speaking style to take full advantage of the medium: camera’s field of vision as you speak.

e Pay attention to equipment and setBpy particular atten- ¢ Remember the ever-present camera and open, sensitive
tion to the seating arrangement. There are two preferrednicrophoneBe careful that you're not inadvertently call-
seating arrangements for best interaction: ing attention to your movement. Give attention to
1) Have participants sit in the arc of an oval on posture. Just because you can’t see your audi-
one side of the table. They can then see t ence doesn’'t mean they can’t see you. Avoid
monitor and each other (at least better th unconscious mannerisms such as rubbing
sitting shoulder to shoulder). 2) Have par your eyes or twirling your pencil. Because
ticipants sit at the corner of a rectangulg microphones are very sensitive, it's a good
table with two on one side of the cornefy } idea to mute the audio any time you're not
and two on the other side. In either arrange n,’ AN speaking to eliminate extraneous noise such
ment, when the participants are on camergs as air conditioners, projectors, rustling pa-
they will all appear to be facing the othe pers, coughing, or throat clearing. Be careful
sites, yet will still be able to see and hear eac about sudden moves toward the camera. Extend-
other at the local site. ing your hands, flailing your arms, shifting your

e Generate audience involvemenb encourage discussion, weight, or crossing your legs may look aggressive and
have prepared questions to stimulate thought and responsmake hands and arms look much larger. The camera greatly
and to move the group toward accomplishing the purposeexaggerates wide, sweeping gestures and pointing fingers.
When discussion digresses, guide with focused questionsBe aware that gestures and facial expressions are exagger-
Plan change-of-pace activities. For an idea of frequencyated on cameraA scowl may seem harsh and disapprov-
watch television to count how many times there’s a changeng. To lighten your facial expression, think of how you
of visuals during coverage of a single news broadcastappear when you're slightly amused. That is, raise your
Consider adding graphics, interactive surveys, discussioreyebrows slightly and keep your gaze and chin turned
questions, site breakout activities, interviews with experts, slightly upward. Visualize the camera as a colleague sitting
reports, or video clips to keep participants’ interest. directly in front of you who'’s nodding or raising an eye-

e Introduce yourself and other participantdse a banner at  brow at what you say.
each site during a video conference or by voice during@nBe extra mindful of vocal varietyary your speech pat-
audio conference. Ask all participants to identify them- terns and voice — fast and slow rate of speaking, high and
selves each time they speak, since it's easy to lose the threddw pitch, loud and soft volume, inflection, emphasis and
of a conversation in large groups when several voices sounéhtonation. While important during in-person presenta-
alike. For example;This is Kevin in Miami. | have a tions, vocal variety becomes crucial in video conferencing.
question for the New Orleans site . . h&lps to orient A monotonous presentation online puts people to sleep.
everyone quickly. The only exception to these repeatedBreak long monologues into shorter churlislike face-
identifications is the primary presenter or host. to-face conversations where others can signal with body

e Review any guidelines or ground rules that will increase language that they want the floor, participants can grow
productivity.For example, remind people about the pauseimpatient listening to a monologue without the opportunity
before or after speaking. Encourage those who will befor comment or question. In general, virtual presentations
speaking for longer periods, such as during your questionshould be shorter than traditional ones because it's more
and-answer period, to say when they’ve finished with their difficult to hold participants’ attention.
remarks so that others will know this quickly.

e Avoid leading with the top of your hedflyou've been the
lone ranger at a remote site, you understand the feeling
staring into a sea of heads when others have forgott
you're on the planet. Don't forget that you're supposed
be “connecting” with another group rather than staring a

By Dianna Booher, author, speaker, and CEO of Booher Consult-
ants, a Dallas-based communications training firm. Her programs
include communication and life balance/productivity. She has
published more than 40 books, including Communicate with Con-
fidence®, Speak with Confidence®, and Your Signature Work®.
?II (817) 868-1200 or visitvww.booher.com



TIMESAVERS

Take Time Qut to Revise Your Time Estimates

time to revise your work and obtain(] Downtime— While you may be an

0 you often get frustrated that you
can't stick to the schedule you
plan? It may be that you're not

estimating the amount of time your ac-

tivities require accurately. When you

only schedule the exact amount of time it

takes to do a task, you don't allow time
for all of the other steps included in it.
The following are areas to factor in
when making time estimates:

[1 Preparation and cleanup timéWNhile

the task itself may not take long, it
may take much longer to gather sup-
plies, set up and clean up afterwards,

especially for big projects that will

take more than one session to com-

plete. Consider how much time it will
take to familiarize yourself with the

task, read instructions, change into

suitable clothing and mentally pre-
pare for the task.

[1 Thinking time— Some activities re-
quire extra time for meditation and
reflection. Sometimes the best thing

the feedback or approval of others.
How much time will you need
to proofread and check the
facts? How much time will it
take to receive other people’s | '
input or permission? Make
your estimate flexible since
you can’'t always guaran
tee when other people will
get back with you.

Travel time- Anticipate any
delays you might experience
depending on the time of day,
area of town and weather conditions.
Will you be traveling during rush
hour or using public transportation?
Will you be on the highway or on city
streets? Will it be raining or snowing?
You should also plan time to park,
enter the building and ride the eleva-
tor to arrive at your appointment on
time.

intensive worker who likes to buckle
down and focus on a project
until it's done, this can be
hard on your mind and body
and may not be as produc-
tive. Grant yourself time
for getting up, stretching
and taking a mental break.
Also include time for regu-
lar meals, snacks and
restroom breaks.
[ Interruptions and delays
In most cases, you're likely to
encounter setbacks and other unex-
pected interference before accom-
plishing your goal. When every sec-
ond of your day is planned, you won't
have time to take care of mistakes or
take advantage of the opportunities
and surprises that come your way.
Trytoleave some roominyour sched-
ule to accommodate these things.

to dois to let a project “sit” for a little
while and then come back to it to gair
fresh perspective. When working on
creative tasks or problem solving
leave time for some “think time.”

1 Turnaround time- Depending on the

—

nature of the task, you may need t0 pay the locksmith or alarm company.

Do You Have a Spare Key?

“Where are my keys?!is a familiar refrain on a hectic day. To prevent wasted
time and anxiety ahead of time, get a spare key for your home, office, car and
other important items, and hide them somewhere you can access them in g pinch.
Not only will this save your sanity, but it can also save you the money you'd have
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