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Abstract

Despite an extensive literature ad-vocating the rirtues of time rnanagement,

research d-emonstrating its effectiveness is virtual-ly non-existent. A nuinber

of sources in the literature lüere revier¡ed and the rnajor components of time

Inanagement practices abstracted" using these as a guid_e a step-by-step

self-instruction time management manuar r^ras prepared- and. fiel-d. tested. wi-i;h

rnanagerial staff of a. large institution for retarded- ind.ivid.ual_s"

EIPERTMÐ{T r assessed- the effecti-veness of Lhe manuaf- und-er núnima^1

j-nst:r-rctor contact cond-itions. Par-bicipants attend.ed. a time management work-

shop held four consecutive d.ays per week d-uring a tno-week period. partic1-
pants r¡orked- through the sections of the manuaJ- i,rith minimal- lecturing and-

prompting from the instnlctor. Tlho effectlver'¡ess of 'the nanua] was evaluatod.

using a multipte baseline across-groups e:çerimental d.esign, Depend.ent

variables includ-ed- a personal intervier¡ and. d.aily time ]ogs" social validation
measures includ-ed- participants' rai;ings of the time management materia1s, a

follow-up questionnaire, and- ratings by colleagues of participantsr time

maJ]agement behavi-ors. Resul-ts ind.icated. the time management workshop increased
ihe degree to which most parbicipants said. they performed. time ma¡ragement

praciices and- the degree to r^'hich most participants prouid.ed- w-rit,ten exarples
to corroborate such changes in behavior" These improvernents tended t,o be sr:stained

at approxima'r,ely four-r¡eek follow-up" Time I og data revealed. minimal change

Ín record-ed- iime managemeïlt behaviors. Social valid-ation ltreasures showed

participants found- the manuaJ- to be easily read.able and. rel-evant to ',ror:k or
personal siiua-bions. fmprovemen-bs in participantsr time management behaviors

rqere readily d.Íscriminabl_e by colleagues"

ElPERIlvlm'iT TI assessed. the effectiveness of i,he manual versus a best-



selling time mana6ement paperbaclc bcok, und.er no-instructor contact cond.itions.

Participan-Ls r¡ere given the tiirLe nianagement material-s anrl- instructions to rea.d.

and- apply, i^rithin a three-week period-, everybhing d-eemed- to be relevant"

Using a tt+o-group pretest - posttest e{perimenta.l- clesignn results sho¡ied. sub-

stantia-lly greater increases in ti¡re managelnent prac-bices in the manual- group,

especially rúth respect to r¡ritten corrobcration d.ata" These improvemen,;s

r¡ere sustained- at foflor,r-up, in the manual group bui; not in the book group.

Tine 1og d.ata revealed 1ittle change in recorded- time rna^nagement practices.
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ïntroduction

The effec'Liveness of nar:agers in acconplishing important aspects of their
d'uties has been of contlnulng concern at least sinee the ad.vent of nod-ern

ind'ustrial society. Tine lnaJlagemen''; d.e:ficiencj-es of nanagers are reaclily
recogni-zed. as characterized by the forlowing typical situations:

- short-term crises naTlage the day;

- much tine is wasted. in neetings;

- authorlty and responsibllit¡, ¿¡" delegated J-nappropriately;

- disorganized. r"¡ork areas ar.rcL filing systeurs are evid.ent,;

- freguent r¡ork interruptions occur clur:_ng the d.ay;

- mana€ers appear to be constantly b"rsy but acco¡np]-ish little.
Tine mana6ement consists of a set of guid.elines for helping ind.ivid.uals

overcone the above types of d.ifficulties" T'ime managenrent -has also been

characterized varj-ously as: perfornÉng the right task at the right tine,
appropriate allocation of work ancl leisure iime, the procedures þ which an

ind-lvidual achleves desired. objectives (ual]. , ]:9?Ð¡ the effective use of
time (Robinson, rg?3)t and as the adequateu efficient organlzation a¡rd. control

of time ln al-l aspects of oneus iife (Iiirtyu fg??).

An important component of effec'bive time manageneni is to mj-nim:-ze tinre

wasters and. naxlmize iltne savers so that irnportant priority goals are more

likeIy to be accomplished in the work (a:rd. teisure) situatÍon. A time saver

is anybhing that d-ecreases a time waster" Three broad- classes of time wasters

rnay be identifled. Flrst, there are "dolng nothtng" tine pasters ¡+hich

includ-e day-d,reanLing, dood.Iing, lengthy soci-alizingn and so on. A second

class of tinie I'asters are those that tend- to be sJmonJrmous with inefficiency.
For exarnple, it i s possible to appear: to be constantly busy and. yet to waste
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nuch tiae because cf a disorganized i+orlç arean switchlng frequently frorn one

task t,o another so that one nus'G refan".iliarlze oneself wj-th previously ì.Ìn-

i'inished tasks, and so on. A thlrd, and. probably nost lmporlant class of tlne

riasters, i s spending tine on lower rather than higher pri-orlty actird-ties.

ExperLs in ti¡ne managemeni Ìra'¡e suggested. i,hat approxina',,e1y B}'fr of one's

pa.yoffs d.erive from approxlmately 20% of one's actir,-ities (Douglass, t9?B)"

I't 1s cl.ear that the greater pa.yoffs for accornplish'in6 scme objectives are

long-d-el ayed and. require a grea+- d.eal of activity to achieve then" For ex-

ampl-eu a hlgh salalTr gocd. job, pres'tige, and o+'her things that are derived'

fr:cin an i-mpor';ant promoti-on are usuaIly obi:ai ned onllr af'cer nonths or years

of irard worh" Other ac'L,ivi-ties ha.¡e payoffs r¡h.ich are fa-'¡-rly immeriiate but

lowe¡ l-n,¡alue" l¡rcn'chis point of r,'ien, tiite ¡nanagement consists of a sel

of ski its 'bha+- increase the grobabil.ity that. aci,ivities '*i11 be performed

'*hich lead. to delayed. but high-!-y-'/alued, consequences, while d.ecreasj-ng the

probability of performance of lonrer-priority ac'¿i'¡ities havlng ncre immed-late

and. l-olser- ualu.ed consequences"

I,c should. be noted that the phrase "tirae mana€einent" is sornewhat mls-'

l eadingy sj-rrce i-t Is not tlme bui; behavtors which rec¡uire nranagement. In

thls r.'iew time mana4ement consists of priorizing alternatlve activities

i.rith respêct ruo achieving those 'bhat have hlghly value'J but delayed. con-

sequences, 'Lhen providlng pronpts in order to accomplish them. Therefore,

frorn a behavioral- analytic perspective, tlme räanagenent may be nore pre-

ciseiy defined. as the ar-rangenent of priorÍ-zed. dlscrln-l¡rative stimul-i ln

or,fer to increase the probabilit)' behaviors will be perfo:¡ned' uhich lead

to ihe atiain-nent of toq-priority but long-deferrryd iarge+' behaviors having

hi. ghiy- valued conseqi¿ences.



Revi-ew of Lil:er-ature

Time Mana6ement Liter-ature_

Accorcling to Third- (tçZZ * I9?6)u 41 articles on tinre nanagement airpear-

ecì. in the business literaLure in the perioð- I9?I - "1976" in his bibliographyo 
l

Ðouglass (gZA) l-lsted JÇ bcoks, 44 articles, l"O filmsu thre* cassettesn and

two newsletters pertaining to the fiel-cl of 'Line riranagement. Unfantunately'

grese sourees ccnsisi ma--Ln-] y of p:i:actica.l sug.gesticns wi-*,"hout suppcrLing d-ata"

in spite of the exiensive literature advccating ',he v-lrtues of tine managenentu

research demo:rst::¿ting its effectiveness is rrirLualJ-y non-eristent'

Oniy three studies Þ¡ere encountered uh-'l-ch attempted to teach tine nanage-

nent skills and. io enpirically ew¿luate their effectiveness. Of these tliree

stuùies, two relied exclus-iyely on self-reporb data. \'jorking with college

s"Lu.den-Ls, Kirby (WZf) i.nr"esLi-gaied.the effects of iime managenent as a

ccmpcnent of a study skiJ-l-s credit course. Dail5r time logs kept by ea'ch

par-ticipant measured time spent on stud.yo social, Ieisureu and- niscellaneous

¿ctiuities. Q¡restionn.ai::e j-nstru.nents nea"sur:ed stud.y habitso atti-tudeso

sa.tlsfactlon, and. percelved lrnprovement witL¡ stud.y skillso as related' to tine

inana5enentoStud.entsw1roreceìvec1instruciionlntlnenana8e¡nentreported

stgTri,fican'Lly greater feeli ngs of impro:renent in tiine uranagement skills re-

fatir¡e to those '",tro d.ld. not reeej-ve insin¡ction" Ho''rever, no s16n1-ficant

åifferences l¡ere found betv¡eeri exçerinental subjects ancl control subjects in

any behaviors record-ed- ln tlre d-a.ily tLrne 1og.

Using a repeated. measure design, Ro'binson (19?3) required school

cour-lse1lors to repor| by tele¡ihone Ìrow time had- been spent, d.uring the previous

da¡," Ad.d.i+-ional rneasures Here obtained on Rctter's LE-åcaþ and T:e Orienta*

tion In'¡entoll. Participa-nts were given fourn Jur'Io-â.nd-one*haIf hour in-



service sessions l'¡trich iircluded. trainin6 in prcblem-solving and. .L,he applica-
tion of ind'lrn-dual change p:rcjecf-s in time managemenj- (vtz"o clecrease in iime
reclulred to complete routine clerical- and admlnistratlr,e tasks) " Results
ind.icated lin1t,ecl evidence for pre_ and. post_d.-ì fferences on the three measures"

A stridy ty líal-] (tgZZ) iras proiaded the best evidence to date of desirable
beha'¡iora1 change follor'ring insi,n¡ction in -Line managenent, T,he parbicipa:ri,s
¡+ere four unive::sity staff" Four objectir¿e depend.ent measuïes ?¡ere assessed¡
(t) 

^ 1og of trne spent, l.n the bullding in which they wor:ked.; (2) regular-
prj-crity tlme whlch lncluded luork relatecl to classesu conrnuni.L,y service, aJrd

research; (l) meeting -bfne i,¡ir-ich was clefined as another person in the office
d-iscussing professional. natters; a:rd (4) high-priority tirne r¡hich consisted.

of severaJ- projects a¡rd activities importa¡rt to long-term professional goa1s"

Each of the latter three behaviors were neasureü with a separate cl-ock

operated bnr a particlpant uhen enga€'ing in one of these behaviors. fn ad.d-i-

tion 'bo the objective rneasnrese participants rated- àheir overaf-l effective-
ness and. overall satlsfactj,on r+ith thelr effectiveiress each week,

The interventlon procedures includ.ed. a time management rnanua-l r+trich

primarily i-nvolved exercises in id.entifying objectives, task a¡raJ-yses of the

objectives, and. d-aily and i.reehly sched.uiing of task-anal-yzed^ cornponents"

Par'fi-cipanrus grallhed. d.aily time J-og clata andu once weekJ_y, net r¡ith the

investigator r'fno revieited d.a,ta, pra-1sed- piogress! and, emphasizecl nethoc¡s for
j-ncreasing high-prio;-i ty ti¡ne.

trffects were evaJ-uatecl in a ¡nu-l-i,iple baseline d.esign across subjects

and- reveal-ed- vera' si;ron¡¡ euidence for increa,sed ti¡re spent in high-priority
activities for all participantsu r¡ith concc¡rita:rt increases in sel-f-za.bings

of produc'r,ivity ¿nd. satisfaction" Äl-so, i'¿ should. be notecL tha,u this s¿udy

is unic¿ue in the timu to"tt.*e¡neni li'berature in proli,d.ing reliabili+-y observa-
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ticns (iihi.ch r,¡ere d-one for the time-cl-ocl< ,Jata)"

H'1l id.entified the .o'rnost costly,o d.eficiency in üre siud¡r. as not perräii;_

ting participants to adjust weekly ilre categorl" of high priority tadcs" Ije

reco¡nmencled- that subsequent investigaiions of tine nanagement strategies
be flexible enough 'bo aJ-lor,¡ shift,s tc al-ternative tcp-prior:ity tasks as

they arise" other recomrnend.atíons incl-ud.ed- the use of ad.ditiona]- d.e¡endent

variables and- proced-u-ces tc maíntaj-n imp:lovements in time managernent be-

havior oveilbime. A11 of 'r,hese recorn-nenda'cl-ons i¡ere incorporated with1n the
irresent investi gation and. presenied. rúthin a :_.ep::od_ucible rira"nueJ_ fo::rira-i.r

t^¡hich ¡"ras not provid.ed. in Ï{al-I's study"

Related. Llterature

Other arbleles ha,vo d.escrl-bed proccdures used 'Lo manage tlmeo al.i,hough

they d.o not refer to time Inallagement in the way it has been d.escrlbed. here" Ìror

e;cample, Herma.i:nr le I'lontesu Domingues.$ l.iontes, and- Hopki.ns (1973) d.ecreaserL tl're

tard.iness of employees in a manufacturing conpany usÍ-ng d.ai1y moneta:¡r bonuses

for punctuality. In the acadeinic sei,tingu Spum and Steve"" (fç29) lncreased

the stud-y tlme and. grad.e poin'b average of a col-lege stud.ent by group discus-

sion of sel-f-control procedures a:rd. by stinulus con1,ro1 techniques. In

stud.ies by Alexand-er, corbe-L.tu and. smigei- (tç26) and by Barber and l(agelr

(L9?7)n exteznally imposed, reinforcement contingencles improved the school

attendance of ad-olescen'Ls and p::imary grade school chil-dren, respectively.

Tr.rata-u 3ai1-e;r, Bror.m, r'oshee, ancl Alperr (tç26) invesiigated. the effects of

schedul-ing staff-resid.ent, assigninenl,s and- a weekly lottery based upon

c::i'r.erion perÍ'orrrance iri the care of nrultip-l-y-handicapped retarded. pa-Lients"

Resuli;s sho-v¡ed these contingencies inproved. the qual.ity of da:ly care and

-braining se::vices provid-ecì.. Stuai.es such as these involve contlngency rnanage-

rrlent to control'r.he way in r.¡hj-ch lndi¡"'irj.uaJ-s "spend time". However, none of
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these attempt'ed to teach generalized" time rna:ragernent ski-lls as ind-icaÌ;ed. by

the narrow focus of behavior under lnvestigatlon ln each stud-y" The point

of tine mana€erient training is io impart genera,l-i zed shill s lriih ¡"tricÌr 'Lo

better mana€e time vú'bh respec'u to,a r¡ariety of inporba.nt actirrit-ies.

In generaJ, the tine na-rrage¡neni literature (for exa-rnpleo Lakein, IgZj;

Bliss , I976i Da'vì-dson, I97Bi Douglass, f97B) provid-es some usefu]- suggestlons

for inproving generalized. ti-ine nanage¡nen'b skill-s, but leaves the reader w:-th

the task of sorting out inportant eJ-enients and. app.t-y:-ng them to the indi-

.¡id.ual situa'Lion" Tlhe major componen'bs cÍ' effective tirne mana6ement tha"i.

are recomrnenrLed. by sr-rch boolcs incluCe: iclentifyrng and pr"iorizing i'¡orh-

related. a.nd persona^l objectives; 'Lasic analv;,ing and dead.linin¡; priority ob--

jectives; adopting a ti.nle mariagement calend-ar system to accolrrllish high

priority objectives; evaluatin6 time savelîs and. time ''¡asters on a regular

basis; and. the naintenance of goocì. time n¿Lneqgenent practices over time by

stimulus control techniques ancl reinforcer rnanagement. However, it is one

'uhing to recoir¡nend in iext-book forrrr that, ind.ivid,uals foll-oi¡ various guid.e-

l-ines, and it is somethin8 e]-se;u3-ain for ind-iuid.ua.l-s to actu.aì-Iy carr¡r r:ut

all the suggestions for effecti.¡e time rnanagenent practices on a regular ba.sis.

Given these consid.erationsu a nuinber of sources in the fi',.erature v¡ere reyier-r--

ed- (see ¿\ppenclix Ar !. 134), aln-ù usirrg these as a ggicle a seff-insiruction

raanna"l- l'ras prepaxed titled "À Tirne I'iana,gement Pr:og::a-ui and. Planning Cal-end.ar

fo:: Supe:rvr-soïs" e a. copy of r..fiich is in Appendi;t A. fn 'L,his naniuaf-, the

im¡r:rtant cornponen-bs of time ilìana€enent. have been a::z.anged. in an ea.sy-to-

follori, step-by-step seo-uence,

The puzpose of this resear:ch r¡as'r¿r¡ofol.d; to field test ì;he effective-

ness of the ¡nanual i-"ith raa.na.ge::ia1 s'u¿rff lrj-th nin1:-nal- j.nstnlctor conta,ct

(UiPUnfttniT I); to fi-el-d- tesi i;he relative effec-b,i'*¡eness of the nanual versus

a H'rclely so-Ld tiine manageneni pa-pe::bacT',-, lnth mana6e::ia1 sta.ff under no-

lnstructor contact condj tions (CI;CPmfliü.{T I.t-).



EXPER]IIiD'IT I: I!'¡JU,.\TIO¡I 0F

A'fIÌ'18 Í,1Âì'ti\Clntm{T trl¡ùiUAL

ì',TTTj Ì'1iìif l.'rAL li'i ST]ìUCTCE C Ot'iTÄCT

l"!ethod

S? ttj-ng and. ParticipantÊ

The stud-y was carrieC o-utt at the l4anitoba School. for the retard-ed., an

institu-bion r'¡ith approxinatel-y E50 residents and. fOO staff l-ocateci in portage

la Prairie, lianil;oba, Partj-cjlants .o¡ere st,aff of the ì'ianitoba School recnrit-
ed- through an ari,vertisement circula'ued" to a.l-l- clepartnents. Tne adverti-senent,

enti'L,leC. "Description of a l'Jorkshop on T--i-ne Ìienagement for professionaf ancl

Personal llffectiveness"u desc::.iberl several "t¡¡pical" Cifficul-ties encountered.

þ en]:loyees in rnanaging r1ai.]y acbiv-i1,ies, prorrj.ciecl. a brj-ef overvler.r of the

workshop and. the method. of d.ata collection, and inc'lud.ed. some other infonna-

tj-on. irrorkshop pa::ticj_lants consj_s-i;ed- of personnel in ¡rj_dd].e anrL senior

aCministrative posiiions, mid.d.l e anci r-rpper nanagement nursing staff , er.nd.

other supeflrisory person-nel. Participant characteristics a.re presented in
T'ab'l e 1.

l.n¿epen¿ ent Var-i.a¡f e

Par'r,:icipants attend.ecl a tine nanagement r¡o.r:kshop held fonr consecutive

d-a¡rs ps¡ ¡'¡eel< d.urj-ng a tt.ro-r¡eei.. ¡eriocÌ. 'r'lod<shop ci-uratj-ons ar¡eraged approx-

i-natcly ll5 inins. eacir (range: abou-" 30 to 6O mins. ), rlori<sh.ops r.¡ere asinj-ni-

sterecl by ei.',her 'uhe au'uhor or a Professor of Psychology' a,, the Uni-versi+uy of

Iianj-toba','¡ho se::ved as Progran CorLsult,ant, Lo the i{anitoba School, The mairr

pr.lrDcse of the :torl¡-shop l¡as -i,o ensÌ.r:ile 'uhat 'uhe rariicipa:rts l^¡r:rheci. ì,hrough 'uhe

sec-l.icrrs cf a self-instn_lctior.r TÍme ì,;ana_¿,ernr,:i.lt iianna'ì (sec ,\ppend-i:< ,\),

Cn the first rÌay of tlte i¡crk-shor--r rar'ricilan¿us receiyed..rhe ti-ne nanage-

nent ire-nuial. Iach of'the;¡'o-rlishop participan'bs Ëras reque*ted to work through



Table 1

Participant Characteristics

ffPmIi'lEiT I

Posiiion
Sex Ðesc¡ip-Lion

It'ionths ln
Present Pcsition

Grou.p I

Group 2

Group 3

Participant

B

9

1I
I2

1

2

1

4

5

6

M

M

¡

F

T4

}I

I'f

r,1

F

F

M

Dept" Head

Actlng Dept" I{ead

Dept" I{ead.

ActÍ.ng Dept" Head

Dept. Head

Activity Instructor
Mearr

Hearl Nurse

Unit Superrrisor

Head. I'iurse

Actlvity Instructor
Activtty Instructor

Mean

Dept" Head

Dept" Head.

Dept, Head

Assoc. Dept.

Assoc, Dept"

Dept. Head

Head

Head.

lfean

1)
I

16
a)
7

I4
10

.))
,

1r.

AR

11

2

3

25

JO

I
48

11

1t_

3o

23

24

1B

BAt

48

24

40

4

B4

72

4B

16

3oo

o(

&nployees
Supervised

11

4

2

nl1
53

oJ

*

13

14

r5
ú
1'

1B

N=17

M

M

M

!

t{

F
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ihei:: copies of iÌre nanua-l-, r'úilr nini.mal'lec',urdng and. nz'ompting from-bhe

ilts¿u:llctor and sorile cl-ass d.j.scussi.on. Pariicllant,s r¡ere also given i.¡:j-t.ten

instmctions regarding "inpcl'r,a¡i, r,¡-'r es of research". T.l.'e instrr,rctioi-rs inclutl_
ed' requesting parti-ci-pants' ass'ì stance in ensuring tha.t the ,r,ine managemeni

clarua I'¡&s as accu'rate as possib"l e" Participants L,ere req'r-rested not. to read- or
work ahead' in t'lie rnanual unless they r,re::e ashed. to clo so,-bo d,isc¡rss couïse

con-Lents and the r¡a.nua1 on1lr r.rith others in the same l.rorhshopo a¡id to not

reprod-uce anlr par:t of the ¡nanual . Particj-¡ants l+ere to be in-forned l.dren the

research was conpleted-o and- r^iere encourîaged. to freel-y cìj-scuss ltth others all
aspects of time lT'ar.ragei0en{; only at Lhat tj-r:ie. The lnstructions are atrached-

in Append,ix B"

iiorhsirop lectlt::es a.nd ,ìiscussions r+ere 'bape-rcco:r].ed. each clay. Tlc
secti ons of the nanua*l ancl the p-rirrar-l' to-rrics of cì.ail-y iro::kshop sessi-ons are

sumnarízed bel_o.'¡:

Dalr f 3 Introduction and- a pelscnal time ¡nana€ement qgestionnai::e.

ticipants were given a brj-ef overvie,,.ralasting aprrroximately l_5 minuies,

fielcl of tine rnanagement, The ti¡',re nâna.gernent manuaJ- r,as d.istribut,ed.

clpants completed. the pe.rsonaJ- time Ìïana.genent quesilonna.lre contained-

r¿anua].

. par-'i;ici.pan.r.s cornpletecJ,

secti-on i-n the ina-irua] concetni.ng icleirLif;.'ing and '¡r::iori-zing goals. The ma.niia.l-

p::or'rpt,eci them t,o ideniify and. l-is'u najor r.¡o::i< functioirs f:ro¡n,¿jreir jcb Ces-

criptionsu major projects pi:evior-ts'ì-y targc-tccl fcr 'uheir d.epartilents clu.ring thr:

next year, i'roten-bi.l1 lrojects Lhj-ch coulci be init,ia-L.e,l- r.rj-thín the:le>:,b year,

and sel.f-Cer¡e,l-o¡ment, career, airC eiuca.tiona_} goals for the next yea^r. ihe
rnanual- alsr: prorirpted. iherii t,:::est¿ltc tllei:: p;'i.o::ity activities in te¡ns of
objective resuì-ts ancl l'rith ¡¡ritten ri-eadf-ines or frequencies of occurrence for

ï)^ -

of 'LÌre

Parti-

ln the
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ihe ac'tiyrties. Irina'jlJ¡¡ the inanua'l pronpted. the par.L,icipants to priori_ze

thei.r''¡oril-related goals and_ activities.

Duy 3, Taslr analvzinrr tc-r: prioriiv c_oa-]_s" The manuaJ- prompteC the par-

tici-r:ants to seJ-eci one oï tt,ro top prÍ-ority items and. to tash-analyze then.

This inclucled- d.escribing the flnaf- objective of the i-tein, li-sting substeps

lea-rJ-ing to -Lire fi.na'l objec'cive, estima"ing 'bhe 1;ime ::equireC to ccrnplete each

subsiep, furbirer sr:ldividjng su.bsteps so th¿r.t each coulrl be acco¡nniisherl in
less th¿Ln tl.io hours¡ and nu-nbering ihe subst.eps in the order in rvhich they

shouicl occur"

. Ttre na;ntial- ¡,romptecL the

participants to taJ<e appro;rir¿atel y a half a.n hr:ur a.t the start of each l+eek to
plan for the lteel", a.nc1 appro>imartr-:l-y 10 mj-nutes each nornlng to pl:ur for gre

clay" The manual provicled. specific instmctions for such things as mj-n-inLizing

tine r¡asters ancL maximÍzin8 time savers r.hile plannii.rg, capitalizing on effec-
tive d.elegation, schecluling high priori-i;y activity d-uring the most produciive

paris of the da'¡', and. so forth, Par'ricipan'bs planned fo¡ the next ;+eel; and.

for 'uhe remaincler of tha-b cì.a;,"

Dal,¡ 5¡_ F,\¡aJ-uat_inß time savers a:r4 tiine r¡asters r¡eekly. The nanual

bliefly described 'chrec cl-a.sses of -tine i^¡as;te::s" Partieipants r.¡ei:e then i:e-

qu.i:rerJ. to coinpl-eLc a checjrl,i st t,¡hich occ',l:red_ i.reeicil, in the nL.arrni.ng cal_enclar"

The c;l:leclç,'ì-ist rcrrui::ed- the pa::i,ici1r:r.n'i-s .uo ovaluate ,rhe e>:tent to :.,hich they

demonstrai-,eci tine-sai'j-n,3 beha.viors invi¡1-.tir..._i themsel_ves a.n.j time-sevj-nf be-

hauiors iirvclrring oi,he:rs" Thc r:hecklisi c.-l-so ilromlteC- then .Lo icl-eritiiy thei¡
l'¡ors-L tine l¡aster of tÌ-..e i.¡eek a:rc1 to r¡r:iì;e g-r-r:i.de11nes for dec::easir-rg that iine
i.It.s',,e1: ju 'l;he subseqr-ient ir'eel¡.

lg,trj¿-Þ1e,:iati"ifrye"ti"ery. The manual- proni:'{,cd the p:rri,ici:-.ants io
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exarúne their stSrl-e for delegating irork to their staff. Guidelines liere

presenr;ed- for l+hat to d.elegate, hoi.i to del egate¡ and. hor¡ 'r.o fol-l-oli Lìp on

preri or-rsly Cel ega'l;ed -tashs "

Ðay 7: Mana€iinß inee'bj-nßs_effecti.vell¿" the inanual promptecl. pa"rtlcipalts

to e;r-rmine a checkl.l.st for eva--Luati.ng the efficiency of rneetlngs in orclcr to

nini¡nize their time-l¡asiing potentl.al ancl io na:o-nize their tim.e-saving poten-

tial-. Participants exariri-ned. 'bhe checklist¡ ând- s';rategies for nanag'ing meet-

ings effectively were discussed.

DaT 8: Hel.pful hints for maintaininr<- ßood. tj-me ¡ranagement over time. It
j-s one thing to d-evelop some good- time management pra,ctlces, and it is another

to con-binue.practicing them clay i-n anci day ont over an extendecl perioa of tine.

Tirc final section of the nanual incorpclrated. some principles of behavi.oral

psychology in order to increase -',,he chances that participan'cs l¡ould. becone

i-ncreasirrgly profj-cient in ¡naíntaini-ng their good- tine rna^riagernent practlces"

This sec-i;ion of the manuaJ- prompted. +"he participarrts to organize iheir: world.

'i;o remind. them to be a good. tlme ma.nager and to arrange thelr l"¡orld. to provicle

rer.¡a:rls for thelr good- time iilanagernent prac-bices.

DeT¡enCen', Varia.bles

QuesiioünÊi{g_e!Èlisggi observation. Xach participant ¡ras incliriiiL:ally

inLervierred. by the author before and a.fle::-Lhe tine managenen'i rrorilshop" ;\:r

intervier+ consisted of ti.io par-Ls. Tlie fii:st po::t,ion inc-l rd.eå a sta+"enent, of

the pu.rpose, conten'u, ancl conficicntiaJ-ity of infc::¡nation girien, qneries re¡;:.ld-

ing ¡articj-pa.n-b a.nd-.,¡orl.l enylronrneirt cira:::ic-'r,eris't-.c¡r ãnd- en c::n-La-nai.'ì-;n cf 'uhc

nuilber cocli-ng systen bo be'rsed in reíjl)onse to jn.tc::viei.¡ ìtens (see;\p,oenclix

:, p. 140).

?art' 'L',+o of the inlr,erviei¡ consi stel..j- oî 2j "qlesiionni-ïo" anC l-] "d-irec-1.-
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obsez''¡ation" ite¡ns. Gene:lalJ-y, "questionnaire" iterns reqriested participants

to estj-mate the f::equency or p::oporiion of opportunities l¿i;h phich certain

ti-me mana6ernent practices occr:-r_ceil, l';ith no substantiation requirecl , The

ai-t,erna'Live choj-ces included-: one oï ¡lore tirnes per day, one or more tines

pe:r r¡eek but no-i; dailyg one or more times per month but not l"eek1y, less tha.n

once per ¡nonth, not a3:p1:ì-cable; ar, 16 * I}Vln 51- - ?11,26 - 5Váo O - 25û1,

no't, appllcaLùe , "Ð:trect-obscrv¿.:,tlon" Items; rr:cl.uestecl ¡rl:ctlclparrts to providc

objectÍ-ve cor:roborati-on of tine rrnnagenen-b practices sueh as a v;rj-tten nemo,

rnimrtes of mee'L.ings, ent::j.es j.n a time nana€;ernen-L nanual-, or other correspond-

cncer in adclition to esr¿irnates of freouency" For ex-ampleo rten 2) askeci:

"L)o yor-r eve:: rrite ou-'{, ycur d:iy's a.ct:lvitj-cs a.nd asslgn prJ.oritles to them?"

Iro)-lordng an estinate of freErency or proporbj"on of opportunities, the parti-

cipant i{as requesteC,to provid-e a l.¡rii'Len ex-arnple as corlroboïa'r,ion. Four

(of 38) i-tems requi-reo "yes" or "no" responses raihe:c tliarr specification of

frequency or propolrtion of o1:portunitj-es,

l'he personaJ- intervier¡s reqr-rired arr aver¿ìge at 4j nlns. to conplete"

Inter.¡ier.rs rrere helcl" privatel.y in pa:r:Licipa:tts' officesu or rdren prirrac¡' r,{as ncrù

possible, 1n a pri-"'ate roo;n nea::by, In i;he le3ter case, corrnboratj-on ma-

terial-s locateC in particiÐan'rs' ofíices l¡cre examlned ¡-it ll-re end of the

intc::r.j-el¡, ,\ coÞy oi:'Lhe "oeiscüa]. i.nte::raer,r foritta'u. is a-l-,tachei. in AppenCix C.

in dctei:nun-ì,,*r3 ';hc1r l:esîjoní:les clurin¡; i,he fo1lol.¡-r-r-? i-rLterrrieri, Ðâr""j-ci-

i-ran'"us l,rerc pro|rpaueå to cc:;isid-ei onl-y l;he pe:ricd 'be-bl"'ccn thc previor-l.s inter"'¡iet,t

a.nil LÌre da;r ¡,li-or ì;o i;he day in:;hj,ch they'r,rere c,in'¿acie,l io arrange an aÐpoi-ii'u-

¡ileni for thc i;:-Le::vj-e;'-" Corrobr,z'ati-r¡e eiidence Tías acce'oied oni y ii it cccilr-

::cd. rtir;Ìiin this ircri-o.J" Pa:.:tici"panbs hari no-l; bccn i.nfonled, +"iia.'" fclLol'¡-ì.ìp

neeslìres r.¡ou-l,d- be tal<eir,
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¿+fl¿_Ëile_lgg. Participant,s co¡nÞIeted. fli.rce one_d-ay logs rì,ur:ing laseli-ne

ancl a one-ci-ay 1og during each of the other e;çeri-menta,1 phases. i\ cop¡r of ihe

'cine 1og i-s attacjrecl in þpenctix Ð. throughou-i a r¡orkcì.aJ, in l.¡hich a time log
t'¡as u.sedo pa.::ticipauts recozd-eC theii: inaijor act-'r-.,'ities at. lj-nr-i-n" inter.¡a-]-s.

Sanple activ:-ties incì-uderl such thÌ.ngs as r'¡orl<ing on the d.epa:rtmental b-rd.get,

tt:iting Lip câse re¡2orts, or Ìravi.ng co:ifee" A-Lso iecoïrled- i.,ere changes of
activi-by, in-ancl-ou-t-going p?rone carrs, d::op-i_n .¡isito::s, and r,Èiether the

lat'r"er tt^¡o ac'r,ivities inv-olvecl busi ness anc/or social i-nteractions.

To assess ti-me ina:ragemen'b behaviors recordetî in the daily ti-rne logs, 22

t¡res of time nìariagenent beha'riors i¡eue identified. baseC- unor f,opics presenied.

d-uring the r+orkshop. The checker perforrned. ihe d.ata analysis by insepc-bing

each 1og phase by phaseo j-clentifying al ti-me nírnage\men'b bchavlor ¡:,nd. Ín a. suinrLary

d.a'ta sheet el'L,e::ing a chechnark in -bhe app::opi-ate pt ace l:eside one of ]Ûhe ZZ

types of 'ci¡ne iranaßenent beha.r¡j ors l:lsted." One checkrnark l.¡as en"bered. for ::ach

behavior observed-" The checker al-so talli-ed. cha.n6es in activi'r.ies, inconing

ancl outgoin'¿ phone cal]sr dlo¡-i-ir vrsi'Lors, and. "'itusiness,, aild ,,sociaJ-,' inter.*

acti ons pe::taining to lhone calls e,iril d.roi:-in vlsito:.s"

Each time "log t'¡as coded b;r the author to conceaJ- parti-cipantsr id-eniities

a:rd e;t?ertmen-'ra1 1rh¿lses. All identifyin{ feaiu::es sucìr .1s naines, par.uicipan.b

nrrni;ei:, darr,es, phases, a.nd. sc one r.rele rernoved_ Í'ron each log. Letters or

cornbinaij-ons of letters ;'¡erc ::anclo:nly assi,gned to replace .¡articipant nurnbers"

Pirases i¡e¡e ccd.ecl by randon:ly ass-ignecl. nu.mbers"

Ti-ne 3-ogs ïIerc af:re"nged Ín aìnhabetlcal orcì-er by *rhe author: pri-or to

anaì-ysis. Tlre anal-ysis t'las ca.ra'icd. c,u'u b.l, a secretary at';he Uni-r,ersity of

tianitcb¿. (no'u the ind-ivid-ual r.¡ho took ¡ar'Ì, in interri-e',¡ relia.bili-ty obser"v-a.-

tions) r^,'ho r,'as l-.1-ind. .bo the e-ïrerineli";al- cl-esj-,l,'r-l and- ',he cod-ing s¡rs,,;,en.
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Eroerimenial Groups

Llighieen partici pants r¡e::e selected. fcr El?ERII.liüìiT I amd formed- into

three groups (n = ó). Cne pa.r'rici-pant subseguently wj-thdre-,¡ from Group 2

auri.ng tsaseIine. l'trithin Brorlps, an at';empt :.ras macle 'bo includ.e participan',,s

having comnon characteristics (see Table 1). Generaf]y, the main character-

istl.cs of the grouÐs ir-elle: Grou¡r J-, depa:rtinent heads¡ Group 2, nursing ancl

sheltered. iio¡hshor: supe::visors; Crou¡ io clepa::tnrent hea.ds. Group cornposÍticn

l.¡as determined. in pa:rt accortì.ing to the raticna.l-e that par'cicipants having

approximately simS-far' woriç functions and- res¡onsibiliti-es l^¡ould- increase ihe

liklihood of discusslon of tj-me managenent ma't,erial a.nd contribute to exÞeri-

mental effects a.r:d. ¡aa.intenance of effec'bs ol¡er time.

lJ:cperi¡nentaJ- De sißI

A multiple basel-i ne d.esign acïoss gror-r-ps (liar-uin & Pear, :-nB) r¡as used

to evaluate the time nana.gement ¡nanual- a.ncl- r¡orkshop. Each group e4per-renced.

three phases includ-ing SaseJ-ine, Post-treatmen'b, and follolr-up. During Base-

line partici-pants completed a personal inte::vier¡ and. three one-day time Iogs"

1o provide a. ¡n-il'uiple taseline measuren ihe"i;ime management vtorkshop ras g'i-ven

sequential-ly to -Lhe -bhree groups, anC G::ouirs 2 a^nd- 3 al-so conplet,ed a second.

nersonal j-nte::vieu a.nd. * one-d-ay time lcg jlrst priorbo the tine management

r.lorl;shop" À1-1- ,3::oups He::e given personal inie:lvier+s a¡rd compl-eted- one-day time

logs irunediately fo1-loríng i;he t¡orl<shcp at, Post-ireatinent erd a¿çaj-n at Follor-up.

Social Valiclation

Tiine rrranage¡rrent i,rorkshgr. ,lit iho end of cìai1y i¡or!:shor: sessions parti--

cipa-nis îiere requesterl tc coi:rtlet.e a. c¡uos'¿i-onnaire rc¿,arCì-ng thc, ciari-'"¡',

::eaC.a'oilityu ancì r-ise:['u1n.css o-i ne.Le;:ja1s in ti-re nanual . A']so, comrnents r'ierc

invit,ed ccncelnin.g s;uggestionsu crit'icisns, e-nd- other inatters of re]-eva:ree to

the r,rorksirop. Parbici.pa.nts r.¡ei:e j-nstnlctccl" to avoid identifying thetnselves.
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ilo-l-low-ul questionnaire. Ai Follor.¡-up, participants r,¡ete aske,1 to assess

the itor.'ksh.op, ancl'¿hc: ex'¿ent to lû'rich -i t inproved -bhei¡ i,'ork effectiveness"

Questj-onnaire items includ.ed.: -r,j-me nanagenent proceclu::es put i-nto practice

since the previous iniervier'¡ i,¡hieh inprovecl '¿heir r¡ork or personaì- f-ife;

aspects of -bhe manua^l- t¡hich t'¡ere useful or not useful; cc¡1,'rents, criticisrns,

and. suggestlons i.ií'th respeci to the l,¡orlcshopsn personal interviews, ancl time

logs; the relevance of the tirne ma:ragement, ¡naterial- consiclering an individuaf-'s

l'¡orh situation anc/or personal p::eferences; elrposllre to other time nanagenent

sources before ancL after the workshop. A cr:py of the i¡ollor^r-u.p questionnaire

i-s at-l;ached ln Anpend.l;r [.

Collea.ßue ratin¿i scnJe. Par*Llc5-paurts l.rere reqlrestcil to vol.unta^Ti1¡r

id.entify bo-l:h ¿r supervì-sor and. a. s'Laff me¡lbe¡: r.¡ho cor-rId. rate the¡n, subject

to the following criteria: the colleaglr-e consented- to rat,ing the participant;

the co-l-Iea€ne had t'*'ice rveekly contac-b rnth the participa:r.t; one of the con-

tacts occurred. in the participante s office; at l-east one of the contacts

includ.ed- Ciscussion of r+ork-related. matters. In al-'l , five participa:rts (i'ar-

tiei-pant.s 3o 6, ?r 12, ancl J-l) met tire c¡iteria an<l- consenied to collea'3res

::atin6'Lh ei rbi-ne inana¿ eneni l:eh ar,-i- o-r:s .

lhe i,'e:mission forn Lerluos'Lecl perrnissi-ol'r to app-roacl.r tl'¡o s'Laff niernbersr one

l.¡ho l.¡as responsiblc'l,o thi: p.art_icipan.t and- one l.¡ho r.¡as the particinant,'s srlpelî-

ulsor" llÌrese incli rndual s r.¡erc asked to r:ate anc] to girre thci¡ o'-.irriirns cf the

ladci-ci.iratri's tj-ne mana6crnclt-b sl<ills as a fiinctj-on of having complet,ed i,hc-Line

nanagemcnl vtorksho¡t, Ïarticilan-"rs placed thei:: signa.';ur:es ebo'¡e 'the nanes of

the'bl';o colleagues ihe¡r oì.csignaii:..-L to rai.e'¿heir' tine nana3enent behar-rcr:s.

Partici¡ant,s were aslied- to not coreni;rricat,e i.¡ith coll-eag'.res conceltni-ng 'c,heì.ir

ratings and. l¡ere infonnec'l 'r,hai the ind-ivid-rra.i- ra'Lings coul-cl not'be rcvealeil, to
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maintain conficlentiality, 0vera11 statis'cica1 averages of ratings 'n¡ere maCe

avail-able a'u the end of the study.

The colleague rating sôale comi;rised- three sectj-ons. Tne first section d.e-

scribed- the purpose of 'rhe rating scale as af,L assessinent insimrrrent to d-et,ernine

ihe d-eg:lee'Lo i.fnich cha;rgers irr the particípantso ti-ne mana,gement dEi1ls l:a.d- be-

cone Inoïe appareni to ind-ii'j.c1ua.1s r'rorT<ing in clcse association with her/irinL" The

colleague was inforrned regardin6 the confirl-entiality of information obtainefl

in the interviewr/rating sca'le. A colleague provid-ed. preliriri-nary infonna'r,ion

includ.ing position title, the fozmal rvorking rel-aLionship with the participarit,

for exampleu di"rect supervJ-soru secretary, etc., length of servJ.ce ln 1;helr.'

present poslti-on, length of 'blme wcrked ln ass;octatlon r,rith the parbl.cipan'1,

ancl l-ocation of the working area relati.ve to the particlpant's.

The second. sectiorr of the rating sca.l-e r.ras conposed. of 16 items each of

l'¡hich were rated- on a /-point scal-e or a "clon¡t know" afternative" CoIl eagues

ra'r,ed participants' effectiveness cluring the previous i,wo i+eeks rel-ai;ive to

before the tlrne mana€ement rrorkshop. The /-point scale includ.ed- aJ-lr,ernatives

ranging fron "nuch less effectj-ve" as the most negative rating to "much more

efiective" as the most positive rating. The itens to be rated were based- upon

importart tl-me management principles presented in Days 3- through I c¡f the

workshop, tr'or exampl-e, item 1 trasr"Scheduling work or tine a'u the start of a

r'ror[: d-ay (other than ac'Livities that have been i:reviously scheclu]-ed, suclt as

meetings, appointrnentso etc" )"; item 4 stated: "l.lor{ring on l ong-term goals or

top priority activities :relative to wcrking on routi ne ¡ t--cirra^r. '"¿:i;s" "

The thir-cl sectj-o,rr of 'thc ra-ting scale incluO.ecl- a single iten rating the

particilan'L's overall effecti..veness in tine nanagernent siriils using the f-point

rating scale, ancl fo',r-¡: .L'l:ens ;:ir:lch -r:ecluesteC r.n:j.tten responses" For exa:npf.eo
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item 2 statecl: "Ctl:rer than tbe j-¿,-clts i..n ParL ao c&n ¡r6u -'LC-entj-f;' ary sDecifj-c

cha-nges that have occLr.-rre(l r'iith.r:especi; to i¡cur cci'ìeague Cu::iitg ihe past tuo

ireel"s as cofilared- to 'ocf,r:re he/sne bega-n tl:re Tine Ì,lanager;rent course?".

'Ihe ¿luthor T,ras present throu.ghorrt the ¡ericd in r"¡hich col-l eagnes com¡'l eted

the ra-L,ing scal-e j-n odle:r to t:rovicle any clan-ficaì;ion that r.;;rs requlred"

Cf -the ind-i--vr-d.i-ra1s i.iho.,rrovid.e.i" the ratings, a^l-l supervisors but ncne of

the staff hadl- conpleted. 'che tine nanagement l{orirshoÞ" Ratings tock place four-

to-se.¡en i¡eeks foÌlotri-ng conole-bion of l¡odcshops. The penússion fozm ancl rat-

ing scal-e is a-L-bached in Appencl-i;r F.

ïnt er_.cbserver Iìe-'l.i abi.Ì-it[

.Pet:sonal ln'l,ert,.j-et^¡" Thrce observe::s ass:l-sted. in the col-lecti.on c'f reli.¿rbil--

it;y cla'La, Tr^io observers rrere ',:ndcrg::adllate and g::aduate stud-ents in psycholoç'

a-1. '¿he Universi.t]r of iÍanitoba, The Lhird observer l{as a secreta.ry at the sa¡ne

uni.¡ersJ-ty" Tlhe author and. one observer siränlianeoulsy recorded parbicilantst re-

sÐonses clu.ri-ng inter:viet+su while cn$urin6 -L,hat neither could. r'iev¡ r,'ha'u the other:

harl reco-¿:tLed..

'Ihe percr:ntage of intervi-er\'s foï i,'hich ::e-l-iajrilities i¡ere conducted ¡"¡as:

Saseline , 6f,/"i Pos-1.-trcatnent , lp?;6; I¡ollor¡-irp o 597q nean Þercentage across phases:

56;l', An agrecment or clì-scu3reencnt l.ias obtai.ned regart'-ing cach ite¡l in ihe inter-

.¡iei.r. iìel-iability of observa.l-_icÌ1tr, riû-rj ca._t-crr_l-a,ced. by rJ-ivicling agze;enel_l.¿c by a.gree-

ne::its tl-us Cis;i,3reeroe:ris, -Linres 1-00.

D¿li]j¡ tine lo{. T'he sccz'e'ca:1r i,¡ho as:;ist,ed in colleci,ing inte::vi-ei.;

re]-i¿rti]-i'uies a-r.so a-ssi-stecL in talr':la-L,ing tine lcE ::eÌiabiliiies" Ttto parti-

cipants f:con s¿rch 6lloìip i;cue rcildoriù-¡r sel ectei and. thej-r 'Line J-ogs subnit,teci

clrecked-. The analysis r¡as blinci, as in i.i:e ini',-ial anal;¡sis. in the clai;a

ana.lysis, 22 categcries of tilne ¡lanagenen', behai;-iors were iclenì;ified. amd. such
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behavlors observed 1n iogs r¡ere noted by checkma:Crs placed. in the appropriate

category in summary data sheets" Durlng rellabllit¡' checks, each category ,"ras

checked for agreernent in ea-eh experimental- conilition. Therefore, "polnt-by-

point" agreements or disa¿reements were possibl-e" Reliabiilty r+a.s d.eternlned.

by d-lvlding the number e.lf agreements by the number of agreenents plus d.isagree-

ments, times L00" Categories for which checknarks r{ere not enetered. by either

observer i+ere not includ.ed. 1n rellablllty calculatlons"

Results

In'berobseqver Bel" l-abi 11 t-y

Concernlng lnterrater rellablllty for the three groups comblned, the nea¡r

percent agreement for personal intervlel¡s ln Basell,ne, Post-treatnentu and

Follow-up was 99"8, 99"6, and. L00, respectlvely. Mean agreenent for references

to tlnre management practtees in the tlne logs was 4f/r, aver-aged across erperl-

nental cond,l-t1ons"

QUejqtåonnaire and. Direct-Observation Scores

Weighted llrtervielç responses" Responses 'üo intervlelq ltens ¡+ere nrad.e wlth

reference to one ofthe following four categorical alternatives: frequency of

occurrencer proportl-on of opportunlties, yes or no, or not appllcable" In re-

sponding t'o frequency of occurrence o:r proportion of opportunities for questlon-

nalre items, parti-cipants selected fron four alternati r.'es of d.ecreasing frequencies

or proporti-ons of opporturrities (see Appenùtx C, pÞ" 140 - i-42). For purposes of

data ealculatl-ono the latter four al-ternaJives were re-fonnulatecl in ierms of

"excelleÍtt" o "good" o "fair" o or "poor" desÍ.gnations to accornnodate lnterview iterrrs

for r^¡hich low frequenci-es of occumences or fer¡er trrroportlon of opportunities re-

presented better time managernent practices (for example, see j-nterylev¡ items !6 and.2J).

To calculate percent scores i-n i;he welgJrted. score analyslso "excelì.ent",

"good"u "fair"n and. "poor" responses ¡+ere weighted.4, J, 2, and. L, respectlvely,

"Yes" and. "wrl-tten corroboratlon provlded" responses I'ersus "n.o" and "no
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¡aritLen corToboratlon prordded" responses were -nieight,ed. 4 and 0, respectively"

1he naximu¡l score possible r:as detesuineC by muJt'iplying by four Lhe total

nunber of questionna-ire items ¡ni-nus "not applicable" Ïesponses. Percent

scores for tnterviews were deternined b)' sun¡ring the i^reighis ob'uained in inte::-

vie¡,r i'i;ens dj-vid-ed. by the maxirnum sccre possible, tiirres !00.

Tne percent scores of r+ei-ghtecl interviel{ respcnses for ''.he experimentaJ-

g:rou.ps is shorin i-1 Figure 1-" The multiple baseJ-ine across the three groups

reveals clear experimental control in d-lrect-obseruaiion iiens at Post-trea'bment,

io-ith so¡ne attenuation at Fol-l ol-up" For quest'i onua.-ì re i-terns not requ-iring co*"

roboratlon, scores reniaj-neC relati-vel-y stable across phases a¡cL at a higher level

thait direct-obsen'ation scores.

participanrts, indlvid.ual- performances Here 5eneral1y representative of the

d.irectional- eff'ects of group d.ata with 'i,he follor+ing exceptlons" Qu'estlonnaire

perfo::nance for Pa:rticipani' 4 ciecreased' a'eross Þhases r'/nile ùireci-observation

perfo:mance showed 1j.ttle or l'ro increase at Post-treatroent for Participants 4,

B, and. L4, Di-rect-obser,raticn perforrna¡ce at Follow'-up was not susiained in

parLicipants 3, !, and 1-4u return-ing io Baseline or beloi+ Baseline leveIs'

rlnile parLicipants J, lJo ancl'18 showed. further Ín¡rrcvement at Foll-ow-up"

Indi'¡iclual da"La for xeì-ghted, interview scores aïe lresenied. in Figures A, B, an'd

Co attacheC in ApPendix G.

ThÍs t¡re of analyses reflects changes occurring r+i-t'hin the poor-to-

excellent response contitluum because of 'r,he diffe::entiaì- i+ei-Shtlng syste'n

applied. to responses" In this analysis corrobor-¿tion scores are combined

wi-th questionnaire scores in the Ôirect-observa'tion conponento To conpale

questlonnaire respori,ses with no corroborai;ion tc ihe qu-estiorrnaire responses

in the d-irect-cbservation coinponento an analysj s of "excellent" category

responses was d-one for thre two classes of quesiionnaire respon'ses'

.srstagL}ysisof'.exce1}ent.'çaiegory-da-@"Pe]]centscr:res¡+erecalcu].a-

ted. for th.e "excellent" category scores and- for ye=/no responses, includins 25
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queÊ1"j-o:ona'ìre items not rec.uiz'i.nî cc::.:cbola'r,j-crl anC 1j qLlestionnai.:re items

requi::ing cor::obor¡'ïion, inclependc:rt of i;he actual corrobcration sco:res. li'ctr:

each inienrielie the number of "eticel-1en1," lîeslonses sco:::ed rel-ative .r,o ilre

to-La.l ¡:'oss1.?r-1-e exceilent resllonses (ninus "nct anJ:li.c;able' intervier.r it,ems) ias

d-etern-i-ned- and- conr,'erted- to a percon'ta.ge- I¡or ;t65/no i-tens, "yes', lesÐonsos

lrere scoreC as "cxcc1lenL," eclliivalents,

The first a.na.J.;,'r::is o:."'e:cce-l-1eir'i;" ca';e6orry d,ata is pres.;enteci in r:-glre 2.

Elper*inent'al effects a:re evici-eni, i-n G:rou1,r I for bo'ch questionil.aire neasuïes

a¡rcl- are eviclent for on-l ;r the c-uesii onnaire conponent of C-irect-obser-va-tion

iteirs i-n G::or,ip 2. llo clea:: evicl.ence of e;cÞertmenì;a-l- cont:ro1 r.ras appa-reni, in

G:cor-rp J, ThÍs da,t,a. shor¡s-thal; for aJ-1- g::oups q-uesbj-onnai::e sccrcs or itens;

iri'Lh no po''i,en'tiaL1 co::roÌ:cra'L.j.on r.rc.l:e consi.s-Len-bI;r ¡1*1-rnr tha¡. the scor:es of

the qu-es'cj-or¡r;:ire coniÐonen-t of d-irec'l,-observa.tion itens" 'Ihe::efore in 'l;lle

fol]oln-ng; anal-ysi s "excel1ent" catego::y äaia i.,a.s e:,:aninecl se¡arately for ccin-

bined. ctLestionnaire i-i,ens rela--bive rlo conobora-Lion itens.

Secc;nd. anellysis qL"excol-l-ent" catcßor)¡ data, Tne seconcl- a:lalysi-s of

"e):c'¡llc;nt" categorT ?eïcer1t sccï¡,'s r;ere ca,lcu.l-etecl ii.i thc Íl¿l.ne rne.nTjìelî a:j

descrrbr:d. above for the enti::e se-u of cluesiÍonnaire i_tens (cornbj,n-ìng the sets

of 2j 'anð- Ij i';ons) ¿nd sena.:ra.i-.e1";: i-c:r tiro ,l-3 co:c:robora-ti_cn cc;nponents, i.e.,
cl.e-Le:rlnining tirc le rcenta¡;c of cor'::oi:o.¡:a-tion itcns :iol: r.rlìirj-l inii;ten e-,.'rdence

of bcjtavioz' chan¡;e t+as ac'l,lr¿rl--'l v ol¡l.a.i-ncd.

i¡'ì -""'^ " -t'ìolts "e>icc-1,.1-c:1.i" catci5o-'aJr Ð(-rïí)cni. score s ol:1-a.i-neC i,n tot.¿i^ 
_:-tl -4¿ j .,/ utl

questi onnaj::e :i bcns (no', inc-li.rå.1n3 cc-r::::,ot¡o::atj ve tcc::cs) a,,C lct:cent of

co::rcì-'cra'ticn itcn componen'Ls {.îer ;¡ìrj..cir corrol,.r--r¿'Lior:l i.¡¡.rs lrov-irJed-). The

n'rltille bascl-lne shoirs c]-ear evj-rience o,f control ilt tiie ccr::cÌmre.ticn eoii-

ponetii, j-'¿ens across aì-l ¡i:oi-l1ts, ì-rrt c.nly r.lroul l- sirol,¡eil ¡rn exle::iinen'La1 effec.b

foi'¿o'r,a} questJ-onn¿l"i ::e -ì-'Le:ls,
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WËEKS

First ånalysÍs of "excellenL" câtegory daËa for Groups 1, 2,
and 3" I'he fílled Equares represent guestionnafre scores for:
whích crorroboration r,¡as noE requesteci. îhe fi1led cfrcles
represenL questionnaíre scores for items requiring corrobora-
tíon, índependent of the actual corroboraEÍon scoÍes. The
double verlica1. broken línes índicate the Tíme l'{anagernent
I{orkshop (T}f) and Minímal InsËrucLor ConLacË (},IIC).

Flgure 2.
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Second analysís of "excellent" cåtegory dat¿. for Groups
1o 2, and 3" The open circles represent corj:oboration
scores. The Xts represent combíned questionnaíre scores.
The double vertical brolcen lines ínclicate the Time }lanage-
ment Workshop (TM) and }finirnal InsEructor Contact (MIC).

15

Fígure 3.
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These results sho¡s ihat the workshop produced the gËeatest percent iroprove-

meirt in .^'ritten er¡idence inùicating behavioral change -bhan in questJ onnaire re-

sponses of change.

iglggg!__gle169_ scores" Basellne versus Post-treatiaent percent change for

r,relghtecl inter:'u-iew scores i-s presented in Table 2" Largest percent fu-rcreases

occur¡ed in direct*obseruatJ-on scores, even discoutrting the relatively large

increases con'crl-butecl b5r Farticipant,s J, 1,10 and 16" Tnis analysis does

irot j-ncl-ude data obta.j-ned for Groups 2 and. J just prior to the tilme nanagenent

l'rorkshrop.

llail:¡ Time Log

The rnean frequency' of references to time managemen'b praciices aclloss Sfoups

i-ntine -1 ogs ln Baseline, Post-treatrnent, and Fo11or+-'.:.p was: .58, L"3, aJrd "99

citations per 1og, respectì-vely" However, d.ue '¿o the very 1or¡ interobserver

relj-abilities obtainedo ll:ese data sFrould. be interpreted niLh cautj.on. lror

the sanire three experirnen{a,l phasesn the mean number of "chariges in activity"

acïoss groups Þ¡aså 2)"2, L6"5, and. L¿+"i changes per 1og, respec',,ive1y"

Socla} Val-id.a'blon

Time mjlnagenent r.¡orkshop" Participants rated each day of the norlcshop

uslng a scale of one-to-seven in -'¡hlch a rati-ng of one was a velìf poor scorÊ

and a rating of seven vras a very high score. Averaged across all participants

ano. clays of the r'rorkshop, the r¿iings of the nanual, periaining to clarity' and-

rearlability a.nd to the overall usefulness or value for tkre participants were

5,81 and. 5,84, respectively.

@. fn response to the quesiion¡ "Since the pre-

vlous lntervier*', have you lut lnto practice a.ny time tnanagentent procetlures

that have inproved. the effectíveness ofJ you:: wo:rk cr ycui Þ€rsonal lÍfe?", lL

ou¿r, of 17 partlcipa:rts responsed affirmatively to the "',¡otk" asiræt; f oi:t of
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combj-ned- cluestionnaire anC associated corroboraticn
component scùres

Questionna.ire - Eres*ríor:.naj-re i-tens for i^¡hich corroboration r¡as not reou.es'Led

TotaJ- fnteruiew - combined- direct-observati on and- questionnaire scores



1/ part-icipa.nts rcsnonde¡1 ¿r.ifirna.t.ive-l-y to the "Þerssonal

Tn response 'Lo the o,ues-bi-on: ,'jio.,¡ le-'t,erra._irt i*as the

rnatei-af for your, consicl,eri-ng yon.r: ¡¡ol:.1.r :,:i';ilati-cn znd,/ç-,

rr.,¡e-ìi.' rel-et¡a"n-t" t'¡as cj,'l;ed 'l-.;;' ¿11, 't¿irtic-ir;at-r'uS j_l:t L:louir i,
-,lh::ee -''-l Groun ]. Oth.e:: T¡¿i.¿i-c-ìr¡;.l.1s: :îouncl the ¡tar;e.:-:a1

so;:tc :cel-evanceí nonc sa:i-d j_i lvas; Ìrre--t.cva¡.i."

2-

life" a.s1:ect"

tilne na.nagenent

n:lsonaì- l:cefere.l.cJS?" ¡

t:ic i.ir. G::ou.l 2, and-

tc bc a-t l-east, cf

ûr1y three of 1/ pan.tic:i.i:an-ts sr::-cL'Lhcy irad nc prerrj,ous eL)osure to tine
manaðenen'; naterj-a,l-s othe: '¿ìra.n through the l.rorkshop¡ ni-ne par"rticipants in-
clicat,ecl they ha.CL ccne in con'r,ac-b;ú',-h'birne na:ìa.Seilent ir.ate::-j-al-s since the

l¡o-¿{tsho¡.

Coll-eap,ue ::a"tj_ne scale, Supe-r-v:-sor ¿:rc-L s-Laff ra,tin6s of fj-';c partici-

irants are presen¡r,ecl i.n fi..53::e /-l-"

The l-or¡cr pa.nel- shclls separa.t'.e raii nájs of super-v.isors and. staÍlf fo:r 16

ti-rne managenlent behavior ca'Le¡;orles, comlatii-nð "before" ând. "af.Ler', perforrnance

as above" Snpervisors .{;endr:C io see ¿..:roater i-inpr.ovenents in tine management

skil-l-s 6;ene:raJL.y 'r,han d-id staff"

The upper panel shows combined superr;i-scr and staff (N = fO) ra.uiitgs of
particilmts' o'.¡c::al} "effecti-vencss" in tine iùena¿lenent. slcills d.u::i-ng 'Í;he tl.¡c.,

-tieeJiÍllr::io.r-Lc,-ri:,c:l.n'l,crrt-cr¡::cl.¡:.-t.Íve to bc-ior:e'Llie l¡o;:irsho:r" .lght o.i l_.he t,en

raLctr: ci'fecl- col--r.e:.;..1es,--Í n(,lt:ì c-ffcci,ive"

iìo:: the -iot-ir:' 'j',-ens :':cqucs-Lin,; t.;::i'L;ter-L -rcíj'nor-LSeLj, sone ::at,ez.s ci--i.crj. ser¡eï¡:-i

resrr!.)lrs^c i'or: rtctl:lc ,'i-tens, 0v,.:r¿'J.--i-n fc:i: bhe per:-icd s-j-nce thc t.i¡ic llai-rasencn.1,

i'¡c.r:Jlsirr-ìir g sÌ,-l.;er:r¡is;ots; idcnfif.i eå 20 beira',"i_o::s a.:icl s,¿¿i.if iLcicnlificl .r'O l_.ehalt.ors

r:hich ¡ho';cci i,rosj-l-,ì vc cira;i,r;cs:" ,-jr;lrc-:';.i,r'icïi; ci-',e¡-1, j-¡;1;.¡33çr.,s¡len'i,s i1 such beha.¿i_ors

as llaritring for nee'"i-ng-s 5 a.î c7':"zr-j-2,;å cte,:J.- anci i.¡c¿-il areÐ-r anci prior-izi.,r5 *:cì

rLee.Cli:f-ng ac'ri',r, ì.ies. 5'La:l'î i:ì-c¡-¡¡-¡1,-",4- j-nì-.ro¡,,e¡ents i;l cì_lscusr:i n... c-ì;ri r- r¡
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Figure 4

RAT ING SCAL E

supervisor and staff raLings of tírne management behaviors
for five pariicipants in Grc,ups 1, 2, and 3. The l-ov¡e::
i>ane1 depiets separate supervísor and staff ratings for
16 time management behavíor caÊegories comparing perform-
ance befo::e and af ter the time management ruorkshop. The
uppel: panel shows combined supervisor anci sÈaff ratings
of partícÍpants r overarl "effectiveness" i.n tíne manage-
ment skÍlIs dur:íng the ti,¡o-week period prior to trre ratíngí'tervier.¡ relaËive to before [he workshop. The 7-poini
scale ranges from "nuch iess effectíve" as the mosi
negative rating to "much more effective" as Ëhe mosËposi.tive ratíng. zero represents "no apparent differe'ce".
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oìrjectives wlth staffu d"elegai,ion of tasks, organi.zing ihe work areao a¡rd spene-

ing nore ti-ne i'rorkin6 on long-tem goa"l s" There '',¡ere 'cl¡o supervisor and. four

staff responses of no change i-n behavi,ors, and. three responses from staff in-

ùica',"lng worse p;rfornamce" Negai;ive appraisals j-nclucLed. d.oing tasks unassist-

e<i, requesting fe',+er inter-rupiicns fro:l staff j-n an und.iplomatic nanner, and

failing to j-nform sta.ff of reasons for changes in managerial beha.ltors" l-here

t{ere seven superl'i-sor anrd four s+"aff responses io the "don't llro¡t" aiternaiive.

Discussion

Tnese d.ata indicate that the self-instmction manual in conjunction l'¡ith

mini¡ral therapist contact i-ncreased the d.egree to uhich most pa;ticlpants

saici they perforir'ed time management pr=-ctices and the d,egree to r¡hi ch rnost

par',-icipants proviiied rrrltten ex"amples to corrobozate improvenents in tine

mana€ement Ðractices"

0f interest in these findln.gs is '¿hat questionnaire items for t'¿Ïrich

-v'¡-ritten substan'r,iation woul<l be .ùlff1.cul-t to obtaj-n irnproved an average of

oniy ffi in Baseline versus Post-trea',nenì;" Percent scores for questionnaire

i'tenis were always greater than forl"he questionnalre componeni of d-irec-L-

observatì on i-tems" This suggests that ques-blonnaire items for which coleobora-

tion is unlikely are "j-nf1a'ued" and nay represent a "ceiling effect" for j,tems

of this type"

In the "excellent" category analysis (see Figr.:re 3) responses in Group 1

were no*u eniirely csånsisteirt with those obtaj-ned in Groups 2 and- 3, In
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Ìasc].ine Gror-ip I pa::bicipa.it'rs saict their ti.ne ïn¿¡1e.3erìen¿ br:hav*i oïs Ìrie=o nc-i;

ercelle:r.t and- corroborati-on scores te:iiled. to substa-rrti:.te tÌris. é,t post-

t'reati;ient, lhe -Li,ne nanagemeni l^,'o::i.:-sho¡l i'c::ea:¡;ed i,'ir¿..-b the.:¡ a-cfr-rai_l-¡r di_ri and.

this i¡as a¿ain consisteirt l¡'ì th uhar ,ciic¡,r se.j.d abcut .t-he rate or pr-o?ci:i-ì.on of
tine nat-a¿e;:ieni bejte.r-j.o::s in -,¡hj_ch they.eirga¿cd., The::ear:cn foi,¿hj_s dj_s_

cl:el:a'ncy i-'etl.¡een ilror-ip -'l- ve¡su-s Crou.¡s 2 anc;1 -1-s not readili¡ appr..ren-L. l::or-r¡ I

Iia'rtic:Li:an-Ls harf been j-t-t th.ej-r ¡::eseni; irc,sj,'t,io¡¡.¡; fo:r l-cs:i l;ir¡e ar:,:l- slpe;:yiscd.
'îc ,.;r.:" oln¡'l n¡¡aa cr.u,,ç¿ ui,,_L-,-!.(-,Js(:ò tiran larLicii:ants in ürolrps 2 eitJ 3, Tn the lollor.¡_u? qr.les_

t-ionn¿.i.re Grori¡ -l- jncj-"¡-du.al-s sard-'uho¡r tlut int,o p::act:ice ncre tine ¡ra:ragenen.,-

{;ecjrnioues;'i;Jra.-b ¡¡a¡jr: thej.:r;¡c:::k ¿:.i:ct per.gonat lifc ncrrl effectj_vc ilran Cid

üroi-r'¡;s 2 a¡r¡i- 3" G:loi-lt -1. a.ncl 3 h¿irl sev¡:i-'al, -ílc¿iu:les in ccnnc:n¡ fcr exalnJ-e,

each rr¡a.s coln¡r:secl- pr:marily of Ì-ic¿ds o:r act,ing-]reaCs of den¡ytmen.t,s, each hacL

llou:r ¡.ia.f.e and, r¿r,Io fena]e pa::ti_cì-pants, anr', each ïeÐort,eC aìurt flre sa^r¡e e}:_

posulre 'bo t'i¡re nanagemen-t ¡¿aierials, other than the present r.rorksho-¡ro

"lìxcel'len'c" categorir da'ua r'¡e:le ana-ly'zed sela.ratoly because tiri-s catcgorT

re"oresenteci the nost Cesj-rable resjlonses e \raz., thai pa-.ci_i_ci¡ants saiå r.ine

jranaS.jrllont functions l^iere perfr:::raed- on.j clî rinrc ij-r'les Ðer d_al¡, wcre lerfo::n:ec

76 ta l}Ci:( of e,.l--l- ava:ïlabJe cp]r;o:rtunities, :ì.trJi^ieïed. ,,]r*=,'o oi ruha,ú r;orroScra.b1 o¡,

r¡¿Lrs ar¡¡.i,,1-a-ir.l c" Lìat.¡'i it¡esr)n'¿ed. i-n ¿Ê.l. ll¡¡'r:: 2 ¿ncl- ;1 ::ho.: ccnsi,r-i.c:i:l¡,i:l e ii:ii--,::olioiir€n't.

l¡j-thin tlii-s ca.r;el3o::y for bc'r,h 'LLie cl-ircs{,'.j-oirnll,il:e conÐonent o.f' cl.i::r:cL-ch::ci:r¡a.'l.i on

¿-'"nil,'i,lie ccr-:roborrr:r.'L-i-on cc¡rronenì-. fci: Grc'"in ì.,, Li.:'tci fo:r'Lhe ri:¡itroi:oraj;i-on ccn-

-üotteät fo¡: [;:or,lls 2 ati, ).
'Joncc-.:n.in1 ';.ine ì r- j.i-i.:., l,l :'-<:r¡s 't,l:an ona (.,5i,,';

*U ."-. t't l.\.' -i r,

¡'r.,r rn - ì '1 .ì., j -' 1¡j- J:-..
vr.r.-rrJr,u

iì. .-'ì a riì + 1 â-^ô'¡+ l--..'-9: U_ r t/ Jv,v- - 9

tinte irr¡.1a 3er:,c.:ni p::i.ct:i_ :c ¡rc,,t l-c,11,

ci'uatio:rl; ¿:.t :)o;: t-t.:_.ca.i;liti^.1., ::;

¡'c:: l.:,;o .ì.it i.hir:I : l¡1,j.c.:-,)ân.,í:



io

1ras about 23 in Baseline and. 16 at, Posb-treatmeni, a d.ecrea-se of 33/o. The

relatively lnfrequent inclusi on of references to time manageaerr'r' practices

in the tlme logs is di,scussed in the General- Discussj-.on sectiorr. I]ecremen'¿s

j-n actiyiiy changes are inpo¡Lant becagse much 'Lime can be -r¡as'r,ed in cha-nging

froin one i¿lslc to another and in covertng "oId gror:nd." in order to restart ¡¡ork

on the sa:ne iask"

Social- valiclati.on Cata inùicateci 'uhat participants found naterials in the

nanual easy ì;o foll-oi,¡ and. to be of u.se oI -v-alue; inost Par*''icipants said tin'¡e

manage¡1ent practices mad.e 'l,heir work, a¡rd to a lesser deg¡ee 
"heir 

personal-

lives, rnore effective, Irtore than ine-J.f (65fr) of the par-t-'r-ci.pants found i;he

¡naterial. to be "ve4r releræri'L" to tìreír situations" fn super"rj-sor and staff

ratlngs of prtieipanfls' "effectiveness" and time fnanagenent proficiencyq

bogr groups no-Led. irrrprovements in ihej.r coll-eagues following the wortshops,

r.;1--l,h supervisors citing nore improverents 'than staff" Äl-l super:visor (Uut

none of the staff) r+ere participants in -bhe wo¡icshop which rûay have made

changes in gre time nanagement trnac'cices of thelr colleagues rlore readily

di-scrininable,

LIpERIMENT II: A pIE1D TEST CC,î{PARISON, 1v'-1-TÍI NO INSTRUCffiR CÚI'ITACT'

OF A SEI,F'-II.ISTRUTTIOIí lTI'18 i'1Aì'IAGD'1frfT I'IANUAL

AND A TII'ÍE I¡i/TTT¡\GEI'1FJ{T TEXT

The ,¿ine manegem€ï-rt wor*shop did no-t constitute a fleld- test of the manual

alone since an instructor ','¡aË lnesent to assisi: pa.rticipanis in working through

the ¡na-terial anC to provicle sone ad.ditional informatlon and' pronpting.

ÐlpERIj,iffJT II was carrj.ed. out in an atruefiìpt 'to fiel-d. t,est tl:re relaiive effectiv+-

ness of the ma¡ua.l versus a rridely sold, ti-me mana€ement pape::back s-ith matrageriaÌ

staff , under n,>-insi:r'-ictor ccntact condi't'ioirs'
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Ixpe::ì-nental pro-b'ocols i'¡ere iclentical- to those j-n E-ipE,ìfim{T I except a,s

cÌcscribed bel.or'¡.

lg$ine and Païticipants (as in Ey,PEmi,{mT I)

?artlcipa.nt,s t+ere rccrrli--i;ed- Lhror-ig:h ai: a.Lr¡e::'Lisemc:ntu as in X,';Pj1¡ì,1DIT I,
5u'Ìlseciuenì;1,y, ija.r'ticipants ltele -i-rrforne.J by ncrio ì;hat a dlfjler:ent.¡ersion oÍ'

i;he cc'-iÏse l.'oul-"l i¡e offereel . 'i-he ire¡no sl:a'ì;ecl. l:articiira.n.bs r,¡or-r-]-,i recei.r¡e course

¡nate::ials j-u a¡.prcxilrrately th::ec i"eel<s and l'rc1l.d. be l¿:ter ccntacted to dete'*

mirre theiz: r-isefnlness" Parbici-i;ants -'r¡e-¡e in'.-ri,ed- to c'¡rz.oll. rn the orig"inal-

versj-on of '¿ire course, to be l:eÌt-i t-,orne:-l,i-¡¡s in.i;he futu.ll,:te" A co¡r¡r of ihe neno

is ¿ltta.cheC. in ÀplenJ.ix ií" l'hc pa:rti-cipa.ni.s iir:re primari-Iy nurses, assis-ba¡rt

heacl nurses, el-e:::-ca,l. st¿rffu ai-id hea.--l-th and. rsocia.l scie:rces nersonne.L. pe,rti-

ci-pant characterj-stics ere Ðïesented in. Taì:_t-e J,

Incle penC- ent . V¿¡ri abl- es

Partì eipan+-s recej-r'ed. ei-'¿her the sel-:î-j.ns-bruction J,ime nanagenent rnan,.ral.

(see Appencii:'l /i) or Al-an Lakein's "lior,; to get control o:i your tj-me an¿ ycur

l-ife" (a Si6:net pape::'iuck)n ::epn'Led to be a best-selling ti-ne ma.na4çemen-,¿ bcok

(itaf-i, 1-9?7, p. 5). lij-si.tr; to inore -l,ha.ir. si;: l-oca.--r. ret,ai.lers; by the a,.rtho:: a¡.c1

o-thers revealecl thc bock uas r-isira--l-1¡,r a.r'a.i1abl-e at mos-U of ihese ou-b-Lets a¡,1¿

,,¡a: o-î1;en sol,,.1 out.

'i'ire i,i:ne lliall.a.rlen{-tnì; ina-lc::j-a.,r'- i¡as cle-Lj.i,c¡ed- ìry thc amür,ti: 'uo êacll ¡a::t,ici_-

i;an-1, at their officc" -l'a.i'ij",ci¡¿:ii'f.;¡ lecc.'l-'v-ecl rn:j--t,'i,en i.ns'i,n-tc'uions rcgar"rlii:r;

i,'Or{ling ti:r'o'.1,'þ -i;l'ìr-l l'J.ì'luaì- i..:.:,1-.ri. Lipi',it da+r.a. f::oilr l¿LL:'Licj¡a.nts i.n .j-.ilÏ:- .j jT I)

o¡ 'Lh.ror-l,1ir the booJ': (be.l¡rrii. u.r.rí¡i-:r ì:he allL:.rcl:':: o.i:ner.j-ence j. I ::cr.cJ,ir,,;- *uhrrr,r;h thc

1-'ooil). I'-r::ir-¿c'Lj-ons fo.l lar:l,ici-:a:ris -,1-3s3i r;iirg lhe self-ii1s¿rir-lcti on nanuaf

inclurled. rrOrlling â.t-r. aVCÌ'â¡;c of :.,.ir þor:L l¡el cìa;' 911 ii,hc na.nual ifij_ch r.¡or_l'lC- _ic-

qui-::e eight t'ot¡.Ì hours to :cead. thrcugh anci iin¡l,emer-ri; aJ-I of the stcps.
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ParLicipants receiving the tine nanagernent bcok r¡ere j-nstructed- t,o read. at
I east ti'ro chapters per day uhich would require about tr,¡o aeehs to reed .t hrough

'bhe book. Parti cipants in bcth groups -ra-ere prompted. to apply in the third. rieek

everrythìng they found, to be relevant. Also, eaeh particÍpant received- the irr-
structions regarding the "important zules of research" received by participants

in EX?ERTI'ÍÐ'IT f. The three sets of ins-i;mctions a^re attached- in Append.ix I.
Participants were ad-vised. to i.i'ork through the manual or book themselves and.

that there woulcl be no contact with the au1,hor until con-bac,ued- in appro>c_mately

three l¡eeks to arrange -bhe next personal interviei.r"

Dependent Variables

Personal interuiew. Par-ticipants were given the same peîsonal intes¡iew

instrurnent (see Append.ix C) und.er the inte:r:viei,¡ cond-itions d.escribed- in
EXPERII4H\TT I. fn'berviews occlrrïed- at Basel-inen Post-treatmenie an<i. FoLlor-r:up,

Daily time l-o€. Participants completed time logs and. d.ata anal-yses were

carried- out in the manner d.escribed in EXPERIMfl.IT I. Three logs were completecl

in Baseline and. single-da-v ]ogs were compl eted at post_treatment a.nd. at Follow_up.

Erperimental Groups

FourLeen individuals participated- in EÆERfMÛ\-T Tf a¡d. were assignecl .L,o

either the "Manual-" or "Bool.:" groups (n = 7). An aL,tenil:-b r¡as mad.e to equa-ue

groups by matchíng participants in each grclÌp accorcling 'bo rel-evant character-

istics such as scol:es obtaj-ired. in the Basel-ine personal j-ntervier¡u sini]-ar job

functions, numbe:: of months in theiz: present posii;i-ons¡ and number of employees

su-perrised- (see Table 3). Two participants, par-ticipa:rts 19 and- 2/, r,nthd.reir

from the coLlrse following the Basel_'ì ne pe::sonal_ in-terview; their d-ata r¡a.s not

incl-uded in the e:periment"

Erperimental Design

A tl'ro-group pretes-b - posttest d.esi6¡r r¡ith fol-Io-r¡r-up r¡as used. to evaf-ua't,e

the tine mana€emen'r, nateri-ats with no-ins-Lructor con-l,act, I]rlr:ing Basel-ine
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Thepartlcipants completed a persci"tal interview and lhree one-oa.y time logs.

tj-rne ¡nanagenent niaterials were del-ivered to participants about three r¡eeI'"s

af'ber the Basel-ine intervier+, at that time 'Lhey ',¡ere inforneC that the authcr

;tould contact thern in approxiniately three weeks to a::ra.nge the next personal

inter-'¡iev¡" Appro:imately olre nonÌ.h follcr^ring the Post-treatment intervieu,

part-i cipants i+e¡e contacted regarding a Folior.¡-up interview. 'Ì,hey had nct

been previ-ously inforned of the Follcr¡-i-r¡ i-niervier'¡" Restrictions regarding

Írrierview responses and corrobo:ation acceptabili-fy 'orere as thcse ciescribed.

in EFEFII'1ÐIT I" Each group recej-ved personal in-Leruie'orso ccurse rnaterial-so

ancl 'bime ì-ogs at approximai;ely ilre sane time"

Social tlal-id.ation

Participants completed. the same Foll-or{-r-tp ques';i on::aj-re a.s in E}PERIì'IB,IT I
(see Appenri-ix E).

Interobserver Reliabil_l ty

Personal in+uervieI" Reliabilíty observations and. calculations r.¡ere con-

duct,ed ¿rs j-n ÐPERfM$J1'I" The pereentage of intervj-ei"'s for fnich reliabili-

ties l'¡ere conci.ucterf, r-ith the first number represen'uing tire }1e.¡mal group and

the second. the Book group, wasa Baseline, ?7% and 57%e Post-treatnent, J!;r, and.

86/,i Fo-ì-low-up, 29% and 2f7¡ l{ean percentage across phases z 5?/" anð, 5?%.

ne¿]¿lfgg fgg. Procedutes and calcul-ations r.rere the same as those in Ekperi-

nent L Three parì;icipants fron each group r.iere ::andomly selec+-ed and their tfune

logs sub.nj.t't,ed to reliabillty checks. Tìrirty out of a possi-ble 68 logs (14+14)

were checked"

49""$g

.Irlelsbs@
For perscna-i inien¡i-ei+s the mean 1jerc+ni ir:te:rtat"er âgreåìììênt:s by phaseo r¡l-th

the firs'L and. seconcl nui-¿bers referrin6 ta M¿mua1 and. Book g.roupse respecf"iveiy,

?Iere: Baseline, p!"4 a"rd 100; Post-treatment, 99"4 and 1O0g Follow-up, L00 and
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98"5" I'lean intemerter a4reement for tiue nanageaent practices cited ln the

time lcgs vas ZB%u averaged a.cross Sroups and phases"

Q.u.estl onnaire and Direct- Obse'rr¿ti on ScoreEi

Calcu]-ati-orr of scores u¡as the saJlle as in EXFERIMBIT I.

qelg,h-teÉ ín-Lerv*rer,¡ responses" l,ielghteil i¡rtervie¡¡ data is presen"ted in Ftgure

5, C1early, iarger lncrear-;es in scores oceurred in 'bire ['l¿"nueù S"roupr consid-ering

scores in Base}lne were approrinately equiualent, with the greatest difference

betxeen groups obtained- in d.irect-obsermiíon interriew itens (combined ques-

'Llonnaire and co¡:robora"tion d.ata). At Follo"r-up, Post-treat¡nen'l; perfcnnance

mainlained. in the I'{a¡rual- 8-¿'oups but to a much I esser degree fn the Book group"

Ðirectional- effec'¿s obtaine,l i.n total interviê1I âl-rd riirect*obserration

¡qcorês for each group weïe represenì;ative of indj-vidua-l- perfo::nance" fn the

l,lanual- groupr Partictpant 23 sho'¡ed sinal-l changes across phases, trn the Book

gtroup, participants who r.¡ere not representatì I'e of g.roup directlonal effects lIere

Parti-ciperrts 21- n 220 29, a.nð- 3l- who ¡{ere generailS" r:naffected or sho¡'ied decrernen-bs

in per*forrLance on meas-ur"es acrcss phases, fndividual data for *+el.ghted. j-ntervl"ew

scores are presented Jn Figures Ð and. E, attachd ln rlppend-lx J'

IìLrst "exc_el1eni" _caiegory datp" Tnese data are presented in I'igiire 6" 'tne

1r:r+er ¡:anel d.epicLs percent of responses for tne 25 questionna¿re items for uì:ich

corroboration tras not requested and for i,he i] ques'uionna-ire components of direct-

obserr¡atlon items. Corroboration scores llere not incl-uded Ín the analysis. Per*

fomance scores "*ere higher in the llla:rual group for both types of questlonriaLre

itemsu and. substantially greater Í.n questlonnalre itesis for r*rich cor¡cboration

!.ras lîequested"

S.gcond "excellent" ca'i;eeçory d.a@, The upper panel of Fi,gure ó presents

cle.i,a for to+.¿I q_uestionnaire i-tens (conbining scoïes of bcth types of ques-

tio:n¡aire items d.epicted. in the lower paner) s.nd for the corroboration con-

Þonento Ferformance Hås superior in the l{a,nuaI group' wtth the nost improve-

inent for both groups occurr{ng ln the corloboration coatponent" Ïn the cor-
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robollation cûmponent at Foil-on-upo Post-'Lreafunent perfo:mance hras main'rained

in the l{anual g-roup but, not in ihe tsock group"

Percen-L change scores. Figure 7 shows percer¡t change in scores for Base-

line versus ?ost-treatment for questionnai-re and- ùirect-obserr¡aì;ion i-tems for
'Lire lolanual and- Book gr.:ups" I-a.rger percent iroprovements ¡sere obtained 1n the

l'Ianual BToup for both iTreas'ùresn the d-irecr,-olrse::vation measure shoning a con-

siderably greerter increase,

Daily Tlne Log

Tne mear¡ frequency of references -Lc tine n:.ana6erneni practices for each

groìrpe with the first nulber representing the l,fanua.l group and. the second

nnmber representing the Book gror,:p, ",{as; Baseline: .60, .B:l; Post-ireatment;

,3i, ,86; and Fo}low-ì-lp: 1"L4., "86" Tne mea:r nu:rbe:: of o'changes in ac-LivJ-iy"

for each grüp for these phases wa.ss 17"7,37.61 15"8, 20,3¡ and. I5"3s "t4"7,

respectlvely"

Social Va]-idation

Iglþ:Iig_Efggliggg4irg" In response to the questionr "Since the previous

inter'rierq, have you put irrto practice any tiine nanagenent procedures ihat have

improved the effectlveness of your h-ork oï your personaf life?" four partici-

pants in the I'lanual g--roup anci tirree particl-pants in the Book group ansr¡ered

affin¡¿.tl-vel y lllth respect to their lqork and four participa:its in each group

replied affi::rnatlrreiy líth respec'L to tlreir personaJ- lives"

In response to the question: "lloçr rele.¡ant was the tllne nanagement ma-

ter:ial for youo considering j¡our work situatlcn and-/or personal preferences?"0

tirree parii.cipants in the Ì'1anual group and. one in -LI-re Sook gro-rp found. it to

l:ie quí"i;e "relevant; ';l'rc pa::ticiparrts'jn eactr grcu? said. the ntaterlal was not.

very relerrant; i:he resi,.'.nses of remai-ni-ng par:ticipa.nts were lntermedíate to

,ihese judgemenis"
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Ëegardlng exposure to tine management materials before and after treat*

ment, one p.:-rticipa:it in the lolanua.l grou.p had no prior exposure and tÌ-rre.e

indicated. no subsequent exposureí in the Sook grour all said they had previous

expor;ure and two had subsecluen'i: contact rith time managemen b materials"

General Discussion

Iri ErPEIltÌ'4!$lT I a sel-f*ins-bruction manual '¿ith r¿ini¡ral" inst:ructor contac-i,

I'ias presented. to nrlddl-e and senior rnanagenenf staff of a ln-::ge institution for

the reta.rded. In ÉiGERIl'1mt II the self-instructj-on aanual- a"nrl- a popular time

iûanagemerlt book t,¡ere field t.ested irirh primarily mid.d-Ie.-managenent s'cafr' in

the sane institui,ion, und.er no-ins'Lmctor contact conclitions"

In bcth experiirrents ques',,ionnaire items fo:- i+i:rch vrltten substantiaticn

r+as highly untik.ely or inpossi'ole (u"g", "lÌhen one of your ernployees has

nothing io d.o, d,o you in¡:orediateìy gi.re him/lrer some of ì;he task you'ïe worki-ng

on?") were claimed to occr-rî at a. higher level general-ly than ques'Lionna-ire

items for v¡hicir substaniiation rias subsequently requested" lYme rnårtagemerl1,

reseatchers using a quesilonnaire instmment a.s thelr prlmary d-ata source

shcul-d consid.er that d-ifferential results or j-ncreased variablilty j-n the data

iray occur as a. furiction of thls characterlstic of questionnalre ite¡ris. Tni-s

problen may be of coircern in evaluaiions which occur e¡ly at Post^treatments

sÍnce questlonnaj-re ltens for r¡hich coroboration is unlikely may tend to

prod.uce rnore favourable res'uI"¿s than r¡oul-d be ctherwise justifl-ed"

Concerning the d:.iIy tlrne logs, several faci;ors may account for the 1ow num-

ber of tlite management practi.ces reoorded- in the 'l ogs. Participants v¡ere fu'¡stn:cted

to record thelr inajor act-iviL¡' during the previous 15 mlnute intervaJ-, there--

fore it is possible thai any oì-ie c¡f a nurrJ¡er of tine iiranagenent behavlors

such as planning or pri-cri.zJnß the day's actlrlties, de'Le¡rnj-nj-ng deì-egation of
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tasks, listing out-going phone call-su and so onn recuired only a fevr illnutes

to accoirrplÌsh and therefore rqere not consiciered to be the rnajor acti-v'ity in

the inierva-I" Other tlne mana6emeni p:-zc-bices may not have been d.escribed.

ex,olici'tIy enough to be ídenti..fied as such in the data analysis" At Pcst-

treatirent and Foll-ow*up, irarticÍpanis ccnpleted on+-rla;r logs" One-day logs

¡,re::e usecl in response ic feedback in BaselÍne ¡oì:ich indicated participants

found cornpletion cf three days cf logs sorner,'irat disagreeable. One-d-a¡r ]sgg

are l-ikel-y to be insensliive to tj-i¡.e ma.nagement pra.ctices r'¡hich do not occur

d-aily such as plarrning for ihe week, praparing an agenda for: a neeting, setiing

creaålines for priority ac't,ivities, a.nct so on. Also, it is possJ ble that parti-

cipa:'its l¡ei'e s1oa1y incorpo::ating 'rine rnanagement practices into tireir worP'

schecul-es slnce adoptJ-ng them may ha..¡e requj-red several days or lteelcs of

exper-ience r¡ith one techn.ique before another technique cor:Jd 'be adop'bed"

Coz:roboration data Has separately analyzed in both experinents' i4ost

ex¡pert,s-ìn tirne rûanagetneriL have stressed'í:he lmlortance of s+;ating, in writingt

goa.ls, d.eadllnesu pJ,ann-ing of activiiies, prior"ization of acriivitiesu etc" In

the present erperiments an at'i:empt n'as nade to r"erify that cerbaln ii ne menage-

ment oractices harl Lalcen pl.ace þ asking participan-bs for r.rri'bten examples"

Results ind.icated. use of the nanual produced tire largest increases in corrobora-

'LLon scores relative io c;ther neesuïes assessed." Parbicipa:rts were able to

prociuce objectirre el,'idence of behar¡lor change a1-ong a nr¡nber of time mana¿ement

dimensions iden',,ifj-eC as irnportant, by nany e-r1periús in 'Lhe field-" It should be

noted ihat prtlcipants l¡ere requesied to provide only single exanples a.s

substantlation" Tnerefc::e comobcraii on for an interr,'j-el'i j-ter¡ indica'Lel ihat

! t:. .-'
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on"Ly one exåJnÞle was provid.e<lu and In tl-lese experinents no attempt w¿s ma.d-e

to ascer'¿ain tl:e tot¿.I number of corroboz:ations r¡hlch coul-d be ob.tained

for any partÍ-euJ-a.:: tine iûana€Énent pra.ctice in a glven period. of tj_ne.

Future lnves'Llgators may request partl.cipants to provf-c1e ås nany v¡:ritten

examples as possible of Ì-mpor'cant time nanagement practlces r¡i.bhj-n a partJ-cu1ar

period of tine in order to better assess tire actual- freqr:enc], of such

practiees,

Ïn tems of inereaslng corrobor"a,r.ion scorese percent lnproveinents l-n

BaselLne versus Post^trea.tment scoïes r¡ere nearl-]r fdentlcat for users of
the manual i-n both EPERIïÐ{T I ¿rnd D{}ERIivTBIT II (mean = tt+s% and. I44.,
respectively)" These results suggest that if an ínport^ant objecfi-ve of a

t:Lme manageiment cturs€J J-e 'fo develcp sklll.s tnvoJ-r,*-ng rmlt,ten conponent$,

these can be obtalned solely through the use of the self*Lnst:ruction manuajl

lnvestigated in this resea.rch"

klth respect to durabili'by of effectsu eomoboratlon scores j.n EpERIÌ,ÍmlT I
decreased somewhat at Follor*'-uÞo but '¡,¡ere telatively lnd-ependent of the nu¡nber

of weelçs to Foll-ol'¡-up (range 4 to ? weeks) o For this measure, effects were

rnore durable ln the Manual Broup in EXPERIIIH,IT Iïn shon'ing no decrease ln
irer:centage Eìcores at Fol-l-ovr*u-p (inea,ir = 1+ ireeks to l¡ollor,rLup) " tihether greater

Cu::abil"lt;¡ of time matlagetnent practices rurder n*-lnstructol" contact cond.iticns

is a reliable flnding needs -i,o be investigai,ed. in fu-Lure research,
r¿trithln these experiments e¡rlCence of iinBrovemenls Ì r¿ tl-ne managenent

behavl-ors vra.s sough+, pt{nari.ly thircu6h l-nterviei* and. ti-me 1og dala" A fwrrla*

rnental question need.s to be acLclressed., Although this research l-nd.icates that,

irnprovements in lmportant aspects of tj-me.inanageaent practíces can be obtainecs

¡'hat is the effect upon other, perhaps more cl:l.cJal- aspacts of indj-vidua]s'

woriì respcnsibilittes? F¡\rture investi-gators should. conslder ldentlfylng or
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Cer"eloping nore ùirectly-relevant dependent neãsures, perhaps in col"laboralion

",,,{-th participants' superrriscrs and senior rnanagenent, Such indices may be

icliosyncratic to particular r.¡ork aituations or job jlunc-bions but could inci.ud.e

such measures as ''uhe percen-'uage of organiza-tlonal- target,s achieved i-n a specl-

fied perlocl. of tiine; the nunber of priority acti'rlties conp-¡-e'Led; i;nproved

prod.uc""ivi'ty of errployees, especir*JJ-y fnere objective rneasures &Te âr¡?.ilable as

j-n production*line outputu and. so on" An important ad.junct r¡oul-d be the speci-

fication of a reiriforceneni con.Lingency for achieving targeteri time management

obj ec-'r,ives"

This lnvestigation ob-Lained r:eliabl-e and objectl-r'e neasures of change in er

nu:nber of behaviors c:rucial to 6ooci +uime inanagelient pra.ctlces, as iderrtifled, b¡'

experLs in the field- A self-'instrr:.c';ìon manuaL was developed whicir produced

objective" durable, and reli¿ibl-e evid-ence of irrprovenent across a nu-rnber of

time nanagenent pz:aciices in a rnanner uhich was both acceptable io particitants

and- discri¡ninabl-e to colleagues"

These dai;a suggest, tha.t increases in tine managenlent p::oficlency can be

obtalned in ind"j-viduals usi-ng self-instrucLi.on time management materials vrl"h

no instructor contact. ïn arìcj-tion, the <iata reveal-ed 'that time manageinent

;na.terial arra"nged ln a iranual r¡hich pro..'i-des step-by*st,ep instrr-rctions and a

planning ancl ca.l-end.ar systen in l.irrich to "plug in" tine rTianagement practices

produces nore objective and d.urable behavior change than sinilar ¡naterials

presented ir, a rea.d.-for-info::natir:n (i"". book) format.
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1.l; l, t t::' : t t i l:: ; 7. !.. a1tli;t Ð:!;È1a.\ì : ìtl ra;. :j:., r. r, ;x!. : -

:n::eo ,

Ðo the fo1lowíng "typfca1,,sltuatfons apply to you?

- short-rerm t'crfses" tend to,manage your.day (this means frequencinterrupÈ10ns, restarts, and ar*ã,á"Eed coverfng otd ground).
- time fs wasted 1n meeiings that accomplfsh litt1e because decísionsare not recorded and deaãr.ir-,us ror L.,ur, "*""urio'-Jr" nor ser.- 

i:";f;:l:.ll#,:";""rfl::o:*:::'i,:"i::;::Í..T:i::l:i,T,d 
'",ponsibf1i,yexpectations, and much vasted tfrae on botr, sides. 

ons, conflicting

- 
Iiå'oT::-r;::Ïng has a cluttered desk ancl a disorganized riling

* you feel that your ;*ork_fs frequencly Ínterrupced and rhat youare nor able Èo coroplete iropori.nt tåsks
- you frequently feel "swamped" with the daily actlvrtr.es aü workand rhai rhere ls nor enough tfme in the day to ão_uJàryrning.

Time management consists of a seL of suggestions and gulderlnes for helpingindivlduats overcome rhe above types or-ãig¡i"ulrfes._ Ef;;;;i,r" tiru rDanagemenr
does noL necessarlly nean uu"otin! * ""*p"i*iiu "ro"i.v/atcher, or so'reone who ísfrequently upset abouÈ ¡uinÀ-i"t 

"ruii',g-" minur" (*rrJ-r,r", 1n rurn. infruencesorhers around ro becorne ;;;;ri. Rarher, ;i;";unagemenr Ëechnigues help an
índÍv1dua1 to ¡of nimf ze tfirãì."rur. on¿ 

-r**irize 
- 
time savers Bo rhar inporranrprL0rity goals are more l1kely ro be -""o*pii"*ned fn rhe v¡crk situarion.

Experts on time managenent have w::itten numerous books describing how people can
acquire effectlve tiie manag"*tt' skilrs. ùo"à,r"r, it is cne Ëhing to recournendln text-book form,that t" riJi,ridr"r i;iio""îärro.,s guÍde1rnes, and ir is some_:H::r:i:"rïå:ï ror *,ut i,äi"i¿"ãi ;;-;;;""ii, 

".,,y our al.r or rhe derairs orwork ror v""r- #:ïffi"r:*::":;:';i;::iii':mjlij'n "ri: 
s:l:,H:3, "j"jn"arranged rhem fn an e€'sy-to-fo1low, atep-by:"|åp eequence. Alsoo we have treisrr.:r,rla Lime management planni,.,e 

"ni"na*i ;ã ,å""iãirrr-'t¡"-*ruoï'î,.,., v¡e ha'e o.,tîine.ruse the plannlng cal-endar on a-àairv ¡""r1,--;; evaluar" you, trme savers and Iineulasters with the easy-to-use checklist ar ih"""r¿ of each week, then we con_j:ff;;li.::"ÍJïJl:i,il: 
i:*j.:lrjji;ii¡j1,::il;:";":lï:":o"nc .n high-pay.rr

50
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Step One: Á. Þersonal tlne rûanagement quesÈionneire

People mfsuse tlme in a varfet.y of ways. Mackenzie* eampled managers fn 14counlries and ldentifled 15 rop tlme wasEer6, lncluding iteos such as celephonelnterruptlons and lneffectfve delegatlon, which were pioble¡os for ro"a."n.g"rr..'In order to lmprove your Personel tiue managenent skíIls you should ldentify those
ways in whfch you are using tlme fneffectively, as well as varfous Be¡hods iorsaving Èlme. The follor¿1ng questlonnaire ls designed to help you deEeruine
\¿hat krnd of time E¡anager you ere by assesslng Èhe extenE to whlch you engage Íngood tlme tranagel0ent behavlor.

Please read rhe definitions given berow Èo make 6ure you undersEand Èhem. Then
check the approprÍate coluuu for each of the following questions, unless other-wlse specffled. rt's lmportant thaË you be as honest and accurate as possible
vhen answerlng these questlons.

often E one or moÌe Èimes per day
sometimes Ê one or more times per week, but not daily
rarely e one or mo¡e tines per nonÈh, buË noÈ ,..ily
never = less than once per loonth

PERSO}.IAI, TIME W-ASTERS

-cl
ñi
Oi
ii
4l
oJ

4.

6.

1,

)

2

ShorÈ-term "crises" dÍsrupt æy day.

After an interruptlon I sEart
have dlfficulry gettlng baek

I use "prlme tlme" (1.e., those cines thet I r¿ork
work on trivlal casks.

TI}'1E WASTERS IN\ICLVING OTHERS

others are llkely to
mlne.

mÍsplace lmportant papers or books of

Paperwork (such as "Junk" mail, correspondence, etc.) tendsto p1le up and I have !o go Èhrough the pÍle tnore thsn once.

thinkíng of orher things and
to the task I was working on.

I do the 6eme Èasks I did before promot.ion to tDy presenE
J ob.

I spend time procrastfnaÈfng and wonrlerlng t'what should I
do nexÈ?"

best) ro

7.

o InËerruptlons (such
by 1dle conversatfon

as phone cal1s or visltors) are accoopanied
and sociallzlng.

*l'fackenzle, A. Tlrne uanagement technfques for you and your staff, chlcago:
The Da¡rneLì- Corporatlon, I975.



;ix

ofcen
some t imes
rarely
never

or trore times
or Eore tlnes
or llore Eímes
lhan once per

Per dey
Per Ìreek,
per month,

monÈh

but not daily
but not weekly

one
one
one
Iess

t;¡
frf
t¡l

9. I spend a Iot of time
when they ask,I donrt
:!yse1f Èo dó .

dofng thlngs requested by others, because
have anythlng ln parÈfcular planned for

I0, AfÈer an
been done

absence, a 1ot
by my staff.

yes

of r¡ork has plled up thar could have
Ansr¡er yes or no.

no

lfst of long-Èern objectlves.

E
f-l

11. lfy staff shffr. work to Ee t.har coulà be done by them.

12. My staff nake decfsions r¿hlch ousÈ be over_ru1ed.

13. I delegate work Èo staf! r¿lth lfttle concern for thelrprlorirles.

i-4. I leave tasks unfiníshed when Ehey could be delegated tostaff to conplete.

15. I make decislons that could have been rnade by ny staff.

If you answered nosÈ of these 15 questions wlth ilrare1y", orInevs¡", then your Eime manages¡ent sk1lls are probably quftegood, ilowever, 1f rnost of your responses were ttoften;' ;r
"someÈi¡oes" you have roon for improveuent. This oanual will
shotv you how to uinlmlze Èhose Tirûe l.lasËers which are a problenfor you.

PERSON¡,I TTM¡ S¡.VSNS

I.
r
J

I have a decalled
á.nswer yes or no.

yes

vrrfÈ ten

no

4,

2. I vrlEe ouÈ my prlorlty acrlvltles each day.

I plan and schedule the majorÍty of roy work tine at Èhe 6rarr
of a work day.

I schedule a speclflc "qulet time" to work wlthouE inÈer-
ruptfons.

5. I seÈ reasonable deadlfnes for imporÈan! aclivitlee.

6. I keep ny offlce area organlzed Èo decrease Èhe llkelfhood
of soclalfzlng, daydrearnlng, Iooking out the window, eËc.
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ofÈen
6 Otre Ëlmes
råre 1y
never

E one or rtrOre times Per day
E One or Îtore tímes per !¡eek, but not da1lyÈ one or l¡ore rfmes per nonth.., but noE r^reekly
- less than once per monÈh

c)

¡
'l

d

UÀ
oo

7. I "group" my phone calls (i.e., make them all at one Èfuoe)

B. My desk top contalns only the
currenÈ1y working.

project on whlch I'n

9, Before sÈarting a task I check to 6ee thet all necessarylnforuaÈion is available and all prerequlslce activítfes
have been performed.

L1. I have lasks available to work on when I flnd nyself 1nwalÈ1ng slÈuatlons or wÍth 5 to 20 spare nfnutes.

12. I coaplete hlgh príoriry rasks r.¡ithfn rheir asslgneddeadllnes.

10, I r¿ork on the nos! ÍD¡porÈant Èasks fir6t.

13. I plan and schedule my time for Èhe week
a work v¡eek, (l.lo te: r'sor¡e!inest f s the
enslret for thls quesllon.)

aÈ the start of
best possible

14, I sysÈeoacically examfne various alternaËl.ves
lng less efficfent soluÈlons.

My key people delegate to theÍr sraff all
included fn rhe Job descriptlon of Ehei¡

to âvofd choos-

15. I review rny.daily obJectfves and prloritfes each mornlng
vrf Èh my key'etaff ,

16, Lthen I delegate responslbilitles, I indicate both rheresulrs I desÍre and rheir deadllnes.

17 . I lr¡r.:ledlately fnf orm my eraf f about Job_related changes,obJecclves and prlorlÈfes,

fB. I take r1tre Èo properly train sraff.

19.

20, My eraff take rhe inlarfve in assignnents
for my approval.

work EhaÈ 1s
s taff .

r.¡1Èhout wa i È1ng

2L. I delegare to rny staff all work Èhat is included 1n thelr J ob.

TIME S_4\l¡Rs rNVoLVrNc oTHERs
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ofÈen
some !lmes
rareLy
never

r one or more tlne6
È one or Eore Èf¡Des
E One or tnore Ê1me8
= less than once per

Per dey
Per week,
per monÈh,
Donth

buÈ not daily
but not weekly

å
Ð
E;

IJ

22. r
Èo

fumedíatety fo11ow-up projects thar staff have submitÈedme by those deadllnes f assigned.

1? I post the tfmes I am avallable for drop_fn vfsftors.
24, I lnfor¡n others about the deadlines I set for nyself.
25. f use a formal sysreÐ for keeplng track of borrowed1tetrs.

26. f keep thlngs organlzed so th¿t others can ffnd che¡rwfthout inrerruptlng to ask for dlrectfons.

Ë

I

t

I

.A¡e ¡nos! of your answerr_to lhe 26 queetlons Lrårely,,, ,,no,,, or,,never,,? If sodonrt despalr--if vou foLlor¿ the steps outrrn"¿ rn itri" r"r,,.rui, your Èfme-savíns skirì.o,ill increase dranãt1ca'it. ;;;"'l;'';";i of your reBponses çere ,,ofren,, or"so¡netfmes'r and you dld nãt rr"r"'p."¡îãi" 
"rrr-, Tlr¡e ,oasÈers (as fndicared byyouf ansvrers to rhe ffrst parc of Èhls quesÈionnalre), you tray 6È11r plck up

::i::å::":r::åå:"t 
suggesÈrons rrom reaiing thle nenuår'and rállowins our
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Step Two: IdenÈifying and priorlzlng__goals

ü{: :l; ï:::Jiî::"î1":ï::".:i":å:";;*: ,Í::":ïï,;ï:T":" 
'. iden,ify p*.ri,y

and Èhe steps that ro?d.19 rñ"' ".""rri"r."_.n.-ii;;; ;.:;'ï:,::;"r;:::*;irg;ij;-.,,","goals' and toward minÍm1z'ng .ir.-"på"i"å,.,.r.""- t;;;;r;;;"":ilvrties that seem.fo::";:i-ii: ;:"T",:l'::'f"ïiil,"fnå';il#l,Fi*::,::1,' iå'i.,0 y""-iã;";i;i àJ",,
A. ldentifving goals
t' 

ä'ålfåliliït;înì",ÌI,,J"!,,9!-:'lt".t.o: FTg' your Job descripÈ1on and/or rro¡n
âcrrvirÍes .'i i'Tiinåioï"iì!",ï":Íï:i:i"ä"¿::r:'::.;l::ij;:r"ïr"ii:::i:r,.
bother esrfmarlng rhe rine 

"purr, on'-rn"r.o" .¡.irl;;;r;;r.value at rhÍs poinÊ.Lrhen r¿ririns our-¡tr¿rjor 
"orL ¡u'"riä'r :l.o priãriiv'ååii;i;r.", be speclfic.For example' avord !enerar ";;;il;;; r*u, ,,r""pá";;;;ii;, ror planning rorand direcring the dåparrr"nr. ;--nI.iãr, raentrty' 

"pÀ"iii" acrÍv'rÍes withmeasurable results: 
"t.lh .", "pt"p"ring a qrrarterly flnanciar state¡sen.t forsenÍor adninisiration'' ¿r'rrri"-p"ina, ¿onra ¡otiár-io-"àia 

"" you go. sÍmpJ.ypu! down alt of the speclfic àttiii.i"" wiÈh measuruui" tàrurr" that iuunediaieryoccur ro you aB you read Èhrough youi jou d"""ri;;i;;:" ^.
EstlmaÈed tlue: 15 nfnutes

Next, tr
ur=or"r,¡;ir

once again, don't bórher ro p.fori""
Èhe work_Rel-"t"affi..

them., -Alsá, .""it,,"".å ;; :;å:i;i:."'oi"jlïli.',1:..:1'.. t";1lved r' ".'r.i,e-ã,ro' *'" iã'l',"ã,i"'ä"r"i1"i".::;:::il;.,,o" example uould be, "p'"p"ri"g"J;;-;:";;..
Estlmâted tixoe: 10 u¡lnutes

3. Next, Èhlnk
happenlne ln

9Sgge"re9, or rnlri

*lSIj!:!J æi*#+q++-g--qee hã.ppenln g rn
¿xampies orgh,:.n"1u¿

4. 
I:î: :c:lsidel your personâl de,relyouiläãirEGËìnd ao not 

".lt;1,1""::.;:,:,self-developmenr, educaríonal,-;;;-.:r"u, goaJ.s? These rolght lnclude such rhingsas obtainfng a Promotlonr p"uil"lrirg-6o'¡e re6earcl.r, conpreting an educationalprogren' becouing the Execurfv" orrå.ror. of rhe 
";;";;;;;ì." where you work,

ïi:,:" 
forth' once again, a¿¿ tt¡em ro th" ¡rork-re1aÈed goals and acrivjties

con cro lyour departmeni,,,
iï; .ll=:l :'1iã.i-1¡i ";; 

-;;i;:;'':;": 
: "?i';;:: :i':I:'::;::t;l ::1 ";" ; x;;i'i,' ;:i;F:::j:';'ä.':;::,': ï ;i-åï" ;:;j:" :"ï:li:,';"I¡anege16, 

_you night think in terrûs of-;;":--"" 
eçq¡¿-scver'opnent evenÈ.s." As

your staff; defliitlon Õf iñh €,,-^¡-.^-- ,ll areas as: pol1cy co!û¡ounication ÈoI::-'. :::::r._def lni rron _or 5 or 
-;;;r;;"; ";; :'ff:,.::'

;::::::::: .":ll,^.!::: ¿.iiii.rå," , 
.å"i!,iir."ri:l;:.::å..;i:::i:":'..::,.::.::",."

j;';;j:::i; ::;'::ï:"::^'";;;;;;;;.';;;';:::r.:;"?;:";i"?:::;:ili".:::,::::of,yourself anci your staff; 
"orruni.ãiir-€EqodcK 

ror professfonal developmenc
unlts or deor.t-o.r., ah¡ ^^,^_-! _ or coo¡dinatlng programs w1Èh orhêrunlts or deparÈmenÈe; and so forth. w1Èh other
Estirnated tine: 10 mlnutes

Estinated Ë1oe: 10 nlnutes
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A maxl¡n commonly cited fn the time management liËerarure te, ,,g07, of rhepav-off comeg from 20, of. Èhe acrivrrf"".,' ñ.',uir.,;.-;;-;;;';;fs maxÍD ls rrue,rhere 1s åbsolurer'v no doubr rha. 6;;;-;;ËfviEle6 r-,"rr" 
"-rui'' hfgher pay_onfthan others' rf you tend to spend a fot of time on Eany trlvÍer actlviÈies!¡1rh litÈle or no pay-off, and-1f you keep. postponlng lnporrant acrlvrries witha nuch higher pay-oft, rhen there is protàriy. ,åo,o rãr-iåproî"oun. 1n your rlnef'anegement sklr1s' thus, prl0rfzrng your work-relate¿ u"ar.,itr"" 1s a crftlcal

ijii;",Ïtii"t?iirl,ïlr':i:::Î":::t" and Actrvrtres page rn-i'onr or vou, vou shourd

1' Revíes¡ each of Èhe ltens on your l1st of "naJor r¿ork functfons and priorítyactivl.tiesrrto determine if ihey are stated in Eur"" oi resufts. Modify thenwhere appropriaÈe. For example, you rofght state, ,,Develop and lnplement achecklfst for assessj.ng tn" åfri.i"n.y of our deiartnena.i,""aings,,,ra,Èherthan "improve or.,r depair¡oenÈaI r;;;i;g".,,
2' Revfer¿ each of the functfons andactlvitres once agârn to see ff they are t10erelated' rf posslbre, ldenrify 

"Jìri." tn deaditnes co acconptlsh each of ÈheproJects¡ or 11sr speclflc frequencfes fo¡ each 
"t ir.,ã.J.r.riar"" (such as,

;$::l-:;i:i'i:::îl;ir;'r"'-'1"i";;i;'v "rt"'noon, 
;";";;;' rhen, "chair regurar

3' Now you are ready Èo 6Eert prlorlzlng your r.rork-reLated goals and actlvities.,f
(a) Review your:1ist of functlons, actlvlÈ1es, and proJects, and put an,,A,,ln the "priorlties" colu¡¡n u""rJà a'r of ir-',o"" l¡"i-rbsorurely have Èoget done during rhe nexr year. These are;.;;;r;;";r prloriry activÍries,

;;'l::,t::;liirli,ll" o"' p"'"on"I goals ;' b";;;;;-of rhe eoär" i'p.""J'
(b) 

iff":î::""ï;':nl:';":';å,îå"llnå"u rdenrrrv rrrose irems rhaÈ are very
and place a "B" beslde those fternslo 

accompllsh durÍng the nexc year

(c) I'iowrevieç- all of the reroainl.ng ftems. These should be fte¡os that are oflower priorlcy. rt would be it"e if rhey o""urr"J-¿Jring Èhe nexÈ year,but they could be postponed lrlthouÈ any greaÈ 10ss. Alternatlvely, Èheyroay be rourlne ituas rhau you nornally-aãt"-.".ã-ãi, uua Èhac you courdieregate ro Jrrnror sraff, ãtthur arl àr sor'e of ai"'.ir". prace a,,c,,beslde those lteos.

(d) Now revlew all 0f the acrlvlÈfes one nore tÍme to see 1f you are satlsfiedwirh rhose in rhe "4", "g", and "c" ".;";";i;;.'"¡"ããr" rhe fce,os aomeç.rhar1f you have changed your roind about- thelr reratfve prl.r1rles. Now rook auall of the "À" ltems and prÍorlze ttrern uegrnni"g-"i[i-ør. For the Diomenr,lgnore the t'8" ånd "C" f te.ns.

(e) Now Èransfer a1I of vour
followlng page.

t'4" lte¡ns, ln their priorizeC order, to the

@steroYour Tine and your Llfe. Ner¡
How to Get Control of
(A Signer Paperback)

was descrlbed
York: Pe¡er H.

by Lakefn, A.
I.lyden, 1973.
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The fo1I0r¡rng exercrse will show you how to achfeve roaJor obJectives by analyzrngchem ln terms of thelr consÈftuuni p"tts or sub-sreps ãnd alLocatfng tlme for clreconpleÈion of each sub-sÈep. The purpose of a task'ãn;l;";;-;;-;;"ír"åi.=oå_Ii j"'
'toP-Prlorlty goal or actfvity fnto thã E¿rny pre-requisÍte and necessary activiËÍesor sub-sleps that nust occur to acconplish the task.

select one of the.A'-rated top-prlorlry goals you descrlbed fn srep f\'o ro be theflnar obJectfve in your task anatysls. 'rne gutdettnu. 
"ti"i follow r"¡il1 assiscyou 1n doing a rask analysrs of yður frnal objecrive. n"rã""."1, guÍderfne and100k ar rhe exanple of.: a3"! aná'ys1s provlded on page 12, chen lry ro forl0r¿thar gufdellne on rhe blank forn piovfaåa on pege 13."- 
--,

A' Because you already have some worklng knowledge of your ffnal 0bjectlve,wrlÈe ouÈ a rough descriprlon of it on page 13.

B' Take approxÍmater-y ten minuÈes Èo wrÍte down all the sub-steps that you canthlnk of rhat are required ro acconplrsh the ffnal Àuj".,i""; ar this sragedonrÈ worry 1f the sub_steps are in'togtcal sequence.

C. In order to fnprove on the results of Guidelines A and B, ,,brainsEorn,, 
Ehemaccording to the following suggesEfons:

Í' Are there any specrallsts !¿iÈh whom you could ta1k, \rho rnlghÈ help youro r00re precisely deflne your ffnal óbJectlve, ãi 
"¡" 

mfght makcrecomendaÈ10ns for addiÈion'r sub-steps that'you cour¿ tate 
'n 

roeetlngthar objective?

'i' 
can you thfnk of any other people r¡rth nho¡n you nfght lark r¿ho could helpyou to refÍne your final 0bJectfve or who nlght reJonmend addltronar. scepsthaE you could take tn rreeting thaÈ objective?

lli' can you ir,rnt or.any addltronal liÈerature sources or readlng ,oarerialsrhar night provide sone hinrs for how ro expand 
"; a;" deralls of yourflnal obJectfve and/or suggesrions fo¡ ad¿ition"i'-"i.p" rhar you mtghr add?

D' Now that you have brafnsEormed some addltional sub-6Èep6, re-exaroine Èherough descrrptlon of your final obJective. conplete ,'rårrnu¿ descriptÍonof Ëhi8 obJectlve on page 13 to clãarly epecrry'i;;;t*;;;."rfoE1cs of lhe rask.
E' rÈ 1s now necessary Eo estfmate, as precisery as posslbr.e, the specific timerequired for each of the sub-steps. wriÈe aí-,.a ir ii.-"or,-n beslde each oflhe steps 1n your task analysis sheeE.

F' Now, exanlne your preliminary list of sub-sÈeps, as werr es Èhe posslbreadditional sub-sieps_that have been generaced frou considering the aboveguidellnes' Ir shourd be posslbre fãr you to acconprish Ëhose sub-sceps1n the perlods of tiue thaÊ are usuarry'avaflable r'your'darry acriviries.rn other words, ff one of che sub-sËeps requires r0 háurs to colcp'eÈe,then the sub-step should be further subdfvfded fnto a number of soarrer sub-scepsso Èhat each requlres no rtrore than Èhe enount of tine t.het you can usuarly brockoff at a slngle slttlng_during a typfcal working day. Thls usually rangesfrom I hour to 2 hours-fcr toJt o,.n"g"tr. Examlne e¿ch of the previous sub-s¡epsto see 1f they should be further subãivided, and lf so, subdivide chemapproprlatery' Revise the estinated tloe to coroprete åach sub-step if necessary.
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G' Re-exaarne arr of Ëhe above sub-steps ln your task anarysis, and nunber
ili: 

t'rhe order in r¿hfch they ehould-;.:;;-(;;;^.;;;;l;ånd cor,,un on pase

Now rhat you have compleÊed the task analysls of a top_priorlty goal, you areready Ëo enÈer Èhe pre-requlsfte actlvrrÍès 1ead1ng.å li.-e""1 in a planni.ngcalendar' 'Adoptlng a caréndar sy6Èem io ac.orupltsh high-prforÍty objecrives isthe toplc of the ne:(t sectfon, Siep Four.

å:i::t:ffitr:ï::i.;ï:.î::tr"t. rorms are artached ror you Èo use Èo task analyze
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1.

An Example.

SËarement of the final obJective:

Rough Descriptfon Reffned Descrlprion
Procedures to be followed 1n filll To determlne the sequence of pre_requislte
vacant posltlons at the l.fS Instftutlon actlv-ltfes reaulred of the personnel. officer

1n the hlrfng process of Lon_bullecÍne<ì
ItÍons ar lhe MS Instirution

2. The tàsk analysis:

Sub -S t fn an Sequence of

of resi tlon'and a roval to
su!:sl",p:___

f il1 t 1on
l

dÍscuss decaiis of selection board r¿1 ch
dept. head

- forr¿ard appllcatJ.ons Èo de t. head
- conÊact dept. head for eli íb 111 11s t
- revier¿ alpllcations on f and scre
- do reference checks

contact applfcants for Ín Èervi ews
selecÈíon board inter
selectlon of persons Èo 6erve on boa

are åoard report
draft letrers of e1ielbll1r and re
repere selec.lon board a nda

documentation and orlenta¿ on cf candldaÈe
documenÈatfon to payroll d

to
l1

I2

AJ

L4

Estimaced Tf¡oã-Ìãi
Each Sub-scep
(l{ormaIly 1es6 Ehan

10 rnf ns.

30 ¡nfns .

10 rnins.

l-2 hrs,

15 ¡níns .
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Forro for Ëask_analvzlng top:prforlty obiectives
1. Sraterûent of the flnal objeccfve:

Rough Descriprion
ReflneC Description

the Êask analysfs:

Esrinaced TGã-lõi
Each Sub-Scep
()lcrnally less than



63

1. ScatemcnE of che ffnal obJecÈfve:

analysis:

Es tina r ei-TfñË-lìì
Each Sub-Srep
(Ì{ormaIJ.y less ¿han Seque;r-c

Sr
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1. StareEenÈ of Èhe final obJective:

2. The task analysls:

Estfnared Time fãì
Each Sub-Step
(llormally less rhan
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Step Four: Adoptfng a tlme management calgJrdar

The carendar ayste' rn the fo1l0wfng pages w111 greaÈly asslsË you ln nanagingyour tfne nosÈ effecElvely. Thfs system requlrei thar you Èake about a half :
an hour at the starÈ of each r.¡eek Eo plan for the week, using our weekly overviewcalendar systen. rn addrrion to weekly pranning, o.,, Áy"a.r"requfres chat youtake approxloately Èen minules each ¡oorning to plan for the day. Finarry, rhesysteE lncludes a rnonthry overview page for you to keep track of tmportant *eetÍngsor deadllnes scheduled more Ehan a rnonth 1n ãdvance. iir" gutdellnes are as foLlows:

At Ehe sÈarÊ of each v¡eek

t' 0n the overview pages for the week, oark off aII of Ehe co¡cmiÈtrents rel.aredto r¿ork Ehet cannot be changed. These wourd rncrude meecings, tine to bespenÈ on exÈernally-lrrposed projects, staff attendance sheeÈs Èhar Eust becompleÈed and other work acElvltfes (such ae dlcrarfng, phone calls, etc,) Renenberschedule only those actfvltles ÈheE ¡dust be courpreted. Be sure to check yourmonEhly-overvfew page for any deadrlnes or meetings Èhat had been previousryrecorded for lhae lreek.

2' rf posslb1e, reschedule meetings (and schedule new meeEingo) near rhe endof.the day. People tend to "ehoo! the bu1l" less ln meeEings scheduled nearqultting r1¡ne. Meetlngs wìrere you triust be especía11y aleri are exceptions.

3. Revfew each of the scheduled meetings to 6ee if they can be norehandled by telephone car-1s. rf eo, schedure tte teíepr,oná calrs
Ëhe meetings,

4, rf you have a secretary who can screen tel.ephone calrs, schedure a Èíme nearthe end of the morning and/or near Èhe end of the afteinoon to reÈurn arl carl,s,rf you dontË.have a secretary, keep a lfsc of carrs to be made, and ¡cake thenarr at one tirne. This decreãses interrupÈlons åt other ÈÍmes of rhe day.

5. Nor'¡ revlew yôur task analyses of your high prioriey goals frorc steps TL,o andThree (eee pp. 9 & 13), and wrfte dor,rn, on a 
'eparate 

plece of paper, those
sub-sÊeps rhaÈ are r¡ost Ímporrant for you to work on during the nexc r.reek.

6. Look at your overvrew pages for che week and brock off a'rquiet hour,,(preferably durfng the nornfng) each day for you to r¿ork on Ëhe sub-stepsof your htgh prioriÈy acËivities,

7. rf you have a secretary, revÍe¡¡ your carendar ç-ith your 
'ecretary so Èhat

he/she w111 knor¿ about everythrn! thar you have schedureci rhus far.

Durfng Èhe week

1. If anoÈher actfvlty cones up thaË has !o be done during rhe wee!: or in a larer
week of thaL rnonth, llsE it 1n Èhe t'actfvfties" colu¡nn for the appropriate
day, but do no! schedule lt in a tl-me slot unÈfl the day arrlves,

2, rf any actlvlty and/or deadrine 1e ldentrfred for any subsequenr month, fËshould be recorded only on Èhe approprlaÈe one-page monthJ.y planner for chat
nonÈh, and not on lhe dal1y plannere, In th16 iday you have a rncnrSly overvÍeu
on one pege et Ëhe 6tart of each ¡DonÈh.

efficiently
and delete
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ÀÈ the 6Eart of eech day

1. At the 6tart of each ,oornfng, revrei{ the echeduled acÈiviËies for rhe dry,and the actÍviÈies lfsÈed 1n the "actfvÍties" column, ala .ny addirionaractfvlrfes rhar you can think of for rhe day, rr.irãirg-'aiose Èhar didn,cget conpleted on the prevfous day. rhfs:urlht 
"r"o rnliui" personaì.1censthaÈ have to be conpleted (e.g., going ro the bank to geE Doney for theweekend) .

2' Revier¿ yourtracÈfvltlesttcolumn and prlorlze those âctÍvitíes tha. have notyer been scheduled. ..rdentffy the mosr inpor'ant activlry ând, in the colu¡nnlabelled "P", puf a ill-besidá rt. using additronal nu¡nbers, conÈinue ropriorlze the othèr acÈivfÈies.

3. For each of the actlviÈies that heve been priorized, ç,rlEe 1n theÈo" colunn chose that can be effectivety delegated to one of your
4' For each of the actrvlties that have been priorized, estitrate the Èi'e Èocomplete those actlvltles and wrrte 1t rn the'esËÍmated ti¡oe,,coll¡¡qn.
5' Beglnnfng wlth vgu¡-Èop prl.rrty actlvity, schedule rhe actÍviríes in yourcalendar 1n avallable t'üe stots. 

'ohen 
you run out of trme 1n your rimeÊ10ts, forge! åbout the remafnlng acrrvliies. rf you n",r" rotto""¿ ou,system effectively, you are alreãdy takÍng ."ru of'you, nign prioriryac!1v1ties, and Lhe otheïs can be io"rponãd to anorier a.y.

6' For. nost-peoçile, 1t 1s r,¡1se to underschedure. lrany people require at reastan hour durlng the day of unscheduled r1¡ne to take "àre'of the daily,,crises,,that are lnpossfble to poscpone or avold.

7' As you corplete each actrvlty durfng the day, srroke ft off your list.Thls provídes a crear visual presenlarion oi'rhe proporríãn of your scheduledactlvlrles ihat you are accoupJ.ishlng.

o eI ega te
s taff.
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SteÞ Flve: Evaluatí¡g tlne qavers and tlne r.¡asters r.¡eekly il
Äs we lndlcated fn the rntroducÈ1on, ninfnlz{ng Èfne !¡âsËers and maxj-nizing ti'e f
severs ls an fnportant coaPonent of effectlve tlEe rDanagement, A tllÂe saver ís'anythlng Èhat decleases a t1tre pester. BuÈ what 1s a tiue vaster? There are thiee Ib'road classes of trme !¡asÊers. First, nany peopre wourd agree Èha' a.r"ri"ty of 

-= 
tbehavfors Ëhat are r¡ore or less synononous with-"doÍng notñíng,,are tlme,."iur".

Examples lnclude daydreamfng, doodllng r¿hfle sfrring in yout off1.e, siEÈing in ¡he ãcafe¿erÍa drfnkfng coffee and socralizlng for an hoJr aË a tigre, and so forrh. r;i
A second general crass of Èi'e wasters are those thâr tend co be Dore or less ir
synono'ous ¡¡1th lnefffcfency. rc 1s possible to appear to be consrancry busy (an,not wastlng tlme according io the frrst-crass of tí¡oe wasters), and yet Eo !¡ãsre 

o 
F----------------a lot of È1me' Exâ-rûples lnclude such thlngs as havÍng a dísorganÍzed desk or r¿ork t

area 8o that you spend nuch cl¡ce searchlng for thingsl or switching often fron onetask to the next so that tlne 1s lrasted fãniliariziig yourself r¿it.h rhe previously Funfinlshed Èasks' or havlng a s1ng1e ffle folder rn wiricn al-l of your correspondui.u tand minutes fro¡o all of. your meetings are fnserred chronologically so thac time iswasted seerchlng tlrrcugh your flle ior lnfor¡oation on r p"rii.ulor lcem cira! w¿s Þfnserted Èlro or three llee!:6 before, and so on. ,$
I'lost,persons recognlze and agree on deslgnatfng the first Èwo crasses of accivitiescited above as !1me !¡asÈers. The thlrd class of tir" wasters is rarely r".ognir"i $by fndlviduals, and yet 1t fs probably the rDosr ÍtrporranË potencial class of time twasters r¡hen consldered over your l1fèti¡oe. . The thlrd way to waste Èioe is to spendtÍne workfng on lower rather than hlgher prlority acrivtries. Experrs in rine ü!ûanegement have suggested that approxfmatàly.80i! or one's fayotfs are derived fron ijapproxlnately 20"1 of onets actfvlt.les. wherher or not this ís true, iÈ is crear rha!some actlvltÍes have a,much higher payoff for you t¡,an others. rt is arso crear Eha. :,many high payoffs are long delayed ln- that. Èhey occur onry after å grear deal of I'actlvfcy on your part. For example, a hfgh r"i"ry, goo¿ ¡.U, presÈige, and orherthlngs-that-go along,lrith an funpòrtår,r pro'orion are obraineå only afcer ,oany yearsof hard r¡ork' The Èhr1lr and giory of ufnnlng an olynpic coia ¡iedaL occur onLy afler tI¡ãny years of lnÈenslve PracË1ce by an aÈhlete. rf ãnå decides rhaÈ a goar,ic¡ iois Iterm payoffs ls rea11y a high Priorlty' then worklng on rorut prioriÈy goars consciÈucesa tine waster. Fof example, suppose you decfde thai inplemen¡ing a Managenen! !rçBy ObJectfves (MBO) approach in your ã.p.rt"o"rrt ie a niln príoriry goar wirh uany iäpotential long tertr benefits. Now, suppose further tr,al yàu have four acriviríesrhat you could perform durlng an afternåo.,: plannlng the sÈeps for implenenting aI'fBo-prograrn fn your depertne;t over the next sr): roonths Èo a year, coaplecing Ehe $staff schedule of ho1íday tlne wlth the fÍrsr p"t"on 

"."riirg'horidays che iollowing I
veek, phonlng other deparÈ,,entheads to seÈ up a neeÈ1ng for the forlowing week,reviewlng your current budget estlmates fronr your 6taff. rf you have really <iecided ßthat Plannlng and lnplenenÈ1ng an IfBO approach Is your hlghesi prj.oriry u.ri.r:,ry, ii"" Iperforrnlng any of the other three actfvilies befo¡e flrsr doing sone pranniig o:r 

'lrois wastlng tfne. of course, the other Èhree activitles are noÈ Eitre wasters iikethose ln the first tr¿o broad classes clted above. The loç;er activiries do have p"yoli, Ithat are falr1y fmmedfate, and sooner or later those actlvities should be done.Hø^'ever' the payoffs for those actlvltles are ¡ouch lower fn value, From this poinr ofvlew, È1me management consists of a seÊ of sktlls that Íncrease the chances cha¡ ts
one r¿llL perform actlvitles leacfng to delayed bur hj.ghly valued consequences, r.,lrile Jdecreaslng the chances that one w1il perforn lower prioriËy âctivftfes Èhar havemore imnedlage although lor¿er-valued consequences.

l{e have fdentlfted a varlecy of tfnc ¡¡anagemen! techniques chaL r,rill help you perÍo:-n 
f

hlgh prforlty actlvftles whtle uraxfmfzfng your Ëlne savers. Lre havc organized suclrlteBs 1n che checklfst on Èhe nexÈ page and we encourage you to evaluage yoursel-í each Iveek. t

b



T1¡ae savers checkllst

Use thls checkllst Èo evaluate your Ëime managemenË
you score soue of the lterns in Ehe ,'generally no" orfor lmprovement.

Yes: on al-l opportuniEies
generally yes: on over half of lhe opportuníties
generally no: on 1ess than half of ii.re opportunitiesNo: not at all

/a

behaviors ciuring the past u.eel:, If
"no" colunns, then you irave roo:n

.j
:r
cl
ui

¡lA. Personal tlne savets
1. I prepared a wrÍtten weekly plan aÈ thãm
2. I prlorlzed a s chedul my da y actlvitíes each work daytrorn1ng.

results desired and thelr deadllnes.

,q.a
:__sj

3. I scheduled
pork dav.--^ll-i-Fo 

r ñe a-ãî-ii * ì o s c-r mp-o r-rÀnî r-;;Ë f 1 r s r e o 
" 

rr-a-o u . -
I used my "prfune tl

6. I seL reasott"bte du"át

10.

o

7.

8.

rnet therna3offi
ped" roy phone ca1ls eã;h d.*

I posted the

I dealt s'r th iãutrnã-p ape noãrt-õn cãìãcr, ããll

B. Tlne savers invo-
1. r kept ,ro',*offi Èo a reasonable amounr

S.2. l,Ihen sltuatfons i
visitors pressured ure to re-arrange my prrorrliu"]'r-ru"
B9]l!!1I_::j'e:!Lve abour stickftg ro ny schedute.3. I revier¿ed rO. aaty;
staff , and lnformed al-1 staff imecllarely about 5ot_reiated_ ghanggs, oblectives and prforities

4, Inhen l defegaté

5. I delegaÈed to rly stã
_ iobr_whlle tsking lnto account rhefr olrn ¡rioritfes.6. I.i]1"î:,0 roy sraff r t "r

done by thern.
8. I used i

I

}{
CJ

É
C*

õk
O
c
c
è:

My worst tfne lraster thls past week was:

To nlnfuize Ëhis tfne waster next r¿eek I will:
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Use
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. Time savers checklíst

rhfs checkllsÈ Ëo evaluate your._tf'e manàgement behavl0rs during the pasÈ çeek. rfscore soûre of the lteus in the "generally no" or,,no,, aofu*r, then you have rooulfrnproveroent.

Yes: on all opportunities
generally yes: on over half
generally no: on less tha¡
No: not at all

A. Personal tiúe savers

of Èhe opportunltfes
half of the opporEunftles

both the

1. r preparedã wiräãã-iããÌri plan at Ehe begfnning o ¡he sorkç¡eek.
) I prlorfzed sn

oornfnq.
I acheduled "9utet@
work dav.

hhen-r delegatecl,ffi
results deslred and thelr deadllnes.

work day

for each

I used rny "pril.,e

I DeÈ the na¡

r "grouped" ry @

10. rdealtwrri,ffi

B. Tfuoe savers involvlng nvself and others

9.

6.

8.

4.

I

I posted r

I workeC on the ro.t

visltors.

Ei
ts!
E:'

ñ
Ë'

l-

- Jobr_whfl,e takfng fnto account their own6. I allowed ny staff r. ,"k" 
"l1i;;i"i.."

5. r delegaued ro roy staf?-ãIlwãik thãî-i." lncluded in Èheir
rforftles.

their lobs, without subsequenÈ1
lhat r¿ere part of

r-rul hefr decisi7. refused !o et trIy 6taff shift work Èo Ee lhat should bedone bv t
8. I used the tfngs Checklfsr Èo evaluate al1 meetings.

My vorst tLne waster thls pest r¡eek çras:

To nlnlmlze thfs tlme wasÈer next r.reek I l¡lll:

r-
i:!
;:ì
i.
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Overscheduling: A cono¡on concern

rf you have adopted our daily planning caléndar syster!, you wirr encounÈer rhÍsPage at che end of vour eecond week of carefurly s"¡u¿urá¿-"..i"t.i".."';;.;"'-
rneans lt' ls tlme Èo siÈ back and iltake stock.t' Hoi.¡ ur"-yãu-ãoing so far? If.you have follos¡ed our reconmendatlons and 1f.yo" t"ui"" ii" J"", trdo weeks, wepredlct tha! you ç¡r11.identify two.Ehings: (ã) tnar you-"u.ä abr.e ro acconrprishyour Èop prl0rlty actrvltles; and (b) th"t yo'have a nunber of acriviries leftover that you dld not accoroplish. One of tie skills ai.r-r,"" probably have notyet developed 1s being reasonabre 1n your expectetíons of how much you can do ina day' However, lre encourage you noÈ to give up. rt v¡ir-r probably requÍre severelv¡eeks of careful Èime roanagemenÈ practice beforå you wilJ_ bå abre to accurarelyesËlmate hor¿ rnuch you can do rn a day, and how much tlme each of your ectíviciesw1lJ' requlre. The Eosr Ímport.ant conitd.rarion is that you shouJ-d acconprishyour hlghest prlorlty activftfes. As you progress, you w11r becoroe fãmiriar wtEhyour lfurlte, and w111 ellmlnate rony oi those actlvitles thal are low prioricyand/or unneceÊ'ary. you wilr also te abre to betEer estimare the cime eacrractfvlty takes, and, subsequently you r¿Í11 schedule your tir" rn such a waythat_you w1ll accoupllsh more of tiose acrlvlrles rhåt you se! our ro do. un.ilyou do becor¡e famlltar wlth your linitat.ions, you are better to',underschedule,,and havettextra" t1ne. As your tfune roanagement skills develop, you w1).r be ableÈo r'ore accurately plan your tfme. you nlght then noÈíce an actual increase ÍnÊhe number of acrivltles tha! can be accomplished 1n a day.

NOTES
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Tfme savers checklist

use this checkllst to evaluaËe your tf'e Eånagenent behaviors durtng the past week. rf
i::;ff::"ilf.lt 

tn" ltens rn the "generallv no" ot "no"-"oiunns, Ëhen yo,., r,.r"-rooo.

þ

F

il

I

.rjïi
ol
-l

6
!
o

Ø
OJ

FI
(ú

þ
o

- Yes: on all opportunfÈ1es
generally yes: on over half
generally no: on less tha¡
No: not st å11

A, Persongl time -savers

5.

7.

Hy HorsÈ tfne lrasÈer this påst r¿eek r¿as:

of the oPPortunltles
half of the opporrunltles

1. J^prepared;

i"oJl::1'"u 'n¿ rc

3' r gcheduled "q@f.".-ìî f.r e"cr.¡ork dav,
4. I worked c¡n the R

.r:¡
utI used Dy "

6. I 6et reâsonaUf

t utet the

I"grouped"@
r posred rne i@ drop-1n visltors.
r deart wtch rout1ffi day.

B. Tl_r¡e. saver_s fnvolvlng ¡oyself and oj_hers
1' r kept nonwork-related conve¡saËfon to å reasonabre a¡ount

vfsfÈors.. t"l s1ÈuaÈlons
visitors pressured De Èo re_arr"ng. iy prforltfes, I r.ras

?"iåiiål; å"ff 'i 1ïî''l:ï:^ : i.1:1" 
- j.=ry' ;,;n".ri: .r revlewed uy datly oU¡""t

staff, and fnforoed all staff fo.u¿iateiy about Job_relaredchanges, obJectives and prlorltles,
4. When I delegated ruip

resulÈs desl¡ed and their deadlfnes.

&

F

q

8.

m{nl¡nlze next lreek I will:

.i:l

-- 

_.,,1
: t.,!
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. Tine savers checklfst

. 
to evaluate your tiEe EanagetrenÈ behavfolthe lte.s 1n lhe-";;;eratty no,, or ,,no,, .iÌ. lJttt. Èhe pãsr ldeet:. rf)lutttrts, then you have roou

Yes: on all opportunftles
generally yes: on o\penêrãtiw -^. ^_ , 

r"r ha1f of the oppÕrtunftles
No: not aE aÌ1
genefally no: on le 

,YPU¡ LWI EI-es
No: not âr ,11 

)ss than half of the opportunltles

1. r pruparìã-a-iiräãi-ìãËl!
t¡eek. planar@
t prtort"ãa ãã-ã-ãã[EãuIããì]
oornfns. dattyacffi
I echeduGã quiet houre rlng ny rlne tItres for eachr¡ork dav.

Use this checkllsr
you score sone of
for loproveuent.

he¡n.
I f E work ro-nJ-ltrãFìEã,jraË

)

3.

4.

5.

6.

10.

1. I kept non,¡ork_related conver"l*on-r,
, - $¡i"s-p¡Þrs_ _"c u" _f" ¿_"i", 

ti, 
ik i. ; -i 3 å,lilï:";i: ;. i,: î,

3. t r"
eËaff, and fnformeã .rí "i.ii-rilJäri."r, about 1ot_related- È3!ggs,. gb 1ect1.,ru" .nd orr"riaf 

"", 
--

4. *"" t
____¡c¡ulrs deslred and it,"i, j"",ìiilj^'

-J9!=u!Jle 
takrne rrro 

"""ouni-.ì"-;;'^,*
ï--!!el-r.leÞ!¿ wrËhour subseorro.,r- ^,,^-l::,:lit :"Ie part of
7. I

8. I used t _Þ_ v,¡LLNrrrL Lo evaluate a1I see.i-!-
My lrorst tfne lraster thfs past week was:

To mlnlmlze this tfr¡le rgaater next rreek I sfll:

ter
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Iine savers checklfst

Ii:a

F

e7

Use
you
f,or

thfs checklrst !o evaluate your tlme uanagemenc behaviors during Èhe past lreek, If
;;;::"ili.:r 

Ëhe lÈe's ln the "generallv no" or ""o" .oirilr] tr"r, yå,, n"r,o-roor-'

Yes: on all opporÈunfÈ1es
generally yes: on over half
generally no: on less than
No: not at all

of the opportunlËies
half of the opporrunities

A. ?ersonal jlLne savers

ng.
3. I echeduled quleÈ

work dav.
urlng ny prlme t lrDeg or eaclì

1. Iprepared""tt..
geek.
I prforfzed s che uledroy aarryffi

I sorked on the
I used ny "pì
I set reasona¡fe
f net ttre

10.

9,

8.

I pos ted ftre
I"grouped't@

vfsltors,
i deait rittr r

B, Î1ne savers invglvlnB nysel! -and others

8. I used the tfngs Checkllst" to evaluate all oeetings.

Hy worsÈ tl¡ne r,¡asÈer thle pasÈ r.¡eek was:

t
H

F

I
I

l
i:

r

ßÈ

H?¿

min inlz e !ra6Èer next week I uill:

r

{:

ß
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¡

j

i

Revfew your cop-prforlty goals for the prevlous nonrh, revlseand add any new ones. Below, llsr five of your ,.p_p.i"riiy-nexÈ nonÈh.

Goal l.

che¡o 1f necessary,
goals for the

Goal 2.

GoeI 3.

Goal 4.

GoaI 5.

Selecc your rop-prforlcy goal for rhegoal according Èo fhe guldeli:res glven
next ùûonEh and do a Èask analysls of Êhe1n Step Three, p. 10.
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T1¡ne savers checklist
use thrs checkllst Eo evaluate your tlne *nur* behaviors durfng Èhe past week. rfi::;ff::"ilf.lt tn" lte's rn the "senerallv no" o'-;;;';^:;i"nurs, rhên you have room

Yes: on all opportunfÈles
generally yes: on over half of Èhe opportunftfesgenerally no: on less than hali of the oppoltunftlesNo: not at all

A. Personal tine savers

o

Ç
U

a
c.

s.:

__r. r prepared a rrrltten wee lyplanar cffi
2. I prtori-ãã-ãi uled uy dai actÍvirtes each roortìã]1nc.

I a cheduted -!uGr-l;i;;
work dav.
I r¿orked on t

ÌEñ p,ior-ù-t"ãË
;6ËE reas

I"group@

durfng ny rfoe tlmes for each
t.

6.

9.

10.

I posted t

-

8. I used the tlngs Checklisr Ëo evaluare affì..ecGl*
My wors! tl.ne waster thle past week was:

To ninfnlze this tiûe wasÈer nexÈ week I þill.:
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Tlne savers checklist
use thls checkllst to evaluate your tf'e Eanãge'enË behavrors durfng the past ueek, rfi::;ff::"ili.lt 

tn" rte's 1n the "generally-nor';'-;;;;-;;;,Trn6, rhen you have room
' Yes: on all opportunftfes

generally yes: on over half of thegenerally no: on less Èhan half ofNo¡ not at all

A, Personal tloe savers
1. I prepared a *rftren 

"uãÌfyweek.

I

oPPo¡tlmf tf es
the opporËunltles

plan ac the beginning of rhì-r¡ãik
I prlorlzed scheduled roy 1y actlv tles each r¿ork da),oornlnø.

5.

).

r used ny "prfne-tfñEãil1õiõif-ãã

I scheduled qule t

hreh prrìirîJ-IãE

work dav.
ring uy lme Èl¡ee for each

4. r r¿orked on rh;iõ;t-G;;¡;;J;; firsr each ãfl

6. r set r"."õ@ ltrporranr acriviifãl
rtrer Ëhena5@

B. t"g.oup@
I posted tl¡oes I"as @ vfsftors,

10. I dealÈ wirtr

1. I kept nonr¿ork-related conversaÈlon to I reasonable amountdurlne ohone n¡l1a -ñ: ,.r^- --!r r

ffi as shorr-le" ""rr"".41ï##lFvlsftors pressured ," ."-""_.-;;:;^ :.:'::s or orop-ln

rirî¡;,i;;;;iË ï.:: ;ïïffi';.:äo;:;:o':"::,' "*3. t r"ro,"""O
staff, and inforned 

"rí "r.ri-r_"äiãa"ry about Job_relared
- 

thanges, obJectfves qnd prforltfes.4. l+tren, I a

_ Iesulrs desfred and iherr ¿".¿iiiås.5. 
T .o"t".ri!"

a Job,,I!1le taklne=rnto account l¡eii-ooa prlorlrles.6, I a11or¿ed t
_ !¡91¡._1gÞs, vllÞour su¡saquenily ovei_rulfng rhefr decisionr refused ro TãiE-äarrTñilE to tre Èhat should bedone bv theur.
8. I used the fngs Checklisr to evaluate all ueetings.

My Ì.¡orst tlme sasEer Èhls past t¡eek r¡as:

To uinlnize Èhfs Èfme L,a6ter next week I r.¡f 11:

-- 
i::
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Use thls checklfsc to evaluâÈe your È1De EanagemenE behavfo¡syou score soue of the lterns fn ihe-',;;;ãrarry no,,or,,rro,,.oruouting the pasr lreek. rffor froproveoent. óer¡Er ro's, Ëhen yàu i,u"ã-.å",
Yes: on a1l opportunfties
generally yes: on over half of the opportunitiesgenerally no: on ress chan half år-lf,J^opporrunfrtesNo: not at all

Tlme savers che ck11 s r

-,4'. e:t".".t ttr" ,_ 

-

r. .l prepared a çrrlÈten Lree lyplan"r@
creek.

2. r prrõifiãã s chedu led
mornfne.

4.

3. I s ch" d,r1ãdi'qiGï-ñã.rrã durlng uy rfoe tlmes' for each

ci
ç

êl
xj

I

My r,rorst Èltre saster thfs pasÈ week was:

u

t 
""a a"

g roupe d " ry p h on;r, a-1G-€ a 
"-h 

ì;y.
f posted

t u""O rt 
"

8.

9.

10.

5.

6.

7.

8.

To aln{nlze thls tirDe uas ter next r.,eek I wltl:

L
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for

Èhfs checkllsc Co
score so¡¡e of Ëhe
fnprovement.

Yes: on all opportunltles

105

Tine savers checkllst
evaluate your ÈÍtre *-
ireurs rn l;;-',;;;,ÏTr"tilî"j,0:¡"'Yt::;,#""s. rhe pãsr ueek. 

'rs, Èhen you haúe roour

generally yes: on over halfgenerally no: on less ÈhanNo: not aË a1l

of the opporËunitles
helf of the opportmf Èfes

A, ?ersonal tÍme savers

1. r prepu'ãããäläãã-ìãE lyp an at the inntng or irre iõìfweek,
2. r prrärã and scheduled roydallyrc@oornlne.

durlng ry ri¡oe tfues or each
4.

t s chedurÃã-liTËl hãuiãçork dav,

*r t"u
r net the najo¡fty

6.

B. T.ime savers Ínvolvt,nß myself and otherst. 
å,:;:: ;ffi:,:;îî1...-"j .:::1":"..r"" ro a reaaonable ¡nor¡nr

f "grou@
a Iposre@

or drop-fn ìisttorr10. rdealr@
each day.

by thern.
r,¡ork to ¡oe Èhar shoìld bã

3. t r
eraff, a¡d informeà 

"ri "rrii-rä"'ärä..r, about Job_reiared_ s!_'$"",_sÞ1eçtr"us rn¿ piioiriäi]"4. When I a
_- Ies_ulrq_gqgfled_snd ihlfr ;;;;i;;¿8:I delegated

, oom prlorfcfes.6. I. rff

S, I used _-o, v¡¡eLßa¡Þ L f,o eva_tuate al-1 ¡ee:i-::

My worst tfne ¡¿aster thle past ¡¿eek uas:

To uinfnlze Èhfs tine uaster next r¿eek I ¡¡i11:
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Revlew your top-prrorlty goa16-for the ir.vtor" tronth, revfse Èhem 1f necessary,and add any new ones. Betow, ltsr flve or yo,rr i"f:o;r;-;'-=go"r" for rhenext rnon th .

Goal 1.

Goal 2.

Goal 3.

Goal 4.

GOal 5,

Select your top-priorfry goal for thegoar according Èo the gufãeì.lnes gfven
next month and do a
1n Step Three, p.

task anaj.ysis of the
10.
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Foro for task-analvzÍng top:L¡ioríty objectlves
I. SÈaËemcnÈ of rlre final obJecclve:

2, The rask anaì.ysfs:

Esci¡areC Tine ior
Each Sub-Srep
(ÌlormaJ-Iy Iess rhan
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A.

Time savers checklist

thls checklrst Èo evaluate your..È'me nanage'ent behavfors durlng Èhe past week. If
;ff;:"ïHr:f the lteurs in the "generaLlv no" or "*o".Àr,'*i] rr'"n yàu r,rr.-låoo-'
Yes: on all opportunlties
generally yes: on over half
generally no: on less tha¡

of the opporttmftfes
half of the opporËunltiesNo: not at all-

Personal Èíme save

1. I prepared a rrlTÈãñ-r.e 1y plan at the begfnnlng of tlre vork

10.

9.

6.

õ.

4.

7.

)

I set reasonabG

r worked on rhe ,o"r r.pãirãT-lã

I prlorlze and scheduled ny aaify

Ilnes for all

acÈlvltles each nork dav

s first each day.

nornln e .

I scheduled "q,rtãäãurs during øy or eachwork dav.

I used ny "prfule t 1¡ûes " Ëo r¡o rk on lgh prfority raska.
lnporÈanr aãräIrfãI

I rnet theiã¡õìfÇìl ny deadltnes each
I "grouped" nt-pË". cal1s each day.
r posred rhe rlGã!-l was avallable for drop-1n visitors.
I dealr r¿irh rouiiiã paperuork once eac day.

B. _Tine s-avers lnvoh,íng myself and othe¡s

k
ol

OJ

l,
AJ coioélc

1' r kept nonr¿o¡k-rer.ated conversa.lon to a rea'onabre a.nourt

- 
{uIJnE_pho¡-rg calls .and when talklng to drop_in visitors.2. llt"" 

"vfsftors pressured Ee to re_arr"ng" iy prforltles, I was
Flllell:sserËf ve about stf ckins-ro lry' 

""iåo'riã. 
' ' *'

:.:::'"::1 l.!'i1{ ouju.@staff, and lnforoed all staff rr-uarrreiv"lu""i'¡äi_rlí.."u
changes, oblecclves and prloritf"". -----'

4. lJhcn l Onr"*
_ resul!s desfred and !helr deadllnás.
5 . l .O"t".t".u
- Jobr_whll,e taklng lnto account thqlr oun prlorlËles.6, t. "tto;
---!!ër -Lo!s.tr"'1Èhout subsequenÈlv over-rutfne thel r rìcclc{nr declslons,I refused to ler 

"idone bv them,
o I used the "ueerffi all oeetlngs.

Hy r.rorst Èfme waster thls past week was:

To nlninlze this tfu,¡e lrasÈer next week I !rf11:
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Tine eavers checkll-st

use thrs checklfst to evaluate your Èfne o'anageÐent behavlors durfng the pasr week. lyou score sou¡e of the rte&s rn the "generally no" or "no" columrs, lhen you have roomfor lnprovement.

Yes: on all opportunitfes
generally yes: on over half
generally no: on less than
No: not aÈ all

Personal time savers
1. I prepared a rorf rrenìããËly plan ar Èhe beglnntng of tfre ¡rort
I I prlorf and scheduled ny dally actlvftfes each pork day¡¡ornlns.

4.

5.

3.

I rrorked on the ro

I scheduled "qufãt-iãurs durfng my prlne tltres' or eachsork day,

I used ¡oy 'þ
I aet reason.Ufi
rmer thena¡or@

10.

9.

8. I "grouped" rDy phã;e ca1G-ããctr ¿ay.
r posted ¡he rftnes@ visltors.
r dealr wi¡h rourln¿@

B, Tlme savers lnvo.lvlng Èysel-f and others

done by them.
B. I used .nu """

My worst Èfme wester thls past ¡¿eek r¿as:

of the oppo¡tuniÈles
half of the opporÈunlties

1. I kept nonr¿ork-related conversatfon Èo a reasonable anor¡nc
;--i]t-ri"g,!h"ng "rus a¡ld to d¡op-fn vlsLro¡s.2. Wfr"n 

"ft
:1?1::I: !l::"::"d he ro re_srr",,g" iy prrortries, r was

staff, and lnforoed all staff fumediately about Job_relatedchanges, obJectlves and priorltles.
4. When I detegated responsfbitlÈ1es, I f úïcrG¡ úi6. Èheresults desfred and thelr deadlfnás.
5, i <ielegated ro
_ lobr_vhile taking lnto account their oeirì prioritfes.6. I allowed ny staff t. ,"t"

thelr .lôbs, wlthout subsequentlv

To ninlmize thfs tlÐe saster next seek f ¡¿lÌ1:

\
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lt9

Ti¡oe savers checkllst

thfs checklfst Èo evaluate your Ërme managetrent behavfors durlng Èhe psst ueek. Ir
il;::":;i.:r 

the itens rn the "generallv no" o' "no'i-";i'*.,;; Èhen you have roour

Yes: on all opportunlËfes
generally yes: on over half
generally no: on less than
No: not at all

Personal time savers
1. I prepare

r¿eek.
å Ì.rrlÈten weekly plan at the beginning of the ¡¡ork

) I prlorfzed s chedu ed my afly actlvitles each vork daylns.

q

7.

3.

rr¡eÈ rhena3o@

I schedule qulet hours during uy- De tlDes for eachsork dav.
I r¿orked on the
I useC rly 'þ
I seË reasonab

9.

8. r "grouped"ny.@
I posted

rdealt'rr@

-B. TÍne_savers involving rnysilf and oÈhers

o I used the Meetfngs cñ;kIi"r- Ëo evaluate all neettngs,

Hy worst tftre çraster Ëhls past çeek uas:

of the opportunfLles
half of the opportunftles

1. I kept nonr¿ork-related conversaÈfon to a reasonable ¡normt
u_ ,!:rl"¡ tt'"1ç ."rr, iie i. drop_fn vfsÍrors-2. I{hen s1

::?i::i: l::::::"d Ee Èo re_ar,"ngu ,y prforfdes, I was

staff, and tnformed att staff r*"Jrrr"iv":;";"J;i_;11.,"¿
chanßes, obJectlves and prlorfrf;;. -----'

4. l.Ihen I r"t"t

-results 

deslred and thelr deadlfnás.5. I delegated f
Job. whtle rallle tlto açcorr:! ilejl:- or_:r =:tor:tiesl6 ' ]"-'.t1"î:,0-* '
done by them.

To ninlnfze Èh1s È1me waster next week I r¿1I1:
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Uee
you
for

Èhls checklfsÈ Ëo evaluate your._Èime E,)anagenent behavlors durlng Èhe past çeek. Ii
;ff::r::i.:r 

the rtems ln the "generallv no";'-;;;;-;;i"'*"; rhen you have room

Yes: on all opportunltles
generally yes: on ove¡ halfgenerally no: on less than
No: not at all

A. Pe¡sona1 time savers

of fhe opportrmltfes
half of the opportunitfes

i. tprepar@
çeek. at the beginni.,g-ãFìt e-vãìk

Z. I priorized ,"dEhed.i toy dafly ""t@trornfne.
3. I schedulãã-nqiGi hours" ¿uìfrU uy 'prine tfaes" for eachwork dav.
tt. Iworkedon@ ffrst each day.

ny "prlne rfuGrì-i;ìroñ;; fgh prforlty t""k".6. rs"tr"@
froportanr ãiîiîläEiìrnetrhem@
each day.

10.

9.

L r"gtoup"a"@
rposred tt,uffi drop-fn vrdäãGlt wirh routinelãiãEãìEìñõ day.

-8. . .Time savers. fnvolving nyself and others
1. I kept nonwork-related conversatlon to a reaeoneble anor.mÈ_ Cg-r_ing_phone calts and uhen taüi;; ;; drop_ln w{errnyo,.

visltors pressured 
Lu r: ,"1"-r;;;;" ;; prlorlrtes, r was_ pg¡f_Ë_gLy ?ssertlyg sbour stlcklng-ro * schedule.3. t t""t"

sraff, and lnforned a1l staff i*"äiãt.ry about Job_relatedchanges, oblectfves ærl nrtnr{¡l--

Segults deslred and therr ¿ea¿jjjås. -'--'-'=- uuL¡¡ Loe

r ' i^*o"t,ifi¡:o- 
to,Ev s rar

ob, whlle taklng inËo account thefr..--b. 
I."rrtl"î:_o--..rt"rffins rhar uere parr of

t tt."O an" "n

Hy sorst tlne paster this past r¡eek cras:

o

To nfnlnlze thfs tlme wasÈer next veek I l¡f1l:
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Use
you
for

T1¡ne save¡s checklist
thls checklrsÈ Èo evaluate your_-t1r'e ,oanage'ent behavl0rs durlng the past ueek, rfscore so'e of the rtens rn Èhe 'generally no,' or "no', "o1";;; then you have roomlnp rovernent

Yes: on all opportunlties
generally yes: on over half
generally no: on less than
No: not aÈ all

A. Personal tine savers

]. Ipreparedewrftten weekly plan at tteffi
week.

2. I priorfzed an scheduled rny aarry acirviifãl-iããË work dayrnlng.
I schedule qufet hours" urlng roy rlme tiues for eachwork dav.

4. I r¿orke on the rnosc fuporiãt cas s flrst each day.
5. Iusedroy'ffi hfgh prforfty Èasks.6. re.rreffi lnportanÈ åctlvities.
7. tmerr@ each day.
8. t"grou@

10.

9. I posted Èhe t
I deaLt r¡rrh rout@

B. Tlme savers involvlng m):self a¡d others
1. r kept 

'onroffito a rea'onable amor¡rtdurfn

of the opportunltl-es
half of the opportunlEies

z. 3:î-:1:'".rons s,rch as sho@
vlsftors pressured me to re_arrange try prlorftfes, I waspo1lte1v assertfve about stlcktng to ry schedule.3, t r".rt"r¿
6taff, and lnformed all sraff lmedlately ãUout 1oú_reíared_ ghanggs, oblectlves and prloritles.

4. then-r delng"red ,est;;ìbiiiri*,-I l"dï""È"d b.Eh tt*
- resulcs deslred and Èhelr deadlinés.
5. I delegated r" ry
_ lobr_r¿hll,e taklng lnto account tÞel¡ or¡n prlorities.
6. I- alloued ry stæns that lrere part. of
---j!e 

1:-1o! gr 11 t h ou t s ub s gjle¡gllofie r- ru I1n g rhe I r de c tsioI refused ro 1et-;t;ìaff
done bv them.

o I used the tfngs Checklist to evaluate all neetings.

My uorst tfne wasËer thls past ueek uas:

To ninloize Èhls tfne !¡aster next ¡¡eek I ç111:
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!e!ote!¿!,8_e.{_!ss.!¿ys ry
Ït has been suggested that "delegatlon is perhaps the greatest Èechnique a manager
!l= t? develop capabre subordlnates, accomplish betËer resurÈs, and garn more rime,,(Douglass, 1978, pE. 62).* Hor¿ever, tnapproprlare delegatron of auEhoríty andresponsíbi11ty can lead to frequent lnterrupclons, confiicring e>.pectations, and mucirtfue r¿asted on both sides. The folloving gufdelines are offered to help delegateeffec tively.

what to deregate? (other than the ltems 1n the Job descrlptions of your staff.)
1. conpare your job responsibirftres and priorr.ies to Èhose of your key staff.Areas of overlap are potentiel areas fàr delegaclon.
2' If an analysis of your Job responslbilltles lndlcates Èhar your staff hevebeen tralned ro do sone of your Jobs, delegate.
3' rf your staff can be trained qufckly and efficfently to assume some of yourresponsibllfrres, then Erarn Èheru and delegate thosã areas,

How Eo delegaÈe

1' For the areas of,responsibrriÈy thaË you wlsh to delegaEe, crearly identifyrhe results, perfor'¡ance standards, and deadlin"" th.f you 
"*p""a to be neÈ.In other words, donrt Just delegate "busy work.'t 

-"-- J-

2' Review and ldentlfy resources and addlrlonal training that uray be needed foryour staff Èo cârry out rhe responsi.bllitfes Eo l" aËf"l"t.d r.o Èhen.
3' when delegatlng to your staff, revfew wlth them gufdellnes for perforrolng rhejob' However' shor¿ sone confrdence in rherr abfriÊy. DonrÈ Ju;È ""r 

-;;;o---",
I tell you."

FolIow-up

1' lnuediately folrow-up,by the deadrfnes agreed upon, projec.s that sraff h¿vesubmÍtted to you.
2' Praíse your sraff for approprfatery handling che delegated responsíbilÍËies,
Cau t íons

1. Be careful not to delegate only those Jobs that neither you nor anyone ersewants. Delegate challengÍng and rewar<ling Èasks as we11.
2' Be sure thac you deiegate responslbll-ity and authorlÈy equafly. rf you make rirccormon trisrake of falrlng ro delegare Èhe aurhoriry aí.,"a 1s rmprled ty rneresponsibiliÈy' then your staff wtll ltkely wasEe iine wÍth fràquent requesrs foradditlonal informatfon and approval.
3' Beware of "upward delegation.t' oncken, Jr. and Hass** provided a lucj.d descripricof how junior staff transfer problems Ëhat they face in the work setÈing Èo Eheirsupervlsors' Be wary of staff rr¿ho sub¡oic partially conpreted uork on Èhe assunciithat you w111 complete Ít for the¡o, rf cirà r¡ork fs incomprece, return it Èo rhe:iwich approprlate proutpts for coopleting 1r.
4' Be sure Èo conslder their prioriÈies when you deregate, rf, because of rheresponslbllltlee delegated, oLirer work of your 

"t"it w1t1 not be done, Èhen you
should delegate ontv 1f the resulÈs expecled are more inportant Èhan that other wo
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*DougJ.ass,
l.f anageroent

**Oncken, Jr,, Il, & l{ass, D.L. ManegenenÈ tltge:
Busj-ness Review, Nov._Dec. , Ig74, page 76.

M.E. The tloe llanapemenr !Lor.!Þ-gglc. Grandvf lle, |fichigan: The Tiroe
Center,

Whots got che nonkey? Harvard
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lfanaglng meetlngs ef f ectlvelv

À survey of managers fron 14 countrles, by tirne Danagement consultant A]ex l'lackenzíe,
reveafed Èhat Beetings were the thtrd mosÈ frequently listed tiue wâstet. Regular use
of the arÈached checkllst* cornbLned with changes Ín your meetlngs Èo lncrease Èlìe num-
ber of "Yes" answers, will greaÈly reduce your tlme thac Ls r,asted ln neetings._
selecÈ a recenÈ meet.lng you attended or, lf possibre, one whlch you chalred. put a
check ln the t'yes" or "no" column opposJ-te each eÈatenent, based on your observa¡Íons
about chat partfcular rleetlng. rf a partlcular ltem does noÈ apply, lndicate as: "noc
appl1cable." For exaroole, ltero 4. would be scored "not. appllcabIe" 1f the rneeting is an
organizational neeting for a group and there were no prevlous toeetfngs for which ¡clnuLes
alght have been taken.

Please check one of the fo11ow1ng: I chalred the neeËlng , I dfd noÈ chaÍr the
nee ting
Date of ¡feeting: Day Month Year

1. The meeting need
discussed.

place 1n o r to accornpllsh the busfness

2. Ëhe Deetíng was clear and was reviewed by
beefnnlne of the meetlns.

3. NolÍce of the neeting was given a! least tlro days 1n advance.

MinuEes of the prevlous meeÈing uere at
5. I gave Èhought to ¡oy con tribut.ions o re- ha and had r¿riÈten

noËes concernín rtÍciDatfon.
6. There was a typed agenda for the meeÈ1ng, o¡ an ag

es the first order of buslness.
7. A recorder was c en to take notes to prepare minutes.
8. Ever prêsent needed !o be there.
9, Most peop e aÈte ing h engag in preparatory work.

10 . A ¡naxl¡nurû t lme ç'es Êe t f or Èhe ¡oee t ng Eo en

ecísion vas nade or åt leesÈ one ltem of business.
1t or executlon o eclslons were EeÈ.

e Purpose o
rson at the

I t r¡as clear who was to do what as a re6uIc o Èhe neeÈ1ng.

14. Dlscusslon lras restrlcted to 1Èens on Ehe agenda.

ite¡ns on the agenda were dea t with 1n Ehe tlme a
for

NOTE: The Eore "yes" answers the bètÈer;
was Èed .

Èhe treeEl
16. The meeting terr¡inated on tll[e.
17. The rueeting lras e lnlerruptfons.
18. The tíme of day of the meeting was well çelecfed.
19. Every

mee È1

fndlvidual attendlng needed co be there Ëhroughout che

20. A record of Ëhe Elnutes v¡as distrlbuteci r¿ithln 8 hours a

Èhe IneeÈln

*The naterlal ln îfr:.e checkllst was
InanageEent: A practlcal workbook.

Èhe rûore "no" answers Ehe Eore tíne is beir:g

adapÈed from: Davfdson, J. Effectlve tine
New York: Hrman Sclences Press ' L978.



132H"loful hlnÈ" for r"intrrnfng good trr" ."n"g"."nt pr."ti."" o.rru, Èr*"

rf you practlce the tlme ¡oanagenent guldellnes presented in thfs menuar, youvrill naturally obtain addftlonal re¡.¡ards and saÈlsfattlon fron accomprishing ahlgh percenÈage of your long tero goals. However, rtke alr good advice, it wonrIhelp unless you follow 1t. rn order to lncrease your chances of n¡aintainlng gooã
, tlme Sanagenent practlces over ÈrEe, we recommend Èhat you pracclce the,,HelpfulHinrs" llsted bel-ow.

Organlze vour world Èo promot and remlnd vou to.be a good Èine manager

1' carry this bookrec with you aË all tlnes. That r¡ill lncrease the chances r.haryou w111 agree to 
'oeetings 

and conmiÈmenÈs only after checkfng r.rith yourprloritfes and tlme schedule, It will also heip to keep you 1n consÈanr Èouchwich your checklÍst of Èitre t4aster6 and tlme savers. 
-

2' TelL others around you rn the work envlronment abou. your tir'e managementpractlces. Encourage your etaff Èo remlnd you Lo.gr"" to cor¡mrtnents andneeÈlngs unÈf1 efter checkfng your timc manâgement ãa1cndar.

3. After complering your ffrst checklfst of your time savers and time wascersat the end of your fÍrst r¿eek of using thÍs 6yste¡D, take that page fron thenanual and post 1t on the wa1I rn a conspicuous place beside your desk atv¡ork. Polnt ir ouÈ to others when they visit your office.
4' Each week, ceI1 your ÊecrBlary and/or othcr 6Ëaff ab()ut your pri.ority activÍtiesfor that r¿eek. Ask the' to remind you aE the end of the week Ëo inquire asÈo your progress.

5' Put a sign beside your telephone that reads, "No appointnenrs r.rlthout checkingmy time nanagerdent calendar f1rst.,'

6, Read at leasË one book a year on time Eanage'ent (see reference I1st on p. 75).

Àtt"ngu yout rotrd Èo prorrd" t""".d" fo. yo..,, good ,ir" r"n.g"r"na prr"ai.u.
1' Te11 your .ecretary and/or orher staff to ask for rÍsts of deregated tasksat the start of èach work day. This should lncrease your reward.s for delegaringeffec clvely .

2' Fornally schedure a time once a r¿eek to revjer¡ your ÈÍEe management with oneother staff oember. A-sk that staff member to provlde suggestions for improvingyour titre DanagemenÈ.

3' schedule a meetlng once e nonth to revlek' and exchange good tine managenenÈ ideaswith other staff in your organizatfon.

4' Each tlme you complete a high prlorfty roaJor actlvÍEy tha¡ you have scheduledand deadllned in your plannlng-calendar, iell your boss abou¡ ic.
5' ¿'t the end of each monthr comPere the results of your perfornance on your tiaesaver checkllst at the end of the rasÈ week o¡ c¡e roonih ao your perforoanceon the personal tlme EanagetrenÈ quesllonnaire at the start of Èhis uanual.

When your EonÈhly performance 1s ¡nuch becter lhan your origlnal self-evaluaEion,ce1l your boss.

6' Arrange ecÈlvfÈ1es 8o that others will glve you posltlve aÈÈentlcn for talkingabouÈ your tr'e Eanagement practlces, one of Ëhe besÈ ways of dolng rhis is toglve talks on cfme managemenÈ to groups of sraff. The naiural.onrËqrãnãuô-o;-
vanting to talk €bouË somethfng on which you are an expert vi1l increase the
ehsnces thaÈ you v¡ftl lnireeJ show good experÈlse fn tnå area of Èii¡c Eenagemenr.
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naqement techni for professional and rsonal effecEiveness:

A biblfography*

B1lss, E.C. Getrlng thlngs done. New york: Charles Scribnerrs , Ig76

Davldson, J. Eff."tfre trre ..n"g.rentr A praccical ç'orkbook. New york:
Human Sclen

Dougrass, M.E. Tbe tlme management workbook. Grandvirle, lrichígan: Tine
uanagement Center, 1978.

Engstron, G.W.' & Ifackenzfe, R.A. yal¡agl,lg vour tíme: practlcal guidelines onthe effectfve use,of t1me. cranã ffibrishing House.
l-967 ,

Goldfefn, D.
1977 .

ervan Publishing House,

Every r,¡omanre gulde to tlme msnaggment. Èfillbrae, C.á,: Les Feunes,

Lakefn, A. Hgw_ço gqt gontrol of vour tlrne and your life. Ner.¡ york: peÈer
H. l^lyden, 1973. (a Sfgner pãperbackt

L"":^T: Formulatlng and reachlng goa1s. cha:npafgn, r1lino1s: Research press,
r97 8.

Þlackenzle, R.A. The tine Êrep. New York: American ManagetrenË .qssocfaÈion, Ig7z,

Mackenzfe, R.A. 'New tfmg tran?ggrrent perhods for you end your staff. chÍcago:
The Dartnell Corporatlon, 1975. 

-
Ilager, R.F. Goal_ analvsls. BelnonÈ, CA: Fearon publishers, Inc., 19/2.

l,lf 1I1ans, R.L. , & Long, J.D. !e¡1a¡d_a self -na¡aged lif estyle, 2nd edirÍon.BosÈon: Houghron-l'lifflfn,

*We recoumend the books 11sted above for persons lnteresÈed ln edditional discussionsof strategles for lmproving oners Eime nanagement skllls fn a variety of areas.
A more detafled bibliography of books on tírae ¡Danagement was presenced by
Douglass (1978).
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fnstmctions for ParLiclpa¡ts -in the line }íanaqenent llot'xshop

As you will recal-'l from the description of the course you previously
received, an intportant aspect of the course is to el-aluate its effectiveness
in helping indlwlouals inprove their tine rnanagenent skills. In o¡ìer to
evaLuate the effectiveness of the course itself, He e-re asking your assisterce
In ensuring the evaluatlon is as accurasue as nosslble.

To do this, we request that you observe the follov¡1n6 inrportal'u ruLes of
research:

- Pl-ease do not read or r¡or* ahead in the ¡nanual-. Only worli on each
stcp durlng the cl-ass pertalrrlng to each step, or u¡less you ere
requested to d.o sone ad.dltlonal work on a step outslde of class
tine.

- Please d.o not dl-scuss any of the course contents or show any IÊrt
of the naJ'IuaJ- to anyone other than those r¡ho are teJdng the course
r,i.th you.

- Please d.o not reproduce any pa:rt of the nanual as lt ls not lntended
for general dlstribution at this tine.

Your cooperation in carrying out these requests wI1I greatly asétst 1n
the assessnent'of the usefulness of the course.

l{e wll-l adr¡tse you uhen the research has been completed. At that tlne
you n111 be free to d.lscuss rith o'shers all aspects of tine lnanagenent htrich
have been presented ln the course. Tn fact, we sa!ÌÞngly encourage you tc do
so.

Tnalk you for your cooperation,

car::r l¿i!i¡._ejid_ Ib?¡k }iarel
Course Instructo¡s
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Date Interview #

Participant #

Time Management Personaf Interview

PurÞose and Content of the Inte vl- er{

The puryose of the interview is to deternìine the extent of your present
time management skirls. During the interview r wirl ask you a number of
questíons, some of which wirl request some written information if it is
available, and some which just request a verbal- response. ¡, few questions
require a "yes" or a "no" answer, with the remainder oí the questions asking
for either an estimate of the freguencv or an estimate of the pr:oportion of
available opportunities at which certain activities occur.

Prompts When Reliabil-ity Checker is present

Confidentiality of tnformatÍon Obtained in the Interview

AII information gathered in this interview (and time 1og) is stïict1y
confidential. That is, in any analysis of Èhis data, only your coded number
wirl be used; no reference to your name or any icentifying characteristics
other than your coded nu¡icer witl be discussed or distributed in any manner.
The data wilL be seen by Frank Hanel, Garrl' ¡,iuratn, and several University of
Manitoba students who wifl assist in data collection.

Prompts Regarding Time Constraints of Interview

As )tou know, we have scheduled approximatelv one hour in which to complete
the interview, . rn order to be sure that arl the items rçiIr be compreted in
thàt time, r may prompt you that the ansv,'er you have given is sufficierrt to
answer the question, a¡cl we should go on to the next itenl.

Characteristics of Your I,¡ork Environment

In order to arrive at an accurate interpretation oi youl: responses to
questionnaire items, would you consent to answe::ing thc foLloHing questions?

1. (a) what Ís your present position title?
(b) h4rat was the titl-e of the posi,tion 1'ou held previcus to your- promotion

to your present position?
How long have you been in your present position?

3. Ho\v maJìy employees do you supervise?

4. Do you have a secretary?

I woulC Like to introduce
here to check the accuracy vrith
He (or she) r"ili not take part
functÍon. f will be asking all

(name of reliability checker). He (or she) is
v¡hich I record the responses you give to me.

ín the interview itself, other than in this
the interview questions.

anyone have an extension of your telephone on his

arrl/one handl.e your mai J- in te¡-ns of openinq, sc.reen-
doesi it go directly' to -vou?

)

q Ðoes your secretary or
or her desk or nearby?

Does your secretary or
ing, or sorting Ít, or

6.
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7- Do you have a "private" office? Tlrat is, is it separated from the Eeneraloffice area in such a way that you could close the dcor and have compr.eteprivacy? Do you share your office v/ith someone else?

Prompts Prior to Part A Intertriew Items

The remaining questions ask you arlout your time management behaviors inparticular- r wish to stress there are no good or bad answers; no right orwrong; no pass or fair; no cornparison of your answers with anyone erse. wewish to find out rchat is the current level of your tirne managåment behavior
so that we can see if the Time r'lanagement course makes anydifference.

some of the questions will ask you to give an estimate of the frequencyat which certain activities occur, using the definilions in catego¡1, ¿. .(Each
of these were ¡ead aLoud by the interviewe! and explanations given if requested).

some of the questions require that you estimate the proportion of avair-
abJ-e opportunities with whi.ch certain activities occur. (en example usinq anitem in the questionnaire was cited. ) This wifl beco¡ne clear as such questionsa¡e asked. If not, I will explain or restate the questions for you,

r will pro¡ipt you whether to respond in category A or category B, prease
just glve me the number which corresponds to your enswer, because this is howI will be scoring the items.

use this prompt sheet when girring your ans\rers, (Färticipants weregiven a promt sheet listing the definitÍons of the Frequency codes andProportions of opportu:rities ruhich they used to respond to questionnaire
items; see below.)

I{hen esti-mating the frequencies and the proportions of availabr.e
opportunities, it is extremely inpoïtant that you be as accurate as possible
in your responses. The resulls of the questionnaire witl be used to evaluate
Èhe extent to rvhich the Time Manageinent couïse has been of benefit for you_
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Personal fnterview Codes

1. Do and Q (located in the mar-oin to the'Left of each questionnaire item)

"Do" ¡efers to "Direct observation" items. These request the interviervee
to provide written corroboration pertaining to intervie' items.

"Q" refers to "Questionnaire" items. These request the interviewee toprovide only verbal responses to interview iterns, with no substantiation
necessary.

The I synboL indicates that interviewees were prompted to respond in
category B.

rnterviewees were promÞted to respond in category A for remaining itens,
r:nl-ess a "yes " or "no,' response was required.

2. Definition of the "frequency codes,'

Often = one or ¡nore ti:nes per day

Sometines = one or more ti¡nes per week, but not daily
(one to four times per week)

Rarely = one or rnore times per month, but not weekly
(one to three times per month)

Never = less than once per month

n/a = not applicable
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Promot sheet used bv .rnterviervees I'rhen Responding to euestionnaire rtemsê--;._

À. Frequency Codes

l. = one or ¡nore times per day

2. = one or more times per week, but not dail-y
(one to four tjmes per week)

3. = one or more times per month, but not weekly
(one to three times per month)

4. = less than once per nonth

5. = not applicabj-e

B. Proportion of q)portunities

j-. 76 - L00t (of all availabLe opportunities)

2. 5l_ - 752

3. 26 - 50r

" 4. 0- 25?.

5. not applica-bIe

\
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Part A: Personal fnterview

Do you ever schedule your oh'n work or time at the start of
a work day? This would nôt j.nclude activities which have
been previousl-y scheduled, such as meetings, appointments,
et.c.

If you do, may I please see an example of the schedule?

Item found in first location
Searched more than one location
Could not locate item

a
o

!
o

o
Ø

1.

E
E
t:]

2.

?

I.lhen a problem is presented, do you
one al-ternative to avoid choosing a

ever examine more than
less efficienÈ sol-utio

I

I

Do you check with your staff regarding their work-oriented
priorities,before delegating tasks to them?

ff so, do you do this verbalfy f--'ì or in wrÍtten forrn f---l ?
If in written form, may I see an example of this?

Item found in fírst focation
Searched more than one location
Could not }ocate item

(a)
(b)
(c)

E
Ut:

A Of the total tasks you
of tasks which are the
to your present job?

do, can you
same tasks

estrmate the percentage
you did before promotion

After an interruption
other things and have
you were working on?

do you usually start thinking of
difficultl' get-.ing back to the rask
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Do you have one of your staff screen your inconing phone
calls so that these interruptions are minimized?

Does Paperwork (such as Ínterdepartmettal maiI, "junk"
mai1, correspondence, etc.) tencl to pile up, requiring you
to go tht:ough it more than once to retrieve information?

After finishing a task, do you ever spend tj-me procrasti-
nating and wondering "What shoul_C I do next?',

In a typical dayrs activities, what percentage of tirne
wouJ.d you estinate is spent doinE routine tasks relative
to doing a.ctivities pertaining to long-Lerm goals?

DO 10. Ðo lrou have a fo¡-mal system for keeping track of items
borrowed from ]¡ou? yes l--l No El
ff so, may f see your system?

(a) Item found in first locatio¡l
(b) Searched more than one location
(c) Could not locate i-tem

When you return fro¡n a trip or absence, is there aÌot of
trork piled up that coul,d have been done bl, your staff?

6.

o

q

D
fl
tl

11.
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DO 12. Do you ever post the times you are available for drop_in
visitors? 'Ihat is, do you post a lisÈ in a conspicuous
place (such as on your office door) specifying the tines
that you have an open-door policy for people who have not
previousLy arranged apÞointments with you?

If so, may I see an example of such postj-ng?

Item found in first location
Searched more than one location
Could not locate item

(a)
(b)
(c)

E
E
E

Do you ever use "prime time',
"Prime time" is the portion
such as before coffee break
following lunch, anC so on.

to work on trivial tasks?
of the day you \,¡ork best
Ín the morning, or i-mmediately

L4- When one of your
immediately give

employees has nothing to d.o, do you
him/her some of the task you're working on?

16.

Þ ]'o,] spenC time doing things requested by others, in
part because when they ask you for assista¡ce you don't
have anything planne<l for 1'ou:rself to do (,,planncd" in
tl'ìe sense of hat'ing work schedul-ed at the time of the
request) ?

Do short-term "crises" usually disrupt your days? por
example, are ]tour days generally spent deating with
problems which a¡e other peopfe's priorities?
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Do you ever check to see that necessary infornation j_s

availa-bÌe and prerequisite activities have been performed
before starting a task? (For example, writing a report,
employee evaluation, etc.)

18. Do you take work home and/or work l-ate at the office?

Do you tackle tasks .on the basis of impor¿ance and
priority? That is, do you determine which tasks are
important and deserve prioritl' and work on them the
majority of the time, rather than work on less im-
portant or trivial or routine tasks? (For interviewer,'€ rryes', prompt: t{hat proportion of the tasks you do
are tackled on the basis of importance and priority?)

Do your erirpJ.oyees ever shift work to you that should be
done by them?

Do you inform your staff regarding job-relateC changes,
objectives, and priorities?
If so, do you do this verbally l--l or in r\'ritten form f--]?
ff in written form, may I see an example of this?

Item found in first Location
Searched more than one location
Could not l-ocate item

20.

)1

f:
E
tl

Do you find yourself doing tasks that
your staff but fo¡ which they do not
skills? This would pel:tain to staff
with you a reasonable amount of time.

should be done by
have the necessar),¡
who have workeC
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23. Do you ever write our your dayrs activities and assign
priorities to them?

If you do, may I please see an example

(a) Item found in first tocation
(b) Searched more than one location
(c) Could not lÕcate item

of this?
D
fl
D

24. tþ you have a Ìist of specific activities that you shoul"d
do for the next year or more? This does not refer to
activities specified in your job description, for example,
but to ones rvhich you and/or your boss think should be done?

Yes [--l t¡o f]
If so, may I pl-ease see the lis+-?

(a) Item found in first location
(b) Searched more than one l-ocation
(c) Could not locate item

tl
D
E

?q

26.

Do you ever oveL-rul-e or
staff?

reverse Cecisions made by your

Have you ever done anything to reorganize your office in
order to decrease distractions? For exampfe, have you
faced your desk away from other colJ-eagues or empl_oyeesr
removed rnagazines and gadgets from your desk top,
installed Fartitions, etc.?
NoDYesDDescription:

Do you ever set ]'oìlr
important àctivities
ff so, may f see an

own dcadlines, in u'riting, for vour
other than meetings, a¡:pointments,etc.:

exarnple of deadlines you have se..?

(a) Item found in first Ìocation
(b) Searched more than one location
(c) Coul-d not locete item

Ef
E
tl

C
o
]J

o

Ø
(r

!
CJ

É
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24. Do
to
Tf

you ever prepare a list of your
group them so you can make them

so, may I see an example of such

outgoing phone calls
aÌl at one time?

a list?

Item found in first location
Searched more than one location
Could not locate item

Do you inform others (staff, coJ.Ieagues) regarding dead-
lines in writing for r.¿ork compJ.etion that you set for
yourself? (i.e., do you tell others about your own
deadlines ? )

If so, do you do this verbally fl or in written form l-.ll
If in written form, may I see an example of this?

E
Dn

(Note for Scorer: If item 27 is scored "no"
is scored "n/a".)

this item

(a) Item found in first location
(b) Sea¡ched nore than one location
(c) Could not l-ocate item

Do you eve¡ schedule a specífic "quiet time" to r+ork r^..ith-
out interruptions? For example, do you schedule a pcrtion
of your ti¡ne in vrhich you are not avaiLabÌe for phone
ca11s, drop-in visitors, and other inteïrupting events?
ff so, ma1'I please see an example of a schedul-ed "quiet
tÍme " ?

Item found in first location
Searched more than one location
Could not locate item

Do your staff ever interrupt
Iocating files, items, etc.?

you to ask for assistance in

Do you have work-related tasks avaiÌal:Ie to work on uhen
you find yourself in waiting sÍtuations or wiÈh 5 to 20
spare ninutes? This v¡ould refer to situations outside
office, such as when you attenC meetings, appointments,

D
-trl

30-

-fln
31.

your !

etc. 
I

I

I
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DO Do you ever plan and write out a schedule or your activi-
ties, other than meetings, appoÍntments, etc., at the
start of a work week? (Note: "Sometimes" is the best
possible answer for thÍs question. )

If so, may I please see an example of the scheôule?

Item found in first location
Searched more than one location
CouLd not Locate item

34. I,¡hen you delegate work to your staff, do you usually
specify the outcome in terms of measu¡ab]-e results? For
example, do you specify ttrat you reo-uire "total department
e{penses for each quarter of the last three years", rather
than requiring your staff to "work on the department¡s
expenses report'r?
If so, do you do this verbally I--.l or do you write out l--ì
such delegation and expected results? If written out may
I see an example of such delegation?

(a) Itern.found in first location
(b) Searched more than one locatj.on
(c) Could not locate item

D
fln

DO

35. Do you ever spend time reviewing
priorities with your secretary or

your daiJ.y objectives and
key emplolrees?

36.a Do your key people usually delegate
s taff?
If so, do they do this verbaLll' f-l

tesks to thei¡ own

or in written form

a ?7 Are you better organized than you were three montlÌs ago?

A¡swer Yes n or No [--l rf "yes", can you identify rchat
it is that has resulted in your being better orqanized?

4
ct
þ
aó

É.



150

2345

what proportion of your interruptions (such as phone
calls or visitors) usuall-y involve non-work related
conversation and socializing?
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Part B - AdCitional Observations During the Interview

I. Phone calls: Incoming ( ) Business ( ) Sociat ( )
Outgoing( ) Business( ) Social ( )

Conments;

2. Ðrop-in visitors: Business ( ) Social ( ) Total- Nunìber of
Visitors:

Comen-Ls:

3. Rate these features of the particÍpant's office area on a five-point
scale (1 = very disorganized; 5 = very organized):

- desk

- filing cabinet

- book shel-ves

- tables

- other (specify)

CoÍments:

CÍrc1e One
12345NA
J-2345NA
12345NA
12345NA
I2345N.C
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Instructions fÕr Compl-eting your Dailv Tine kìq

on those days that you have serected tô keep a time 1og, begin your recorc
when you arrive at work by en'.ering your assígned nulTrber, the day, and the.
date in the appropriate spaces. Throughout the day, carry your clipboard
and pen wherever you go. This includes coffee or Iu¡rch breaks, trips toother buildings, etc. rf ¡16¡ do not regularry wear a wristwat.ch, pleese
borrow one or ensure that !'ou have some v;ay of accurately deterrnining thetime throughout your work day.

At the end of every l5-minute interval briefly describe your main activity
during that tine in the "Irajor Activity" coLumn. For example, this might
include actÍvities such as working on the departmentar budget, writing ua
case reports, or havino coffee.

DurÍng each rs-mi.nute segment pJ.ace a sl,ash in the ,,change of Activity,'
coLurnn everytirne your rnajor activity is disrupted. For exa¡npl,e, if you
are working on a report (your major activity) a¡d you get up Llvice to sharp_
en your pencil during that time span, you would pLace two slashes (//) in
the "change of ActÍvity" column. rf your "change of activity,' consists of
short phone caÌls or drop-in visitors, indicate this in the åppropriate
co.lumn in addition to a sl-ash in the "change of Activity', column. rf your
"major activity" is attending a meeting, it is not n.."À"ury to record
everytine you participate. this is considered part of the major activity.
rt is quite possible that you wirl be recording more ,'activit! chanqes,,
than "major activiti.es", so donrt wor:ry if you find this to bã the case.

rf your major activity consists of phone carl-s or visitors, this can be
descrÍbed s.imply by checking the appropriate corr¡rnn. Arso, for these two
activities, indicate whether the inte¡action was business or social. rf itinvolved both, check both columns.

5. Finai-1y, please donrt sho$/ or discuss your time log with anyone erse while
you are participating in this program. For research purposes it. is nece-
ssary that confÍdentiality be maintained.

2.

I



7*DAILY TII4E LOG

Name Day Date

7:00 -
7: 15
7:15 -
7: 30
7:30 -
7 245
7:45
8:00
8:00
8:15
8:15 -

8:30 -
8:45
8:45 -
9 :00

9:l-5 -
9: 30

0:15 -

9:30 -
9245
9245 -

lc :00
l-0:00 -
l0: I5

0:45 -

l l:15
I l:15
I1; 30
11:Ju -
ll:45

l- :00 -

1 Ir45 -
I 2:00

f0:30
l0:30
l0:45

1I:00

2:00
f2¡15

2 zI5
12:30
L ¿i 3U

| 2:45

Major Äctivity
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Day

r55

Name Date

Major Activity

6: 30
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Fol1ow-Up SLrestionnaire
Partlclpa:nt #

Clrcle r¡hether partlclpant received.¡ l¡¡anual- or Lakeln

1. (") Slnce the prevlous lntervlew, have you put lnto practlce any tJ.ne
nanagernent procedures that have lnproved the effectlveness of your
wo¡k or your personal l1fe?
I,lo¡k:

?ersonal- l,1fe¡

(¡) How have these tine nanagenent procedures made your wor* or personal
1lfe more effectlve?
lJo¡k I

Personal Llfe¡

2. (.) Hhat aspect of the }îarual/Lakeln rraterlal did you flnd nost usefuL?
trhy?

(U) llhat aspect of the I'tanual"/Lakeln naterlal r¡¿s not useful? llby?

3, !Íould. you 1ike to make any addltlonal conments, crltlclsrns, or sugges,ulons
regardlng the ttne nanagenent course, for example, ln the way the course
HAS:

(") Structu¡ed. (hour a d.ay durlng elght consecutlve days; reao.ing and.
applylng ¡raterlal on your own):

(b) Taught (In-class groups onÌy):

- conrpetence of lnstructor¡

- wo:i<lng through the naterlal In class ¡rlth some asslstance fron the
l-nstructor¡

(") other?

4. Do you have any comnents regardlng the lntervlews and tlme logs you
completed?

Connents re: fntervlews -

Conments re: Tlne lo6s -

5. liow releva¡t was the tlne rranageinent ¡oaterlal for you, conslderlng your
work sltuailon and/or personaJ- preferences?



!)o

6. Have you ever been exposed to tlure rnanagement naterlals other than thls
course? for examplei

Courses/
Se¡nina¡s Fil-ms Books A¡"lcles Other

?r1o¡ to coursei

After the coul:se:

F''or Franual/Lakeln F,l-nl¡ra-L Coniact Grorps only:

1. How nuch of the tlne nanagenent naterta-ls have you read to date?

Steps _; Pages _j Chapters _;
y'" of É.erLa]-: 0 - 25, 26 - 50; 5I - ?5, ?6 - :.oo

0ther
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Information for Participants in the Tirne Management Course Re:
¡e! in rã'ti.ipãEã

l{e are requesting your permission to approach trvo staff members, one
who is responsible to you (one of your staff) and one who is your supervisor.rf you give you:: consent, we witl ask these individuars to rale and to give
their opinions of your time management skills as a function of your comple-
tion of the Time l'ianagement course. .Attached is a copy of the cotleague
Rating Scale fo¡ you to examine.

Yes, r consent to have my time management skills evaruated by one of mystaff and one of ny supervisors.

Signature of Participant

Na¡ne of the staff I designate to rate my tÍme management behaviors

Name of the supervisor f designate to late ml, time management behaviors

'I'¡e ask that you not commr:nicate v,'ith theln concerning their eyaluation of
your time management skí1rs. Arso, to maj-ntain the confidentiarity of your
colreagues' ratings of 1'6¡¡ time rnanagenent skilrs, rve wÍlr not be able to
reveal their ratings to you. Ho\dever, overall.stai:istÍcal- averages of coìleagues',
ratings of Participants in the Time Menagement Course will be availal:l-e at the
end of the study.

Thank you for your cooperaÈion,

carry Inlartin and I.ra¡k Hanel
Course Instructors
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Name:

Rating for participant #

Colleague Rating Scale

Purpose of the Interview

As you know, youlr colleague
time management course. The purpose of this interiiew
extent to which the tir¡e management course has been of
colleague. This interview will help us to assess the
in your colleague's time nanagement skilLs have become
vidual-s who work in close association with her/him.

has just compLeted a
is to detemine the
benefít to your

degree to which chanqes
more apparent to inòi-

çg$id."ti"titV "f tt

ÀLL information obtained in this interview is stïictry confidentia.l.
Your colleague has identified you as a per-son who v¡ould be abre to judge his/
her current time management practices. Iiowever your responses in the intcrview
wíl-I be held in strictest confidence and will not be revealed in any manner to
your colreague. The ;aw data wil-l be seen onl-y by Garry t'lartin, Frank Hanel,
and two students of the Universit.y of I'lanitoba who rnay assist in data collec-
tion.

Preliminary Information

l. hthat is your position title?

2- I4hat is you: forrnal working rerationship with your colleague? For example,
direct supervisor, secretary, etc.

3. How long have you been in your present position?

4. Hovr l-ong have you worked in association Ì^¡ith your colleague?

5- irì'hat is the rocation of your working area with respect to your cor)-eague's?
For exampl,e:

- do you share an office or working area; is ycur desk or office acljacent
to your colleagues ?

- can you see I'our coJ-league's r*orking area from your desk?

- is your colleague's office located: - don'n the hall?
- on a different floor?
- in a difíerent building?



CoIle ue Ratin ScaIe

Comparing the effectiveness of your colleague during the past
tvro wêeks rel-ative to his/her effectiveness before taking the
LÍme manãgement course, how would you rate your colleague
regarding the follorving i.tems:

Part A

Scheduling work or tine at the start of a work day (other
than activities that have been previously scheduled, such
as meetings, appointments, etc.)

Checking with staff regarding their work-oriented priori
before delegating tasks Lo then.

Screening incoming phone ca1Is so these interruptions are
minimi zed.

CJ

!
O
o

!t
a
CJ

F¡

1)

o

o
o
cr
fn

c)
!
o

o
a

t.

¿.

4. Working on l-ong-term
rel-ative to working

top priority activities
trivial- tasks.

goals or
on routine

6.

(

7.

Delegating some of his/her rvork to staff vrhen they have
nothing to clo.

Extent to q'hich your colleague controls shÒrt-tern "crises',
i.e- the degree to which days are spent dealing with
problems v,¡hich are other people's priorities-

Getting work done within a work-day so that time is not
spent vrorking late at the office or at home.

Informing staff regarding job-related changes, objectives.
and priorities.

Refusing to accept work
them.

from staff tbat should be done b1'

10. writing out daily activitíes.

II. Keeps staff informed regarding
for him/herseIf.

deadlines your col1ea-oue se

12. the number of times decisions bv staff are over-
reve rse d.

cl

I

I

I

L4.

Reduces
ruled or

13. Planning out a weekrs activitÍes at the start of awork week.

In delegating work to staff, your colleague specifies out-
comes in terms of measurable results. For exampfe, he/she
specifies outcomes in very specific tetans so the results
could be easiì.y determined, as opposecl to a general or
vague instruction regarding work on en activity,

locl >ul .d
ct !ol o!l 0ol q



Part A - Continued

Revíeruing daily objectives and prioritíes with his/her
secretary or key employees

16. Pfanned unavailal:iIity - setting aside some tirne du:ing
the day when your colleague is not arrailabLe for phone
cal1s, drop-in visitors, and other interruptíng events.

ãi
clvl

:l
cl
8l

15.

t



Colleague Rating Scale

PIease provide information regarding the following items.
Please respond only to changes that have occurred in the
previous two rveeks, u¡less otherwise specified.

Part B

In general, how woul"d you rate your colleaguers overaJ-l
effectiveness in tiîìe management skiIls during the previous
two vreeks as ccmpared to before he,/she began the Time
Management course?

Other than the items in Part A, can you identify any
specific changes that have occurred with respect to your
colleague during the past tv;o rveeks as compared to before
he/she began the Time ¡lanagement course?

3. Other that the items in Part A, ca-r¡ you identify any
changes in your cdlleaguers behavior that have directly
affected you in the past two weeks (since your colÌeague
completed the Time l'lanagenìent course)?

a)

o

u
L]

a
o
c)
|-l

_-l

l_.

2.

Can you identify any changes
colleaguers or staff's office
completed the Tine Management

Changes to Colleaguets Office

that have been made in your
area since your colleague
course?

Area:

I
Changes to Staffrs Office Àrea:
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Øn
ffi

DIRECT ÛBSERVAT¡ON
û I,J ËSTIONNAIRE

TOTAL Il\¡TERVIEW

Eft 8

{#
ffsl
tåi
m-

GROUF:1

PARTICIPANT'S

rndívícluaL data f or Group l. Di::ect-observatj.on scores include
combined questionnalre scores and associat,ed corroboration
s c-ores ; ques ti. onnai-re s cores i.nclude those f o:: r^rhicir no
corroboration was requested; toi-al- intervieiv scores Ínciude
combined dÍrect-obseïvaËíon and quesËionnaire scores,

Fígure A.



16B

Ø'
n
ffi

DiBECî OBSERV,STION

GUESTIO?.INI,â ITì E

TOTAL INTËRVIEW

Fru
t\¿
d\
LJ
f/r
\+f/

ùr)

þ*

Z
[dJ

LJfv
ng B

ffi*

GftQ¡"JP ¿l

PARTIC IPÊ.NTS
-rndívÍdual data fo:: Group 2" Dírect-observatÍon scores
include combined questionnaíre scores and associal-eC
co::roboratÍon scores; quesüionnai.re scores include those
f or uthÍch no corrobo::ati on \,¡as requested; total intervíew
scores include combined cirect-observatíon and quesLionnaire
s cores 

"

POST FIJ

Fígure B.
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ffin
ffi
ffi

D I RECT OBSERVATIOÌ'¡

O U EST IONNA Ii:iE

TOTAL INTERVIEW

UE E
Itå-¡T
F¡é
!'"Jå,6
,d'F\.

LJ
L_p
(Æ

þ*
ry
Æ*
E"åJ

LJ
M"
ruJtu

GTTOI-JP 3pûsT F [..1

FXE

PARTICI PANTS

individual data for G::oup 3. Direct-observation scores ínclude
combíned questionnaíre scores end assocíated corroboratj_on
scores; questionnaire scores ínclude those for r¿hich no corrob-
oration r{as requested; Eotel ínEerview scores include combj-ned
dírect-observation and questÍonnaire scores.

Figure C,
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Se'ptember 30, :!-980

To:

!'Je are pl-eased to info:rrr you that you have been selected to i;ake the
Time I'lana8enent course" lle t'¡otúd lilce to offer )¡ou a. 'r¡ersion of the coìlrse
otl:le:: 'cha,n Lhe one proposeci in the aC.vert-i senent titled "Description of a
liorkshop on Tiine llanagemen'c For Frofessional- and- Persona^l- Effectivelr.ess",
The course r.rill consj-st of r¡ritten naterials on time managenent teckrrriques
i^¡hich ',¡e ihink rú11 be of benefit io you. !.le wil'l give you the nateriaJ-s
in approximately three r¡eeks and- 1¿¿s¡ contact you -bo cletermine how useful
you founrì.'bhem" Alsoo if you r^ri.sir, you nay parblcipate in'l,he version of
the course as first ad.vert:ised. r.¡hich r¡i.l-l be offererl ¿Éier Chri.stmas.

Sincerely,

Garry Iniar'üin a¡rti. Flarú Ha:tgl
Course Instnrctors



172

¡ 1ìir !:nì nï 1r --'{_i--.i-i!,.rJj.r', ._r,

-iUSTiìUüTf OÌiS,r0¡, I'iORÍ-Iliiì l'l1Roi,ríili il'{iiiÄ.t, .,\iiD IOOä

,lìii l)

t' T]'f?OFaIAi\'I' niji,ifis i)i¡ RliS EÂP,Cti "

Ì:--)iilliiï I'iil'iT I I



L73

Instnict-.ions for Pa::-L,ici¡ants usan t'lioro- to Jontrol of

You."r Time anC Your Life"
å" Self-Instrl:cted, Ti,ne i1a.na6sry:n_-i;

iis ycu àre a,I'Ieïes r¡Ie â,ïe irresenil¡i research-ìng 'r,he effective¡ess

of tj-ine nar.agenienr,, na'Lelia-l-s;, I:r. f¡rct, ;.ie are offe:ring seve::al- varj_-

ct-Les of tj-¡är: nanagcilelrt ¡:i':esentatj-ons tnil/a:: ne.-fc.r:T-a-t s j-n <¡::rJ.e:t, io

dr,:Le:r-i¡-i-ne i.¡hich i-c ihe nos-b c-ifce.¿_i_.Je.

'Ine var'ìt:ty yorl Iri-lf la.i:ti.ci-pa'i;e in rd.'lI iise Â--La:r ¡;.åein'-. ì-rco],,

"lioi¡ 'Lo í'et Catr-brc-l- of ïou:: Ti-n:e a.nri- Tour l-,i fe" " Tb:l-s lto'--rr1.al 
-booir

offers nallJ.¡ sttgge:ti cil:; :îo.r i.n'i.rovencni of t.:i-nr: ïta.ìlarl.jnent skiils.

i,Ie :cequesL iir¿L'i; you rcad- a.'',, -r-oa,st t.:.rr chap.bers ìler c:ì_a'¡, l,hi.ch -¡d._l_1

a"l-l-o¡¡ yor: t-.o fir-rj s}^r "LI'rc bcch clurin¡:; the nex-L ti^¡o ,,.¡eejis. Du::ing the

Ì;hird :reeku iie ho¡:e gori -rl--il-i- appl-y e\rerylilj-¡¡g y.ou fì:rcl Jre:r,-sonafl j,

l1ÉjleVäi1'L .

You l¡j-I-L be coirt¿-,c,ceC- ¿g¿i¡1 izi apn::o;ima.bely thr:ee: weelcs fron nor¡

fo.^t e. seconcl r-.ersonal- i-¡rte:r'i-eli and l,¿l_l- ;_\e reclu-estecl t.o do anothe::

-binre .ì.og fo:r one da;r.

Date nateri aJ- -recej.r'ed.:

íieccno lnte.rvi.c;li anil T_r_nc Lo,":: 1"na}' n9



let ¡--lns'lr""U

i\s yor-t are ai.Ialte ¡ i.re a_--ce n::csen-Ll;,"

'uine na.nagenient inatr:::_:i¿lL.s. Tn fac'b, rle

of bime nanagencrrt. ;rrcse:,rtatlcns a-rtc1 /or
ririch is the inos'r, effeci;ive.

l-ì 1"rl -¡.-...n-r¡.1 
-l ,¡ ¡'¡-.-i_Cì.rf-,-1 

"

Io,-r id-l---1. l-.e con'bacted_ arain i_n

¡rcr'¡ Ílor a seconC. Ðc:ariorrel -i.lt.c::'...'i.ci¡

tiinc -l-c,3 foL: one da1.'.

SeccrLd In-Lc:l",iel¡ ¿r.ncl. Tiine

1./lL

resea¡:ching the effcctiveness of

a.re offeri-n..ç serrera"-- .¿a¡ieties

ie:r.-Le:::i¿rIs in orrjer to c1e-'ie:r:rr!ne

anp:rc;:i,na.'l:,e-] l¡ ih:ree i¡eeiis fl:oin

:,.riil :¡i I I ì-'a :'¡orros LCcl -lo ,:1i,,. a-notìre::

=Lfgi¡¡:jigf¿ Jqi_tar ii cr r¿i"r'i s u s j. lJ_j4_ËJg_ t,ìana gc n en t pro,rr¡_n

11È-L

The "'¡a::ie-uy Jtou vril] ¡a.rtici¡a.te in inyo-l_ves a. planning ca*Len-Car

foÏ supcrviso.rs clevel-ooccL by Ga;:ry lla.ri,l.n, íJ;;irdra lioo¡, ¿:nd, I¡::aidc llanel,"

'i'hj-s na.nu.aì- pre sen1,s ¿ì seïj-es of self- j-nstrrrcted. ¿ssl 6ninefli,s fo:: you to

t"ro::k 'th:rou,¿;Ìr. i'i.; have founcl tha't otjri;:r Þarticj-pa.nis ccul_cì. ea-s'ily com-

ple'ce al.-i- the sbe¡s Ì¿¡ i.rorl'.i-nil a.n houï-oer: ceLy, on the averaãe, on tl:e

nanu.al " This enabl-ed- tlien ',;o conpJ-ete r,he first five sters¡ anrl. to

::eirl.ei¡ the guidelines Í'o:: ci,-;1(l¡;ating r:ffectil'ely, inanag:_ng neetlngs,

and.tÍme managel'ùíJn-L p.r:arciices (ei6ht steps in all) over eigh'u l.iorking

d.ays" In other r¡ord.s, it ::cquires a.pproxima,r,el-y ei6ht total- houz.s to

read, 'Lhrough and" j-nÞl,ement ¿rll. o,'. r,he steps,

iie req.i:esr¿ th.a'L, yolr. Ìr'orji 'Lhror:gh '{,he na:ll:.ar- i,r-r::in¿- the ne;.:i tr""o

r¡ceks, a,n1 rlr::rj-n¡; i¿he i:i¡.ii:d- l,¡ecl., ,ûc. con-Linr-re to ;lr,rp]¡' cvcr-vth:t1g ycìr

':trc il ; ¡ceii of



1qlr{)

3" Im¡o::'Lan'l; Rltles of Researr:h

r\s you vúll reca-i-1, f::'otn the de sc¡i Ë'ij.cn of tire couu-qe you_ lrevicus_l_y

recei veclo ali inlortan'L asirect cri ij:e ccLrse j s to sr¡¿.1,i1,¿¡.1;ç iÌ:s effecti..,,e-

ness in helping j-ncU-r,-idi:.a.1-s iialic"¡e thc!:l iirne na'nagenent. skills. rn

orC-er +uo evÍLluate tlle effectj--r¡eles,s of tþe coiirse iii;c'l:î, r.,Ê are askiiril:

your assÍ sLa:,ice i n. eniì1.i.::i.ng i:l-rc c.¡a.l.irir-1-j_on is ¿rs ¿;.ccr.r:ate a,s possi"cl_o,

To d-o ihiso lrlû trcqr;.est thal, ¡ror,r cì:serve thc fo-l.loi¡i-n¡j inlc::tanL

:nll-es of :lesearr:h:

- Pl.ea.se ,1o irot di.sct.tss any of 'bhe coui:se colitcn'bs or shor¡ an-y

of' '¿he cotlllse ma';eriaL.s .fr,, a1i¡r¡.13 e.l_sc.

- PLcase do irot rep:loclute any Ð¿lïi cf -ihe coi,ìj1so nater::ia^fs ar:

the¡r ¡,'.r'¿¡ ::ro'L l-r:-Lenr.i ¿ci io:r. general ri-i e tri-i:lii,i-cn at li-ris tl_nc"

Your coope.ration in üar,r,1ring cut 'Lhese ieo_'rleslLs irili- gpeatly ¿ssi",.t

in the assessnent, of the usefulness of flie course,

I'le r¿1 -"1- aCvil;s yot-l- rihen th,e resr:arch has been corop-l-eted" at that

'l,ime ¡16¿ i'¡rll l-.e free to d--iscr-tss -r¡ith cther:s a-l 1 ¡ls¡lecrùs of tim.e inerlage-

inetlL i,'¡hich h¿rve been ¡:rreseitl,ed in 'Lile course. Tn f¿c-b, r.re stroügl¡r

erlccürage you to rl-o so,

C. ijccond. Coitcs19 :?iilc¿þE

This::csca::ch r.í11 ena.bj-c'!ìr', ì.o d,etc::nine ithicii r.o.:::'i,¿r.-bi_c,:: of tht:

'i,j-i¡e na"nagenen-l- 'nrcse:rl;a-r.-i-on. r'r;rs l-:ter the ncsL eîr-¡-ct,-ive, :rni. rl:c--L .,'elsion

i'å-Ll be offeied âi;L',j.n r:"'.iLe:t lirril,-Lit:-:. I.î i;or'- i.úsì1 , Jr,lit rra¡' E¡;ain enr¡il-

ar¿. ih¿rt ti¡¡e"

Th,l'iir .'c': irl: i-o:.r..r: cc'.)ìrcr^a-bion,

'i:,r-., , 
':; rf,ì ¡r ¡.,ir'J. -,'::f.t-,j.: i.anCl_

lolrrsc,\dnini¡tr¿tors
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