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1. Always define your objectives as clearly as possible. 
Do you find you are not doing what you want because your goals have not been set? One of the factors that mark out successful people is their ability to work out what they want to achieve and have written goals that they can review constantly. Your long term goals should impact on your daily activities and be included on your "to do" list. Without a goal or objective people tend to just drift personally and professionally.

2. Analyse your use of time.
Are you spending enough time on the projects that, although may not be urgent now, are the things you need to do to develop yourself or your career? If you are constantly asking yourself "What is the most important use of my time, right now?" it will help you to focus on 'important tasks' and stop reacting to tasks which seem urgent (or pleasant to do) but carry no importance towards your goals.

3. Have a plan.
How can you achieve your goals without a plan? Most people know what they want but have no plan to achieve it except by sheer hard work. Your yearly plan should be reviewed daily and reset as your achievements are met. Successful people make lists constantly. It enables them to stay on top of priorities and enable them to remain flexible to changing priorities. This should be done for both personal and business goals.

4. Action plan analysis. 
Problems will always occur. The value of a good plan is to identify them early and seek out solutions. Good time management enables you to measure the progress toward your goals because "What you can measure, you can control". Always try to be proactive.

Time management (or self management) is not a hard subject to understand, but unless you are committed to build time management techniques into your daily routine you'll only achieve partial (or no) results and then make comments such as "I tried time management once and it doesn't work for me". 

The lesson to learn is that the more time we spend planning our time and activities the more time we will have for those activities. By setting goals and eliminating time wasters and doing this everyday you may find you will have extra time in the week to spend on those people and activities most important to you.
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Evaluation Of The Activities Today 

Today I did:

____Terrific

____Very Good 

____Good 

____Okay 

____Very Bad 

____Terrible

Adapted from William F. Brown and Dorothy Z. Forristall, Effective Study Exercises, San Marcos, TC 

Time Budget Sheet for week _____________________

	**Budgeting your time for every 15-30 minutes may be more helpful to you!
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Perfectionism Test
1- Strongly disagree    
2-Disagree            3-Agree
   4-Strongly Agree

1. In general, the prospect of making a mistake angers me.

2. I am frequently disappointed in my mate/friends/kids/co-workers.

3. I get impatient with people around me - they always “mess up” in one way or another.

4. If I make a mistake, others will think that I am incapable.

5. I believe that if I do things badly, others will reject me.

6. With most tasks, I feel that there is a "right" way and a "wrong" way to do them and I am not comfortable with alternative ways of getting them done.

7. I would rather work harder and do things myself then delegate tasks to other people.

8. Being 'average' is a terrible thought for me.

9. When my plans don't go as I envision I get very stressed out.

10. I have been told by people around me that I focus on the problems in life and, even if everything is okay, I will always find something that bothers me.
A score of 30 or more may indicate a high level of perfectionism.

Suggested Tools

1. Emotional Blackmail (book)

2. onlinediscprofile.com
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