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TIME MANAGEMENT
Time Is An Asset -Once Gone, It's Gone

TIME: Use and Abuse
Procrastination, avoidance, decisions by default -all ways to waste your most

important asset, TIME.
Time is the one irreplaceable asset common to all companies of all sizes every-

where. Once time passes, it cannot be recaptured. Many other assets are recoverable,
and c~ be utilized for some alternative purpose if the first application does not prove
out. Time cannot.

Time is the most critical and valuable resource which any business has access to.
Yeti it is commonly one of the least carefully managed assets -perhaps because it doesn't
ap~ear on the balance sheet or income statement, or because it is not tangible, or
because it seems free.

Time abuse is often more prevalent in smaller companies. There never seems to be
enough time to perform all of the critical functions needed to operate the business and
make it succeed. "If we could only. ..," is an often heard lament. Although most of us
who are small business owners and managers pay token heed to the cliches about time
be .9 our most valuable asset, few of us do very much about it.

We must be quick to point out that this problem is by no means exclusive to smaller
co panies. It is just more visible. Larger organizations tend to have more slush in their
sta mg to absorb the inefficiencies of time abuse. This is rapidly changing. In this time
of ost controls and downsizing, even large companies are asking their staffs to do more
wi less. The question is, how to accomplish this goal. The answer is frequently found
in c eful time management strategies-

! This workbook is designed to help you use your own time -and by extension, the

timt of your personnel -more effectively. By applying the seven step process presented

her, you can explain and demonstrate to your employees, a productive time manage-

me t style that is effective in any size organization, beginning TODAY!

TI:t\iE MANAGEMENT

Repning Management Behavior
Proper time management will help to establish a functional approach for defining

and creating management strategies that are firmly grounded in reality. The seven steps
oft me management that follow affect the person who takes
the as well as the organization. In this way they differ from
oth r management suggestions, which are geared more toward
con oIling and managing the behavior of others. This work-
boo TOPIC is oriented to helping managers gain better control
ove their own behavior. Only by bringing their own use of time
un r control can they effectively manage other organizational
res urces. Contrary to popular notions, time is a manageable
ass t that can be utilized optimally in the same way that the
tan ible assets of the organization are, providing a productive
tim management strategy is in place.

T E MANAGEMENT PROCESS

Time management is a seven-step process that managers in
an rganization of any size can follow to gain control ofboth their own time and that of
thei associates and subordinates. The essence of this process is control. It is important
to r member that control must have a purpose and be directed. It cannot be a mere
de and for blind obedience or rote activity. Such narrow-minded dedication can be as
dan erous as no control at all. The point is to develop reasonable, realistic objectives
and ways to achieve them. The control that follows will be appropriate and lead the
bus ness toward the success it deserves.


