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We All Have the Same 24 Hours

In thisissue of Ink Matters,
| am taking a short step
away from the subjects of
writing and plain language
to talk about time. Because
it influences how quickly,
how efficiently, and how
well writers write. It also
influences what we write
about and the depth of our
coverage.

Time has slipped away
from me thisyear, and |
seem to spend alot of en-
ergy trying to catch up with
it. | know I’m not alone.

While showering this
morning, | was reviewing
my day as | usualy do un-
der the stream of hot water.
The long to-do list looms as
always, leaving me faced
with deciding what gets my
attention first.

| imagine that my
morning ritual at my desk
mirrors that of many peo-
ple—deciding what must
get done, what can get
done, and what can wait for
another day.

So | prioritize. But
even with those priorities in
front of me and my best
intentions front and center,
| get sidetracked. Phone
calls, emails, and interrup-
tions that require immediate
attention are inevitable.

Not to mention the new
ideas that pop into my head
and lead me down an un-

planned path.

At the end of the day
when | review what | have
accomplished and plan the
next day, it israre | got eve-
rything on my list done.

Don’'t complain, | tell
myself. Everyone experi-
ences this. We al have the
same 24 hours. But need-
lessto say, | keep trying to
sgueeze one more minute,
one more hour, one more
task into that 24 hours.

So what’ s the solution?
| don’t know that there is
one other than to stay as
focused as possible and
ignore those things that fall
under the low priority cate-
gory.

And...stop trying to
beat the clock. Because
when | do, | actually get
more done.

Things always take longer
than you think they will
| pinned this truism to the
wall above my desk a few
years ago as a reminder that
asmuch as I'd like to think
| can control time, | can’t.

| likeit when | work
efficiently and | get up
every morning expecting |
will do so. The key here, |
believe, is alowing for
those times when situations
override the to-do list and
less gets done. So what. It
simply doesn’t get done,

that's all.

It’s not going to happen
unless you schedule it

So | schedule my tasks and
sometimes they get done
and sometimes they don’t.
Don't beat yourself up over
it, my business coach,
Helene Mazur, reminds me.
And to re-enforce that piece
of advice, she requests e
mail updates from me every
Friday, which has actually
been a good thing because
her feedback reminds me of
how much | do accomplish.
It's too easy for me to look
at what's left on the list
rather than what got
checked off.

Lately I’ ve been sched-
uling my day by the hour,
and | don’t mean loosely. |
create a tight schedule of
tasks with writing leading
the way.

Sometimes the day
goes as planned. Sometimes
not. But as the author Peter
DeVrieswrote, “1 write
when I’'m inspired, and |
seeto it that I'm inspired at
9 o’clock every morning.”

So | don't wait for in-
spiration to strike. | do my
best to make it happen.
That's not to say that every-
thing | write or say or do is
inspiring to me, but the
process itself definitely is.
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Dot or bag it

We return from a
conference or
workshop (or end a
call with our business
coach) full of new
ideas to implement.
One week goes by,
then two, then three,
and we find these
great ideas buried
under the last stack of
great ideas. Sound
familiar? Try this:

1. Askyourself if
your ideas fit
your mission.

2. Think about the
resultsyou’re
after before you
take action.

Quick tipsto stop wasting
time, stay focused, and get
results

1. Lock out distractions,
like e-mail.

2. ldentify and resolve
nagging issues.

3. Prioritize activities by
potential pay -offs. Look
at the global picture
first. Then weekly, then
daily. If it doesn’t pay
off, move it to the bot-
tom of the list.

* From www.dal ecarnegie.com
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“If you find, in your own work, th
ideas you didn’t have room for at a

and arose later, you are coming
closeto anideal credtive state, one
where creativity becomes a self-
perpetuating habit. You are linking

into your work, and the work feeds

particular time nonetheless lingered
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Still the Same 24, Just Better Navigated

Y esterday | registered for a health
planning summit mentioned in the
business section of my local newspa
per. | called to get more information
s0 | could decide if it was something
| wanted to attend. Or should attend.
| often deliberate about whether
or not to attend conferences and
workshops around the country. The
things | learn and the people | meet
make my work so much more inter-
esting and open the door to new and
exciting opportunities, but of course,
| have to justify the money and time.
My business coach has given me
away to do that: My drategic plan.
A year ago, | started working
with Helene Mazur of Princeton Per-
formance Dynamics in Princeton, NJ.
People often ask me why | hired
abusiness coach, and | give them this
simple answer: | wanted to take my

business to the next level, but | didn’t
know what that level was. | was like
asail boat without a sail, drifting
whichever way the current took me.

| had goals, but they were either
elusive or uninspiring. One year after
Helene and | started working to-
gether, however, | have a strategic
plan that includes a misson and vi-
sion; one, three, and five year goals
and objectives; afinancial plan and a
marketing plan. These are the sails
that now guide me.

When | was debating whether to
register for the summit, | smply
stopped the debate and asked myself
if attending the summit fit the goals
in my strategic plan, and if the time
and effort would likely contribute to
the vision and mission of my com-
pany. The answer was aresounding
yes.
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Through working with Helene, |
have defined what success meansto
me, and it's not money.

| have learned how to multiply
my efforts and save time.

| have increased my income
working on projects that light me up.

When | ook at my work and
business today, it is no longer two
dimensional, but rather multi-
dimensiond. Today, | have a sail—
my strategic plan—and it keeps me
on task while offering more flexibil-
ity than I’ve ever had before.

If you have thought about hiring
a business coach, | recommend talk-
ing to Helene. She can be reached at
hmazur @ppdbusi nesscoaching.com
or 609-924-9399.



