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PLANNING

• Expand Your Time Horizons

• Use You Best Time of Day

• Do Hard Things First



ESTABLISH PRIORITIES



ESTABLISH PRIORITIES

• You can't do it all.

• Learn to say "No."

• Of what you must do, 
set priorities.

• Stick to priorities



A) You can't do it all.



B) Learn to say "No."



B) Learn to say "No."

• Eliminate



B) Learn to say "No."

• Postpone



B) Learn to say "No."

• Delegate



C) Of what you must do, set 
priorities.

• Important & Urgent

• Important

• Urgent

• Maybe Never



D) Stick to priorities.



DO NOT:
• Get Distracted

• Do the Easy Work First

• Fight Fires

• Put Off Big Tasks

• Say "Yes"

• Waster Filler Time

• Do What Others Can Do

• Be Defeated By Mental Block



COMMANDMENTS

• Do not adjourn any case until ABSOLUTELY 
necessary.

• Always prepare for the chief.

• Never forget who might become the enemy.

• Always ask yourself this: If you don't have time to do 
it right, when are you going to have time to fix it?



Keep it.
SEE it.
Use it.
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