
RISK AND PRACTICE MANAGEMENT TIP: The Golden Rule of Time Management
Claims against lawyer for errors related to time management are second only to communication. Charles Schwab (the first CEO of United States Steel Corporation) is rumoured to have paid a significant sum of money for this piece of time management advice:
Start at the beginning of the day with the highest priority item on the list and keep at it. As often as you are interrupted, return to it.  Do not be driven from it.  However many new tasks you may acquire keep returning to it. Do not go to any other item until the top priority item is finished and crossed off the list. Then go on to the second item and so forth.

Every day you should prepare a list of things to do or review and update the previous day’s list and arrange items in order of priority.  
This daily to-do list should be kept in a place that is visible and seen throughout the day.  It may be easier to keep an electronic copy of it so that it can be retyped as you add or delete items and perhaps shift priorities. 

It is sometimes tempting to complete the lower priority tasks as they can be done more quickly.  However, this could lead to accomplishing all the unimportant tasks until the important ones become disasters, which could result in a claim filed against you.  
If you have any questions on these, or any other risk- or practice-related matters, do not hesitate to contact Stacey Gerrard, LIANS Counsel with the Risk and Practice Management Program at sgerrard@lians.ca or call 423-1300 ext. 345.
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