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“Time Management!”
The 8 BIG PROBLEMS

How to Avoid Them And
Squeeeeze More Out of Every Single Day

“It’s ticking and it’s
never coming back!”

Hello and welcome...
To this Special Report which will enable you to get more
done, more easily, more effectively - each and every day of

your life.

Before we get into those EIGHT BI1G PROBLEMS and more
importantly how you can easily avoid them let me make a

very important point... Peter Thomson

The UK's Leading
Strategist On Business

FACT and Personal Growth

“There is NO such thing as — Time Management!

Yes — you and | and everyone else for that matter cannot ‘manage’ time.
Time just happens!

The ONLY action we can ever hope to take is — to manage ourselves and
the use of probably our most precious asset (and when you think about it)
our irreplaceable asset — time itself!

As you read through these EIGHT BI1G PROBLEMS and the solutions to
them you’ll put yourself into the ranks of the high achievers who simply get
more done, make more money and enjoy more of what life has to offer.
Once you’ve read through them — please take a few moments and
read the article by Arnold Bennett — I've included it for you at the
end

So let’s get started shall we?
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PROBLEM #1
Thinking that procrastination is bad!

You see — successful people, the really successful people in life, in all fields
of endeavour are in fact great procrastinators!

Yes — they’re great at putting things off.
However — and this is the rub...

They ONLY put off tasks and actions that either are ‘low pay-off’ items or
that are not in alignment with their written and auditable goals.

The usual type of procrastination (I'll do it later, I'll leave it for now, I'll get
round to it some other time) is, of course, not what you and | want to do.

We DON’'T want to put off the tasks that are ‘high pay-off’ items or will take
us towards the accomplishment of our dreams, aspirations and goals.

Anyone suffering from this ‘thief of time’ is doing so because they may well
be struggling to understand the REAL difference between ‘urgent’ and
‘important’ actions.

And that’s because...

They don’t have written goals for the important areas of their lives.
Without goals — it simply isn’t possible to work out whether a task is
important or urgent. Those tasks that are in alignment with our goals are

important (and often urgent) — some other day-to-day ‘stuff’ may be only
urgent because those tasks are part of someone else’s goals!

“1f you don’t have your own goals
you're probably part of someone else’s goals!”

Action Points

1. If you do NOT yet have goals — set them!
2. If you have goals but haven’t kept them up-to-date — update them!
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Carefully consider whether any task is urgent or important

Put off anything that doesn’t take you towards your goals

Avoid procrastinating important actions — ‘do it now’ wherever possible
Take control of your time

Remember: It’s ticking and it’s never coming back!

@ PROBLEM #2
Failing to use a ‘constantly-prioritised’ Do List

Trying to progress through the day, particularly a working day, without some
form of list of actions to be taken simply isn’t going to work for the vast
majority of people.

NO O AW

OK — so there are some individuals who manage their lives by doing
whatever comes to mind — but they’re unlikely to be the high achievers.

And yet...

Just having a list of actions isn’t good enough. You and | need to put that list
in order of importance. Which action shall we take first, which second and so
on?

And then...

Once we’ve completed the first task — BEFORE — we start the second one —
it’s a good idea to check that nothing has happened to change the priority of
the list.

If it hasn’t — great! Carry on with item 2. If it has — then pause; scan the list
again and decide which item NOW has the highest priority.

Action Points

Create a Do List for every day

Prioritise the list

Do item #1

Before doing item #2 — check the priority

And so on through the day

Remember: It’s ticking and it’s never coming back!

OO hONPE
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PROBLEM #3

NOT allowing for ‘thinking time’ (especially at work)

Because, for most people life is a busy experience, then it’s very easy to get
into the habit of being busy — doing stuff! Any stuff!

And yet for everyone | know (and I’'m sure that this is true of you too) we’re
paid for what we think about as well as what we do!

And you know what...

I've always found that the doing | did was invariably more effective when |
did some thinking before the doing. Rather than just doing the doing without
thinking the thinking!

You do know what | mean don’t you?

For just a moment...

Think back over the week and try to recall when you stopped
‘doing’ for a while and spent some time, some focused time
— just ‘thinking’. Can you remember any occasions of doing

that in the last 7 days?

If you can — then brilliant! Congratulations! You’re one of the
few.

If you can’t then perhaps that might be a self-administered
‘wake-up’ call to think about thinking!

Let’s get something straight...

I’'m NOT suggesting that we spend so much time thinking that there isn’t
any time for the doing — no of course not. We don’t want to start suffering
from the ‘paralysis of analysis’ do we?

What | am suggesting is that you put ‘thinking’ high up there near the top of
your daily and weekly plans.

When a group of climbers decide to scale a mountain peak — they don’t just

meet up at the foot of the mountain and start climbing. They think it through
and plan the ascent meticulously — true?
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They think it — before they do it!
When a pilot and crew want to fly to any destination — they don’t just have
the plane filled with aviation fuel — they plan everything — they check
everything before they start.

They think it — before they do it!
And I’'m sure...

You can think of many other examples of this idea — can’t you?

PROBLEM #4

NOT allowing for ‘learning time’ (especially at work)
Here’s a great expression:

“The world will belong to the ‘learners’ whilst the ‘learned’ will find
themselves perfectly prepared for a world that no longer exists!”
And isn’t it just so true!

You and | and everyone else who wants to succeed in life — whatever we
might mean by ‘success’ — MUST BE — life-long learners. The pace of change

is accelerating — life is moving quickly — we must keep up.

How much time do you allocate each day, or week or month to improving
your knowledge, your skills and your ability? Is it enough?

Whatever you do commercially — then it is ESSENTIAL that you keep

improving, keep learning, keep discovering how to do what you do — better,
faster, more effectively.

‘/ Read books
‘/ Listen to audio programmes

‘/ Attend seminars
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‘/ Ask colleagues
‘/ Model successful people

‘/ Keep learning

Action Points

Be aware that you get paid for ‘thinking’ as well as for ‘doing’

Add ‘thinking’ time to your Do List

Allocate ‘thinking’ time in your diary or day planner

Do more ‘thinking’ before you do more ‘doing’

BUT: Don’t allow the ‘thinking’ time to become so extended that you
don’t take action — after all...

ghwNPE

“Action... is the Key!”

Have a knowledge gathering plan

Allocate time (every week) in your diary of day planner for learning
Allocate time for practice and improving your abilities

Be a life-long learner

0. Remember: It’s ticking and it’s never coming back!

PROBLEM #5
1 ]

Wasting time on non-productive actions

BOONO

I recall a man | used to know in business. He was forever telling anyone
who’d listen — just how busy he was.

How many meetings he’d been to, how many miles he’d driven, how many
reports he’d written — and yet the majority of those journeys and meetings
and reports were totally unnecessary! He was confusing busyness with
business.

“Don’t confuse busy-ness with business!”
You know you — better than anyone else knows you — and you also know the

actions you take which are the ones that really make a difference to your
life.
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The actions that earn you the level of income you want, the actions that get
the job done! The actions that you (and only you) can do — that make your
business or your career the success it deserves to be — don’t you?

So here’s the question...

Are you doing ONLY those actions?

Or are you allowing yourself to get involved with doing so many other bits
and pieces that could easily be delegated to someone else or simply left

undone?

Here’s a really simple solution for you:

A C

1. Get 3 pieces of paper and write (or type) the letters A, B and C on
them — just like the ones above: a green ‘A’, an amber ‘B’ and a red
‘c’

2. Place them on your working area at the start of what you believe will
be a pretty standard day

3. Every time you complete a task, any task or action — put a tick on the
appropriate piece of paper.

How do you know which is the appropriate piece?

It’s simple

A

The tasks that you know are the actions that you must take

The tasks that you need to take but aren’t the ones that really take you
towards the achievement of your goals
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C

The tasks that you know you shouldn’t have done — and actions that could
easily have been delegated to someone else — or were a complete and utter
waste of your time

And then...

At the end of the day — analyse

How many ticks are on each piece of paper?
You'll then easily know where you’re spending your time — and the solutions.

Now of course...

If you'd like to change the description of A, B and C — go ahead — make
them totally relevant to you, your actions and your life.

If you have the self-discipline to do this for several days — each month — and

take action with what you discover — you’ll soon have your time under
control and be far more effective than ever before.

Action Points

1. Before doing anything — question yourself as to whether or not you
need to do it or if it could be delegated or even left undone

2. Create those 3 pieces of paper and carry out a regular analysis of
your daily actions

3. Take action with what you’ve discover through that analysis

4. Avoid being busy just for the sake of it

5. Concentrate on high pay off actions

6. Remember: It’s ticking and it’s never coming back!

PROBLEM #6

Being an email junkie!
OK! I have to admit it — if I'm not careful | can be an email junkie too.
It’s just so easy to get into the habit of checking email all day long — or

having some form of ‘You’ve got mail’ pinging or appearing.
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Here’s an idea to try...

If i's ESSENTIAL that you need to be IMMEDIATELY contacted by email —
then naturally this isn’t for you.

However - if you've found yourself at times ‘chained’ to your email — then try
this and see what happens:

1. Check your email first thing in the morning

2. Then close your email programme

3. See how long you can hold out before checking it again

4. Open your email programme and see just how many ‘urgent’, ‘must
read it now’, ‘must do it now’ emails have arrived

5. Learn from the experience!

6. Close the email programme

7. See how long you can hold out

8. Repeat

9. Learn from the experience!!

10. Learn from the experience!!!

11. Remember: It’s ticking and it’s never coming back!

PROBLEM #7
-

Allowing too many interruptions

The biggest challenge you and | face when we allow ourselves to be
interrupted is starting again from precisely where we left off.

Imagine this...

You’re playing tennis. You've swung the racquet back and you're just about
to swing forward to connect with the ball. As you start the forward swing
you’re interrupted — so you stop and deal with that disruption.

Now to get back to where you were at the point of the interruption you’d
have to swing back again to create the momentum of the stoke wouldn’t
you?

That can happen mentally as well as physically.

Apart from email ‘pinging’ which we’ve just discussed — here are some other

interruptions that can get in the way of managing yourself through time:
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Drop in visitors

Phone calls

The mail arriving

Scatterbrain thoughts

Colleagues with a ‘quick’ question!

ahwNRE

It is essential that you and | set up systems that prevent these disturbances
to our thoughts and action.

Action Points

=

Let colleagues know that you're working on something important and
do NOT want to be disturbed

Re-direct your phone or activate your voice mail messaging system
Close your email programme

Place an ‘A’ Card on your work area saying: “Please Do NOT Disturb”
Set the amount of ‘time’ you’ll work on the task in hand — and stick to
it

Create focus on the task: Before starting - write out a list of the
benefits you’ll enjoy by completing the task

7. Be assertive — without being aggressive

8. Remember: It’s ticking and it’s never coming back!

PROBLEM #8

Working in a cluttered environment

ahwN

@

If you work at a desk and it’s loaded with paperwork, reports and general
mess — then your peripheral vision will continually notice the ‘mess’ and nag
you to deal with it.

And what’s worse...

You'll tie up ‘mental processing power’ trying to ignore it.

The most important computer we use is not our lap top — but our NECK top
computer. It needs to be virus free, not clogged with unnecessary

programmes, not overloaded with icons on the front screen.

It must be able to process and operate at its optimum level — and that’s
impossible with ‘junk’ and clutter getting in the way.
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Action Points

Clear your working area

. Set aside a day to totally de-clutter every area of your life (work area,
home, car — everywhere!)

3. Reward yourself when you’ve done it

4. If you have paperwork that needs dealing with — then put it away or

‘out of sight’ while you deal with the task at hand
5. Clear the front screen of your computer
6. Remember: It’s ticking and it’s never coming back!

N =

Please read this — it will change your life!

" Some years ago a friend sent me an article by the famous
' author: Arnold Bennett.

Bennett is probably best known for two of his books:
“Clayhanger Trilogy” and “The Old Wives’ Tale”

The article was called: "How to Live on Twenty-Four Hours a
Day" and was first published in 1910.

Having removed it from my ‘time management’ file and having read it I'd
originally planned to write my own version of the piece for you but on
reflection decided to share it with you in its original form.

I first voiced this article as a section for my monthly audio newsletter:

The Achievers Edge

If you'd like 3 FREE CDS of The Achievers Edge programme just mouse over
to: http://www.theachieversedge.com and

One word in the piece — Consols — was unknown to me — but I found out
that it’'s an abbreviation for: consolidated annuities, British government
securities without a redemption date and with fixed annual interest. Ok with
all that said — here with thanks to Arnold Bennett is the article which |
believe will have you looking at your use of time in a totally different light.

It [time] is the inexplicable raw material of everything. With it, all is possible;
without it, nothing. The supply of time is truly a daily miracle, an affair
genuinely astonishing when one examines it. You wake up in the morning, and
lo! Your purse is magically filled with twenty-four hours of the unmanufactured
tissue of the universe of your life!
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It is yours. It is the most precious of possessions. A highly singular commodity,
showered upon you in a manner as singular as the commodity itself!

For remark! No one can take it from you. It is unstealable. And no one receives
either more or less than you receive.

Talk about an ideal democracy!

In the realm of time there is no aristocracy of wealth, and no aristocracy of
intellect. Genius is never rewarded by even an extra hour a day. And there is
no punishment. Waste your infinitely precious commodity as much as you will,
and the supply will never be withheld from you. No mysterious power will say:-
"This man is a fool, if not a knave. He does not deserve time; he shall be cut off
at the meter."

It is more certain than consols*, and payment of income is not affected by
Sundays.

Moreover, you cannot draw on the future. It’s impossible to get into debt!

You can only waste the passing moment. You cannot waste tomorrow; it is kept
for you. You cannot waste the next hour; it is kept for you.

I said the affair was a miracle. Is it not?

You have to live on this twenty-four hours of daily time. Out of it you have to
spin health, pleasure, money, content, respect, and the evolution of your
immortal soul. Its right use, its most effective use, is a matter of the highest

urgency and most thrilling actuality. All depends on that.

Your happiness - the elusive prize that you are all clutching for, my friend! -
depends on that.

The supply of time, though gloriously regular, is cruelly restricted.

Which of us lives on twenty-four hours a day? And when I say "lives", I do not
mean exists or "muddles through".

Which of us is free from that uneasy feeling that the "great spending
departments" of his daily life are not managed as they ought to be?

Which of us is not saying to himself - which of us has not been saying to
himself all his life: "I shall alter that when I have more time"?

We shall never have more time. We have, and we always have had, all the time
that there is.
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WOW! You can see why, having read it | decided to use it in original form
can’t you? What a superb piece of writing — one that I could only ever hope
to emulate.

So with that all said...
Are you and | really using our time to the full?

Q:’..) Do we realise — fully realise the message contained with the article
and the ideas contained within this EIGHT BIG PROBLEMS report?

Are we grasping with both hands that ‘precious commodity’ and not allowing
it to silently slip unnoticed through the busy fingers of our days?

Perhaps a moment or two —even an hour or two of reflection upon these
ideas will refocus our minds, refocus our thoughts and refocus our activities
to ensure that each valued moment is recognised for what it is —
irreplaceable — and that we use it to the full.

If such was truly possible — then we could rightly say — that we are truly in
control of our time!

I wish you every success in your use of time and in all your adventures
through life

Cuter
—

Peter Thomson

If you'd like even more ideas to be even more successful than you are today
then here are the various resources that will help:

http://www.tgimondays.com

Your FREE weekly ezine jam-packed with ideas, methods and ways to be
more successful in business and in life

There’s more...
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http://www.theachieversedge.com

Monthly audio newsletter now in its 11" year of publication with over
300,000 copies of the programme having been purchased by fellow
achievers across the world

You can now try 3 FREE CDs of The Achievers Edge — so that you know if it
works for you

http://www.abgsonline.com

If you're in business for yourself and want to make more profits, more
easily, more often — then check out The Accelerated Business Growth
System — you’ll see just how so many of my other personal clients have
been making more profits using these ideas.

http://www.peterthomson.com

My HOME page — the portal to all my other products and services to help
you be more successful

If you have any comments on this report or want to ask me any questions
about the report — or business and personal success then please email me
at: peter@peterthomson.com

Copyright
This report is protected by copyright

However — please feel free to pass it on in its entirety, without any
changes to colleagues and friends whom you feel with benefit from the
ideas.

Peter Thomson

Peter Thomson International plc
P O Box 4444

Royal Leamington Spa
Warwickshire

United Kingdom

CVv32 6ZD

Tel: +44 (0) 1926 339901

Fax: +44 (0) 1926 339139
Email: info@peterthomson.com
Web: http://www.peterthomson.com
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Peter Thomson

Peter Thomson is now regarded as one of the UK’s leading strategists on business and personal
growth. Starting in business in 1972 he built 3 successful companies — selling the last to a public
company, after only 5 years trading, for £4.2M enabling him to retire at age 42.

Since that time Peter has concentrated on sharing his proven methods for business and personal
success via audio and video programmes, books, seminars and conference speeches. To book Peter
for your next conference email: peter@peterthomson.com or call +44 (0) 1926 339901

With over 132 audio and 126 video programmes written and recorded he is Nightingale Conant’s
leading UK author.

Books

1. THE SECRETS OF COMMUNICATION - Be Heard and Get Results
2. THE PINNACLE PRINCIPLE - Maximise Your Potential

3. SELL YOUR WAY TO THE Top - Selling Skills

Audio Programmes

CONVERSATION — THE POWER OF PERSUASION (6 cassettes/CDs - Communication Skills)

THE BEST KEPT SECRETS OF THE WORLD’S GREATEST COMMUNICATORS (6 Cassettes/CDs)

ACCOMPLISHMENT — THE SCIENCE AND PRACTISE — (7 cassettes/CDs -Self Management)

FIRE YOUR Boss AND HIRE YOURSELF — (6 cassettes - Marketing - co-written and recorded with Jay

Abraham)

VOCABULARY POWER — (6 cassettes -Word Use)

LEAD THE FIELD — (6 cassettes - re-voice of the Earl Nightingale Classic)

How 1o SPEAK UP FOR YOURSELF ON ANY OCCASION — (13 cassettes, one video and one 200 page

workbook - Public Speaking)

8. HeLP! — I'vE GoT To MAKE A SPeecH — (6 cassettes/CDs -Public Speaking)

9. INVEST & GROW RICH - (6 cassette Investment Programme - Peter Thomson as question master to
group of stock market experts including Jim Slater)

10. How TO EAT AND BE HAPPY! (6 cassettes - co-written and recorded with Rob Locke [main presenter
for QVC Shopping Channel] - slimming tips)

11. THE PINNACLE PRINCIPLE - 2 cassette version of Accomplishment programme.

12. THE SECRETS OF COMMUNICATION - 2 cassette version of Conversation programme.

13. AcTION IS THE KEY - 30 cassette programme on sales, sales management and personal
development.

PP

Noo

Monthly Audio Newsletter - 120 Programmes published.

Peter is the publisher, writer and presenter of the widely acclaimed Aubio newsletter “THE ACHIEVER’S
EDGE!” http://www.theachieversedge.com This monthly programme has thousands of Subscribers
from many parts of the world and has now been blended into a joint venture business with Nightingale
Conant as part of THE AcHIEVER’'S CLUB and has launched in the USA. The Achiever's Edge has been
produced since January 1998 and now has 120 completed issues and 300,000 copies of the
programme have been purchased by achievers across the world. The programme is a blend of
personal development and business topics and includes interviews with well-known achievers such as -
Sir John Harvey-Jones, Vic Conant, Julian Richer, Bob Proctor, Jay Abraham, Rebecca Stephens,
Dominic O'Brien, Allan Pease, Paul McKenna, Richard Bandler, and Robert Cialdini etc. Available on CD
and as a full colour printed newsletter.

ACCELERATED BUSINESS GROWTH SYSTEM

A complete CD Video/CD Audio/ /workbook/ - business growth system - for sales people, sales
managers, sales directors and business owners: Each monthly programme contains tried and tested
and proven ideas to help any business increase sales and profits. 36 modules
http://www.acceleratedbusinessgrowthsystem.com

Personalised Training Videos

A series of 10 sales training modules have been written and recorded for a UK major insurance
company — allowing a consistency of training across their 300+ sales team. 7 personalised modules
for another major insurance company.
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Tips Booklets

Peter has written and published 7 tips booklets:

“117 Ways to Get Almost Anyone . . to do Almost Anything!”

“117 Ways to Grab Your Life and Really Make It Happen!”

“117 Ways to Get Your Audience to Shout More! More! More! Every Time You Stand and Speak!”
"117 Ways to Motivate Your Team without Breaking the Bank!"

"117 Handy Haggling Hints - How to negotiate win/win deals"

“117 Ways To Sell Almost Anything to Almost Anyone!”

GOLF! "97 Surprisingly Simple Secrets — How You Can Turn Frustration into Pleasure”

These booklets have been taken by a number of large companies and with personalised covers used
as promotional items for suppliers and staff.

tgiMondays
As editor of tgiMondays Peter provides a free weekly Motivation Monday Message to over 21,000
success-minded people worldwide: http://www.tgimondays.com

Doctor of Letters

In 1999 The American Intercontinental University in London — with permission granted by the
American Government- awarded Peter an Honorary Doctorate (Doctor of Letters) for his work in
communication skills and helping others to succeed in life.

Conferences and Seminars
Apart from writing and recording programmes - Peter spends part of his time delivering seminars and
conference speeches in the UK, Europe and the Far East.

As a family man (4 sons), 30 years of business experience on his own account and as a keen golfer -
his presentations and audio works are brought to life with true stories of success and failure —
designed and delivered to make any listener realise that they too can achieve their goals, be more
successful and still — have time to play!

A hallmark of Peter’s work is his use of thought-provoking original expressions — expressions that stop
people in their mental tracks and have them re-evaluate their beliefs about success.

“People will never consistently do — who they aren’t!”
“Better the right “no” answer than the wrong “yes” answer!”

“Most people don’t ask you the real question — they ask a question about the wrong answer!”
“Ask yourself the easy questions and you'll have a hard life, ask yourself the hard questions and you’ll have an
easier life!”

“Time and distance travelled compounds the effect of error!”

“If the first ‘yes’ is the real yes — don’t ask for the second yes™”

“If it’s too easy you don’t care to try — if it's too hard you don’t dare to try!”

“In a world where the big things have little difference —
it's the little things that make a big difference”

“If feedback is the breakfast of champions —
then regular feedback is a diet we can live on for ever”

“Leaders should be . . . consistently different!”

“If only I knew now — what | knew then!”

“The income you get will always reflect the outcome that someone else gets”

Contact Details:

DR PETER THOMSON (HONS.)

PETER THOMSON INTERNATIONAL PLC

P O Box 4444

54 Kenilworth Road Royal Leamington Spa Warwickshire United Kingdom
CVv32 6JW

Telephone: +44 (0) 1926 339901
Fax: +44 (0) 1926 339139

Web: http://www.peterthomson.com
Email: peter@peterthomson.com
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