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WorkLean Summary

Work Habits
® Process incoming work (4Ds)
o Doit
o Delegate it
o Designate it: move work (often an email) into the calendar or taskpad
o Dumpit
*  Worst-first

® Single task: batch email (no grazing!) and non-urgent interactions (use agendas for
regular talks)

® Live in your calendar: schedule predictable work

Email
® One subject per email
® Unambiguous, useful subject line (think newspaper headline)
® Clearly assign responsibilities and tasks

* Keep it concise (5 sentences, not War and Peace)

TIMEBACK MANAGEMENT | 34 CRESCENT ROAD, CORTE MADERA, CA 94925 | P | 917.364.1864 | F | 503.218.9958 | E | DAN@TIMEBACKMANAGEMENT.COM



TIMEBACK

MANAGEMENT

Applying the 4Ds

When something arrives for you to deal with (email, phone call, piece of paper on your desk, quick
question from your colleague, etc.), ask yourself the following questions.

Are you actually going to it? (Honestly.) |:> Dump it

Can someone else do it? Delegate it. Put followup reminder in
Deleg P
taskpad.

How long will it take to complete?

0 3 min. 30 min. 60+ min.
. | | |
\ Y J | - -~ - 4 ) - -~ _— g
Do it NOW. Designate time for it. Place Designate time for it. Place
a note in the TASKPAD a note in the CALENDAR
(specific date). (specific date, specific time).
The 4Ds
Dump it
Do it
Delegate it

Designate (time for) it
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Do Now

Calendar

Taskpad

Trash

Outbox

Reading

File

Electric bill: small enough to pay on-line, computer & network
available.

Email with info about off-site meeting next month. Need to
keep information about logistics.

Mockup of final copy for conference poster. Needs your
approval. (Takes 10 minutes.)

Flyer about a ballot proposition. Handle these possibilities:

Volunteer to take action (will take two minutes), keep flyer.

Skim, done with.

Decide to attend a meeting about it.

Department chair requests schedule for fellowship interviews,
which comes out next week. (Takes |15 minutes.)

Medical journal arrives. Handle these possibilities:

Good article for colleague to read.

Found an important (but long) article for yourself.

Direct report asks for information about new clinic
procedures. Handle these possibilities:

You have the information, but don't have time now.

You have to gather the information (45 min.), but don't
have time now.

Just returned from a week-long business trip. Have a pile of
receipts and expenses. (Will take 25 minutes.)
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What's on your mind? What's the next action? Apply a "D" When?

The 4Ds: Dump it; Do it; Delegate it; Designate (time for) it
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Job Content Breakdown: Predictable Work

Task Frequency Duration

Processing email

Weekly staff meeting

Database management




®00 Thursday's meeting o

Cc:

Subject:IThu rsday's meeting ]

El From:l Daniel Markovitz <dan@timebackmanagement.com> E Signature:

Laura,

Thanks for meeting with me yesterday. I'm glad we got to address some of the inefficiencies in our patient intake processes and the
likely source of some delays and errors.

| think for our next step, we need to have a meeting with the section chief of dermatology so that we can figure out how to get the
resources (both time and money) to do a map of the patient intake process. | don't know if we'll need to bring in an outside consultant --
money is tight all around, these days -- but it would certainly be helpful to have someone internally with experience in this type of work
who can lend a helping hand. Perhaps you can find someone from your department? Please let me know who might be a good
candidate, and I'll also think about who else from my section we can involve.

Also, you should note that Il be out of my office next month for about 10 days. Il be presenting at a conference in Manitoba, and then
will be taking the family on vacation for a week to the Clinton Presidential Library. Given my schedule, I'd appreciate it if you would take
the lead in estimating a time frame for this project before | return. Can you send it to me by the end of this week? If you remind me, |
can get you some materials from the folks in thoracic surgery who have done something similar. It might be useful for us when we talk
to the dermatology section chief.

One more thing: my office will be placing an order for some reference books on lean process improvements for hospitals. Let me know if
you want to add anything to this order.

Thanks,
dan
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How To Turn Off Email Alerts
|.On the Tools menu, click Options. 2. On the Preferences tab, click E-mail Options.
Calendar - Microsoft Outlook Optio
! File Edt WView Go @.‘ actions  Help Preferences | ylhil Setup | Mail Format | Spelling || Security | Other | /
: % New ~| 4 X Send/Receive > E-mail
- - - . Find y Y ; ‘ Change the appearance of messages and the way they andled.
Calendar 2 [ aunkE-mai.. | [ E-mail Options. .. ]
My Calendars 4| Address Book...  Ctrl+Shift+B s
% Calendar %;g QOrganize Hi"‘jj Customize the appearance of the Calendar.
Current Yiew I Mailbox Cleanup... Default reminder: l 15 minutes v ‘ [Calendar Options... ]
‘ B " " Tasks R
@ Day/wWeek{Month @' Empty "Deleted Items" Folder &, Change the appearance of tasks.
© Day/weekiMonth Vie Eorms » Reminder time: [8:00 AM v| [ 1askoptions... |
O Active Appointments Macro . Contacts
O Events |  Change default settings for contact and journal.
O Annual Ev E-mail Accounts... [Contact Options... ] [Journal Options... ]
(O Recurring Appoin Customize. .. s
7 7 Change the appearance of notes,
By Cateqgory Options. .. '

MNote Options...

[ ]

4.Under When new items arrive in my Inbox,
3.Click Advanced E-mail Options. clear all checkboxes.

E-mail Options Advanced E-mail Options

Message handling

Save messages

Save unsent items in: | Drafts v

AutoSave unsent every: |3 minutes
[J1n folders other than the Inbox, save replies with original message
Save forwarded messages

,\ After moving or deleting an open item: ireturn to the Inbox v ]

[T close original message on reply or Forward

Save copies of messages in Sent Items folder
Automatically save unsent messages
Remove extra line breaks in plain
[[Iread all standard mail in plaj

Read all dig / Sig

messages

new items arrive in my Inbox

ail in plain text

[ Advanced E-mail Options... ] [ Tracking Options... ]

On replies and forwards

\

an envelope icon in the notification area
lay a New Mail Desktop Alert {(default Inbox only)

= When replying to a message

r
| Include original message text

Deskkop Alert Settings. .. ]

When forwarding a message

EIncIude otiginal message text When sending a message
Prefiv each line with Set importance: INormaI v '
| Set sensitivity: INormaI v l

[IMark my comments with:

[[IMessages expire after: | days
! LInknowr

Allow comma as address separator

Automatic name checking

Delete meeting request from Inbox when responding
Suggest names while completing To, Cc, and Bec fields

[] add properties to attachments to enable Reply with Changes

/——-‘ﬂx.,‘_k._“‘«. J oK ] [ Cancel
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How To Turn Off Email Alerts (Entourage)

|.In the Entourage menu, click Preferences.

2. Under General Preferences, select
Notification.

3. Clear the checkboxes for Display an alert
on my desktop and New mail sound, and
click OK.

File Edit View Message Format

ﬁ—wmmms 14
£z unk E-mail

W 0 -
Turn Off Office Notifications

Switch Identity...

Services >
Hide Entourage 3H
Hide Others X #8H

Show All

Quit Entourage #¥Q

Preferences

¥ General Preferences
@ General

©®  Address Book
® Calendar
L

@ Spotlight
¥ Mail & News Preferences
® Read
® Compose
@ Reply & Forward
@ View

Notification

When new mail arrives:
E Display an alert on my desktop

(@ Display Message Subject only
O Display Message Subject and Preview

["] Animate icon

| Bring application to front

8 Require confirmation when deleting ( Reset Confirmation Dialogs
Sounds
Sound set: | Default 4

@ MWelcome sound

@ 8 New mail sound

@ E Sent mail sound

B Mail error sound
E No mail sound
8 Reminder sound

®
®
®

Brought to you by the Macintosh Business Unit.

www.microsoft.com/mac

Cancel )

Preferences

V¥ General Preferences
® General

® Address Book

@ Calendar

@ Fonts

® Spelling

© [ Notification]|

@ Security

® Sync Services

@ Spotlight

V¥ Mail & News Preferences
@ Read
® Compose
® Reply & Forward
® View

Notification

E Display an alert on my desktop

Display Message Subject and Preview

| Animate icon

| Bring application to front

®) [V welcome so8
&[] New mail sound
(W] Sent mail squa

@ 8 Mail error sound
@ M No mail sound
@ Ekeminder sound

Brought to you by the Macintosh Business Unit.

www.microsoft.com/mac

@ Require confirmation when deleting ( Reset Confirmation Dialogs )
Sounds
Sound set: | Default

( Cancel
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Getting Outlook to Startup in Calendar

|.On the Tools menu, click Options.

Calendar - Microsoft Outlook
! File Edit Yiew Go actions  Help

Send/Receive

P New v | X |

Find

My Calendars { Address Book...  Ctrl+Shift+B
4] Calendar %4 Organize
Current Yiew ] Mailbox Cleanup...
(® Day/week/Month @ Empty "Deleted Items" Folder
O Day/week/Month Vi Forie
8 :::::SAppointments Macro
O Annual Ev E-mail Accounts. ..
O Recurring Appoi Customize...
O By Category Options...

3.The default startup option is Inbox. Click Browse.

Advanced Options

General settings

| Browse..,

automatically select entire wg

Startup in this folder:<

Warn before permanently deleting items

When selecting text,
[IProvide feedback with sound
Show Paste Options buttons
Use Unicode Message Format when saving messages
[C]Enable mail logging (troubleshooting)

[ allows script in shared folders

&llow script in Public Folders

Appearance options

Date Mavigator: [ Font... ] |8 pt. Tahoma
When viewing MNotes, show time and date

Task working hours per day: |
Task working hours per week: 40

[Reminder Options... ] [ Add-In Manager... ]

[ Custom Forms... ] [ COM Add-Ins... ]

Service Options. ..

‘uﬁ,[& oK ] [ Cancel

2. On the Other tab, click Advanced Options.

Options

| Preferences | Mail Setup | Mail Format | Speling || Security { Other

General

R

AutoArchive

Reading Pane

Person Names

[C1Empty the Deleted Items folder upon exiting

Make Outlook the default program for E-mail, Contacts, and
Calendar.

[ Mavigation Pane Options. .. ] [Rdvanced Options... ]

Manages mailbox size by deleting old items or,
archive file and by deleting expired items,

ing them to an

Autodrchive...
Customize options for the Reading Pane.

Reading Pane...

Enable the Person Mames Smart Tag
Display Messenger Status in the From field

Cancel

4. Select Calendar and click OK.

#

# L3l Search Folders

OK

Cancel

5] Deleted Items
(7] Drafts

[ Inbox (75)
ﬁ Journal

L@ Junk E-mail
|| Motes

(3 Outbox

(=3 sent Items
7 Tasks




