
Hi.

Daniel Markovitz



Do

Dump

(now)

Designate
Delegate



Worst - First.



The Power Hour



Single-task
(really)



To be effective, every knowledge“

”

worker. . . needs to dispose of time in
fairly large chunks. To have small dribs
and drabs of time at his disposal will not
be sufficient even if the
total is an impressive
number of hours.





Alerts

Batch email







Process. Don’t “check.”
 (D’s)

Nothing returns to the inbox



Live in your calendar.
(Not your inbox.)



Predictable
vs.

Unpredictable Work



Scheduled work





Why don’t they answer my
&*#$%! email?







Email Key Points: Reprise




subject per email



Re: Re: Re: Re: Fwd: House

?



Clear Responsibilities







What Will You Do
Differently Today?

daniel markovitz
917  364  1864

www.timebackmanagement.com


