2006 President Workshop Summary

Time Management Techniques

1. Put together a calendar at the beginning of the year with as much information as possible – who’s responsible for what, and update it regularly.

2. Use someone to remind you, such as your secretary, if you aren’t good with to-do lists.

3. Be flexible.

4. Learn to say No.

5. Delegation (what you don’t have time to do, not what you don’t want to do).

6. Start meetings on time.

7. Limit business meeting to the time limit.

8. Eliminate redundancy in business and board meetings – combine on the same date.

9. Have an agenda.

10. Keep to the agenda.

11. Keep control and keep the meeting moving; keep on subject.

12. Print announcements on the agenda – and don’t read them aloud!

13. Print the calendar on the back of the agenda – two months at a time.

14. Use email.

15. Use a telephone committee.

16. Be clear about deadlines and specific expectations.

