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THE COST OF LIVING – TIME MANAGEMENT
1 Read the list of items below and imagine that these things would have to be taken away from you. Which of these could you NOT live without? Rank them – making the most important item No 1 on your list and the least importan item No 10!
	ITEMS
	YOUR RANKING

	1. Fruit and vegatables at least 3 times a week
	

	2. family celebrations and gatherings
	

	3. television
	

	4. a set of elegant clothes
	

	5. car
	

	6. reading books
	

	7. e-mail
	

	8. marriage (a long-lasting, committed relationship)
	

	9. doing sports (twice a week at least)
	

	10. a room of your own 
	


2 Discuss the questions below. 

1 Do you have a dream in your life? Something you would like to achieve and love to do? What is your dream? What would you love to do with your life if you had the time and resources? Travel? Volunteer work? A craft or hobby? 

2 Do you have a lot of ‘stuff’ (i.e. things you don’t really need and aren’t necessary but you still store them)?

3 Are you close to what matters? Are you living where you are right now because you moved there to follow a job, educational opportunity, or relationship? Is that job, educational opportunity, or relationship still in your life? Are you sticking around where you are just because it feels familiar? 

4 Waking up, preparing for your day, going to work or school, working, recreation, social activities, shopping, and errands--these are what your life is made of. Are you able to accomplish your routine activities efficiently? Or do you feel like you are spending much of your time running around accomplishing little?
3 Read the following case study and suggest solutions to Kyle to manage his life.
	CASE STUDY: Kyle is a single father raising his four-year-old daughter, Nicole. He gets up at 6 am, dresses and feeds Nicole, and drives 30 minutes from his home on the west side of town to bring Nicole to the daycare center on the east side of town. Kyle then drives fifty minutes to the south side of town where he works as an engineer. Off work at 5 pm, he drives on Tuesdays and Thursdays directly to evening classes at the University on the north side of town. On those days, he doesn't pick up Nicole until 8 pm. On other days, Kyle does errands and shopping after work. On many days, they both don't get home until 9 pm. Then there's only enough time to eat, bathe Nicole, and put her to bed. Kyle sometimes stays up late to clean the house, but he finds that his energy and attention are so low he sometimes ends up watching TV. On the weekends, Kyle's ex-wife picks up Nicole for a visit until Sunday afternoon. But for Kyle, the weekends involve more driving around town to accomplish the shopping and errands he could not get done during the week. 


4 Watch a short, 3-minute video from Success TV, where a coach is trying to help people with time management issues. Read the words/expressions below and put them in the order they appear in the video.
	EXPRESSIONS
	ORDER

	1 schedule your time,
	

	2 feel overwhelmed, 
	

	3 unfocused, 
	

	4 niggling at you
	

	5 to obsess 
	

	6 time management tools, 
	

	7 it’s a two-part process, 
	

	8 schedule a block of time, 
	

	9 a meeting ended on a pretty awkward note, 
	

	10 not getting everything done you need to,
	

	11 have an idea you and you want to get it out to your clients, 
	

	12 4 o’clock rolls around, 
	

	13 do sth first thing in the morning, 
	

	14 a misnomer, 
	

	15 go into a panic, 
	

	16 time management approaches may not have worked so well for you, 
	

	17 what’s this gonna mean for my job security, 
	

	18 in the back of your mind, 
	


 5 Now watch the video again and decide if the following statements are true or false.
	Statements
	True or False

	1 The woman talking is showing us new time management techniques.

	

	2 She claims time management techniques often don’t work because people don’t use them properly
	

	3 The person in the first example is using a wrong time management technique.
	

	4 The person in the first example is not getting anything done because they don’t feel confident enough about themselves and their idea.
	

	5 The person in the second example is using a time management technique to limit the time the spend corresponding. 
	

	6 The person in the second example is worried because they haven’t done their job properly.
	

	7 The person in the second example is wasting time due to being upset and worried.
	

	8 The person in the third example cannot go to a date night with their spouse because they have to work late.
	


6 Read some of the tips an expert gives on how to have a 36-hour-day and put the pieces of advice he gives in order of usefulness (1 is the most useful and 9 is the least useful).
	1 Optimize Your Sleep - Some of us can get by just fine on 3-5 hours a sleep a night (I'm jealous of you!) while others "need" 9+ hours to feel rested.  Having said that I think that there are ways that all of us can sleep less and at the same time feel more rested
2 Optimize Your Diet - The human body spends more of its energy on digestion and elimination than anything else . What you put into your body in the form of food and drink will definitely have an impact on your energy levels as well the amount of sleep you'll need.
3 Multi Task - If you do two things at the same time you will be able to do more during your day.  But isn't multitasking bad?  The lady driving down the highway with her cell glued to her ear is probably not the best model for multitasking.  But I'd argue that multi-tasking, when done right, is one of the best ways to save time throughout your day.  Combining talking on the phone and "brain dead activities" is a great way to multitask.  For most people, doing laundry or washing the dishes is an activity that takes no thought.  Why not use that time to make a few phone calls and kill two birds with one stone?  
4 Get Organized - You really owe it to yourself to get organized because it will save you both time and stress.  There are a number of different ways and strategies for getting organized.  
5 Improve Your Typing Speed - In this computer age, the keyboard is often our primary form of communication with many people.  I'd say that the average person probably spends about 1-2 hours a day typing.  This could be e-mails, IMs, memos, reports, etc . Certainly for some people this number is much higher and for others it is low.  So let's just say an average of 1.5 hours per person for now. 

6 Improve Your Reading Speed-  Just as with typing, improving your reading speed can make you more productive and save you tons of time.  It also varies a lot but I'll assume that each of us again spends on average between one and two hours a day reading.  
7 Learn Out Loud - I believe strongly in the power of audio learning to literally add hours to peoples' lives and provide increased enjoyment of, and fulfillment during, times which have historically been frustrating and unproductive (e.g., the morning commute). Audio learning is the perfect multi-tasking activity.  I'm listening to audio books, podcasts, etc. several hours every day.  I'll do this whenever I'm driving, while exercising, doing stuff around the apartment, etc.  
8 Cut Your TV Time in Half-  Depending on what study you look at you'll find that the average person watches something like four hours of TV a day.  That boggles my mind.  We're incredibly busy and yet we somehow find a way to spend four or more hours a day watching television?!!!  Crazy...
9 Get Help from Others – Look for opportunities to have other people help you out with stuff.  A lot of this definitely depends on factors like what your job is and how much money you have.  If you're the CEO of a Fortune 500 company you can probably find people to do a lot of stuff for you and will have no problem paying them to do so.  But what about the rest of us? Ask people to help you free – you’ll be surprised to see how many are willing, or trade help with them and offer to help them out when they need it – this way both of you will have your tasks completed in much less time.
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