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PRODUCTIVITY: TIME MANAGEMENT, PROPER
PRIORITIES AND WORK HABITS
This course is designed to help you maximize your productivity and get more out of the time you have
while watching your productivity soar. Topics coved by this course include: The most important time
planning tools, the most important factor when setting priorities, work habits and techniques for improving
productivity.

LEARNING ASSIGNMENTS AND OBJECTIVES
As a result of studying each assignment, you should be able to meet the objectives listed below each
individual assignment.

SUBJECTS
The Essence of Good Time Management: Getting Yourself Organized
Establishing Proper Priorities
Developing the Work Habits to Get Things Done
Study the course materials from pages 1 to 53
Complete the review questions at the end of each chapter
Answer the exam questions 1 to 10
Objectives:
•
•
•
•
•

Recognize the most important time planning tools.
Recognize the most important factor when setting priorities.
Recall the ABCDE method of setting priorities.
Identify the central focus of time power.
Identify techniques for improving productivity.
NOTICE

This course and test have been adapted from supplemental material and uses the materials entitled Time Power: A Proven
System for Getting More Done in Less Time Than You Ever Thought Possible © 2007 by Brian Tracy. Displayed by permission
of the publisher, AMACOM Books, division of American Management Association, New York, NY. All rights reserved. http://www.
amanet.org www.amacombooks.org
This course is sold with the understanding that the publisher is not engaged in rendering legal, accounting, or other professional
advice and assumes no liability whatsoever in connection with its use. Since laws are constantly changing, and are subject to
differing interpretations, we urge you to do additional research and consult appropriate experts before relying on the information
contained in this course to render professional advice.
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EXAM OUTLINE
• TEST FORMAT:

•
exam is provided at the end of these course materials for your convenience, however you
must submit your answers online to receive credit for the course.
•

CPE hours.

• PROCESSING:
submitted. A score of 70% or better is required to pass.
•

Will be available in your account to view online or
print. If you do not pass an exam, it can be retaken free of charge.

ii • Course Information

TABLE OF CONTENTS
Plan Everything in Advance
Get a 1,000 Percent Return on Investment
The Reason for Most Failure
Four Ideas for Personal Organization
Three Steps to Organizing Your Workspace
How to Handle Paperwork
Put Things Away
Time Management Tools and Techniques
Seven Tools for Personal Organization
Get the Most Out of Air Travel Time
Action Exercises

1
2
2
2
4
5
6
6
8
11
12

Begin with Your Values
Free to Choose
Your Order of Values
Apply the Pareto Principle
Separate the Urgent from the Important
Identify Your Limiting Step
Think About the Future Consequences
Practice Creative Procrastination
Return on Time Invested
Priorities Versus Posteriorities
Practice the ABCDE Method
Reengineer Your Work
Set Personal Priorities
Five Key Questions for Setting Priorities

16
17
17
19
20
20
22
23
23
24
24
25
26
32

Aim for Maximum Payoff
Take Time to Think and Then Take Action
Action Exercises

33
33
34

iii • Table of Contents

The Habits of Highly Productive People
Four Steps to High Productivity

39
40

The Habit of Task Completion
Steps to Better Concentration
Personal Productivity Techniques
Action Exercises

41
43
47
49

iv • Table of Contents

CHAPTER 1: THE ESSENCE OF GOOD TIME
MANAGEMENT: GETTING YOURSELF ORGANIZED
Chapter Objective
After completing this chapter, you should be able to:
• Recognize the most important time planning tools.

“Make it a life rule to give your best to whatever passes through your hands. Stamp it with your
manhood. Let superiority be your trademark.”
—ORISON SWETT MARDEN
The difference between average people and highly effective people is that highly effective people are
much better organized when they work than others. Excellent personal and professional organization is

Fortunately, organizing is a skill, and all skills are learnable. You can learn to be an extremely well
of time than the people around you.
One of Murphy’s Laws states that

completely. The core function of good time management is planning and organizing yourself, and your
work, for maximum productivity. It is only possible to get the best out of yourself when you have brought
together everything you need before you begin work. You must then determine a place for everything
and make sure that everything is in its place.

The top 3 percent of high achievers are all persistent, continuous planners. They are forever writing
and rewriting their lists of goals and activities. They think on paper and are continually analyzing and
reevaluating their plans.
I used to wonder why it was that so many successful people seemed to spend so much of their time
planning. Over time, I learned that the more time you spend planning, the better and more foolproof
your plans become. By continually reworking your plans for achieving your goals, your goals become
increasingly believable and achievable.

increases. When you break down even the biggest goal into its individual parts, and then organize
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under your control. The more you plan, the more you program your goal deeper and deeper into your
subconscious mind, where it takes on a motivational power of its own.

The payoff from good planning is enormous. It is estimated that each minute spent in planning saves ten
minutes in execution. To put it another way, your investment in planning pays you a 1,000 percent return
on the time and energy you invest.
In life, all that we really have to sell is our time. The more productive our time usage, all things being
equal, the more we will eventually be paid. Your job is to invest your time where you can get the highest
ROL, or “return on life.” Where else can you get a 1,000 percent return on your investment?
Sometimes people say that they are too busy to sit and plan. The fact is that even if you force yourself
planning process. The only way that you will ever create the time you need is by planning your activities
carefully in advance. Remember, you save ten minutes for every minute that you spend planning before
you begin.

Peter Drucker said, “Action without planning is the reason for every failure.” If you look back over the
major mistakes you’ve made in your life, they will almost all have one factor in common. It was that you
rushed into the decision or situation without giving it enough thought. You either did not get enough
information, or you did not take the time to weigh and balance the pros and cons before acting. In every
case, the failure to plan carefully can be very expensive.

vacation, was accompanied by a good plan, worked out thoroughly in advance. The more time you took
were and the more satisfying was the end result.
The fact is that the better and more complete your plans are before you begin, the greater will be your
likelihood of your success once you start.
There is an old saying: “Success is tons of discipline.” One of the best exercises in
you to take the time to think through and plan out everything you do before you begin.

Here are four ideas you can use to help yourself get organized:
1.

Neatness is a key habit. Remember that neatness is a key habit for personal productivity.
You can dramatically increase your productivity and output simply by cleaning up and
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environment and your life. You actually get a feeling of pleasure and satisfaction each
time you put some part of your life or work in order.

clean out your car, you feel more in charge of your personal life. When you organize your
purse or briefcase, or even your home and your closets, you feel like a more effective
human being. Your
You feel more powerful as a person. You generate more energy and feel an increased
determination to get on with the job.
2.

Stand back and evaluate yourself. Here is a good exercise for you: Stand back from your
desk or work area and ask, “What kind of person works at that desk?”
Look in your purse or briefcase and ask, “What kind of a person would have a purse or
briefcase like that?” Look at and in your car. Look in your closet. Look in your house,
your yard, and your garage and ask, “What kind of a person would live that way?”
Would you entrust that person with an important task? Why or why not? Honestly
evaluate yourself through the eyes of a neutral third party. What do you see?

said that they would not promote a person with a messy desk or a cluttered work
environment. Even if that person was producing good work, these executives said that
they would not trust a position of responsibility to a person who could not get organized.
Don’t let this happen to you.
3.

Refuse to make excuses. Many people working in a messy environment use their
intelligence against themselves. They use their cleverness to justify and excuse
themselves for the messiness of their workspaces. They say things like, “I know where
everything is.” Or they say nonhumorous things such as, “A clean desk is a sign of a sick
mind.”

is turns out to be using a large amount of her mental capacity and creative energies
remembering where she placed things, rather than doing the job.
People who say they work well in a cluttered environment are usually wrong. If they
surprised at how much more effective and productive they were. If you or a person you
know has a tendency to justify and attempt to explain a cluttered desk or work area,
challenge yourself, or the other person, to work with a clean desk for an entire day. The
result will amaze you.
4.

Work from a clean desk. Direct mail entrepreneur Joe Sugarman once wrote a book
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