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2 Take Charge of Your Day

Take Charge of Your Day
By B. Eugene Griessman

People occasionally tell you, “Do that in your free
time, ~ but in fact there’s no such thing as “free” time.
Even when youre lying by the swimming pool, that’s
leisure time—but it isn’ free time.

To prove that all ime has value, a senior executive at
a large corporation 1n the Northeast asked everyone who
attended a meeting to “punch in, " . At the session’s end
he calculated the total price of the meeting in man-hours
and converted these into dollars by prorating each staffer’s
salary.

The executive made his point. Meetings seem to be
free, but they are actually very costly, because time re-
ally is money. Indeed, for each $10, 000 you make an-
nually, a single hour is worth $ 5. And if you can save
just one hour a day, you’ll not only conserve thousands of
dollars’ worth of time each year but also give yourself
opportunities to learn and do things that make your time
even more valuable. That's why the most successful peo-
ple are those who've mastered the time-saving tactics de-
scibed here.

Stay Focused

All top performers establish priorities. Helen Gurley
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4 Take Charge of Your Day

Brown, editor-in chief-of Cosmopolitan, always keeps an
1ssue of the magazine on her desk. Whenever she’s
tempted to fritter away ime, domng something that doesn’
contribute to the magazine’s success, she glances at that
issue, and 1t gets her back on track. “You can work hard
all day, but be further from your goal than when you
started. ” A

One way to order your priorities 1s to create a “to do”
list. Every evening, jot down the top 20 tasks to be done
the next day, and review the list several times throughout
the day.

Harold L. Talor, a time-management consultant of
Canada, believes that the best way to accomplish what’s
on the hst 1s to give each task a specific time slot. “Not
unt1] I started scheduling them in my diary did I succeed
1n actually getung all the jobs done, " he says.

Pattern of Success

Most people who want to get ahead spend useful time
wrting personal notes of gratitude, sympathy and con-
gratulations. But when 1t comes to routine memos, let-
ters, fact sheets and forms, they save a lot of time by
relying on previously written matenal.

Susan Taylor, editor-in-chief of Essence, has created
some 40 form letters for everything from article rejections
to replies to requests for donations. Stored on her com-

puter, the letters can be called up, copied and cus-
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6 Take Charge of Your Day

tomized ® by changing a few key words. Taylor then often
adds a handwritten greeting at the bottom as a presonal
touch.

Telephone Tips

Financier J. B. Fuqua has made a fortune putting
deals together over the telephone. His most important
strategy 1s to make notes before he places a call. “I get
nght to the pomt, I don’t talk about the weather, and I
get the business over with. ” Fuqua believes that master-
ing time on the telephone is such a critical skill that it
should be taught in business school.

To avoid playing telephone tag, return phone calls
right away, because you're likely to catch the caller and
your messages won’t pile up. If the person is busy, many
time-tacticians make an appointment to call back.
Leaving a detailed massage on someone’s voice mail pre-
vents you from getting tied up, in long conversations and
will get you an answer more quickly.

Do It Now

As a renowned colour consultant, the late Suzanne
Caygll designed the homes and wardrobes of celebrities.
To deal with all the demands of her schedule, she fol-
lowed a rule learned from her seamstress grandmother: If
she had a job to do, she did it immediately.

Too many people waste time “commencing to proceed
to get started, ” Caygill would say. They spend so much
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8 Take Charge of Your Day

time preparing to do something that they often have no
time left to do 1it.

If you just dive 1n, though, you’ll be surpnised at how
fast you get things done. Remember, the best time to
plant a tree was 20 years ago. The second best time 1s
now.

Freeze the Design

Perfectionists can waste just as much time as procras-
tinators. Thomas R. Willhams, former chairman of Wa-
chovia Corporating, discovered that many young people in
banking don’t know when to stop researching a project and
start wrapping it up. Those tramnees could have learned
something from engineers, who are taught to produce the
best possible solution by a certain date. Even if a design
1s not perfect, they’'ve done the best they could under
deadline.

Engineers call this “freezing the design. ” Successful
time managers know when perfection 1s worth striving for
and when to leave well enough alone.

“I'd Love to, But...” all of us are invited to events
we don’t want to attend. The simplest dodge is to say,
“I'd love to, but I wont be able to go that evening. ”
Never explain why. Your friends won’t expect it and your
enemies won'’t believe it.

Off-Peak Perks

Avod long lines, traffic and other time-wasters by
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10 Take Charge of Your Day

living off-peak. Go to restaurants early, before the
crowds. Don’t cash checks on Friday afternoons. Go
grocery shopping dunng the dinner hour, when most
people are home eating, or late, after 9 p. m. Beat
holiday crowds by buying gifts all year long.

Consider Cost, Not Price

At a Las Vegas casmno, I once observed a

100-yard-long line of people waiting an hour to purchase a
$3.99 buffet © hreakfast. Fifty feet away, they could
have been seated immediately at a restaurant that charged
only $3 more. After breakfast, these same people hurried
back to the casino, where they risked many times the $3
on one game of chance. There are numerous instances of
beingpenny-wise and hours-foolsh.

Use Technology

Keep your work notes on a computer, not in a note-
book. Why? Because the computer has a search function
that can locate any topic in seconds. If youre always
running to the corner drugstore to make photocopies or
send a fax, consider buying your own machine. Your time
savings may well justify it.

Whenever you streamline a task or eliminate a hassle,
you don’t just save tume. You make your life more pleas-
ant. “Then do not squander time, for that’s the stuff life

1s made of. ”
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Pain

Pain

All of us have felt pain. We have cut ourselves. We
have been burned. Or we have had headaches. Some of
us suffer pain rarely. And others have painful attacks all
the time. Why does pain come 1n so many forms? What
are the different ways to stop 1t? Today’s program tells
what scientists have discovered about pamn, and how
doctors are helping to fight it.

French doctor and Nobel Peace Pnize winner Albert
Schweitzer once said that pamn“is a more terrible lord of
mankind than even death itself. " This is because we can
feel pain.

Pain can take complete control of our body and
mind, making 1t 1mpossible to move and even to think.
Yet we need pain. Without 1t, we would not know if
we have hurt ourselves. It 1s our body’s warning sys-
dem. It tells us that we are injured and should do
something about it.

Pan is the most common reason we go to a doctor or
other healer © . It is the most common reason we take
medicines. Until recently, however, most doctors knew of
only a few drugs that stopped some pamns. They knew
little about the process of pain itself. But new knowledge
about the process of pain 1s helping them learn to control




