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"How can I get to all the things I need to do?"
“I’m drowning in information…can you help me?”
As a Productivity Strategist & Coach, these are the types of the
questions I’m asked all the time.
Information, time and paper management are all connected.
Everything you do and don’t do is directly related to how
organized you are in our mind as well as your desk. And
somehow technology has become both the savior and the
culprit! It’s created a level of expectation that we can and
should respond to everything immediately. It has become a
time management pothole.
This ebooklet is intended to help sales pros such as yourself
navigate through the never ending demands on your time for
better results and less stress. It provides osme basic organizing
and time management tips and reminders.
You won’t use every idea in here but there may be one or two
suggestions that catch your eye and help you move towards
doing something more…timely!

Tip #1
The most important step in effective information
management is to handle today’s mail today. Not following
this tip will insure added paper and electronic piles.

Tip #2
All your email is already in one spot. Now create ONE spot
or home for incoming papers.
One spot. Not the floor.
Tip #3
Now begin making decisions on those papers one at a time
by determining what action is requires. Always move it
forward to a next action. Putting it back down in the same
spot wastes time. Same is true when reading email—move
it to the next action.!
Tip #4
The basis of effective time management programs involves
sorting a series of related tasks. You only have 3 things you
can do when sorting your information. Remember the
acronym NFL.
N ame the action
F ile it
L ose it (toss it…now!)

Tip #5
Put the FILE pile in a container. Preferably not located on
your desktop but within arm’s reach (behind you would be
good.)

Tip #6
Consider the ACTION pile your 'to do' list. Sort your action
pile into different similar activities. For example, phone
calls, internet research, expense reports (your favorite),
etc.
Tip #7
Now prioritize your actions and begin working on them
(ie. phone calls first, expense reports second, etc.).
Tip #8
The way you store and manage paper is dependent upon
your style. Styles fall into 2 main categories...left-brained
or right-brained. We all use both sides of our brain every
day. Dominate styles become evident in childhood and go
with us into adulthood.

Tip #9
Knowing your style helps you to set up a user-friendly paper
management system. That way you have a better chance of
not only becoming organized but remaining that way.

You’re a LEFT-brainer if…
Tip #10
You prefer lists to those little scraps of paper all over.
Commit yourself to a daily ‘to do’ list crossing off
completed tasks. And maintain only ONE ‘to do’ list.
Just one. If you maintain your ‘to do’ list on a computer
don’t forget you have it.
Tip #11
Left-brainers tend to be neat. Not necessarily organized
— just tidy. If you have ‘clutter’, refrain from in a desk
drawer.
Tip #12
Left-brainers prefer storing paper vertically rather than
horizontally. Well-labeled file folders work for you.

You’re a RIGHT-brainer if…
Tip #13
You’re a big picture thinker. You like using scraps of paper
or Post It®, rather than a planner, to catch your ideas.
Color is sometimes important. You consider the detail of
expense reports to be a nightmare.
Tip #14
Spiral binders might work better than regular paper
tablets. That way you don’t get concerned about one of
those ideas getting lost.

Tip #15
Visual & direct access to papers is the key for rightbrainers. Try file folders with a clear plastic cover, rather
than standard manila folders.

Tip #16

Tip #17

Store active working papers
horizontally. Use stacking trays
or literature holders.

Use file cabinets to store completed
projects/papers that aren’t active.

Tip #18

Right-brainers very people oriented….you’re in sales, right?
Think about naming files by the person’s name.
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For all of us…
Tip #19
Create a spot to collect reading material.
But not on your desktop.
Tip #20
Become ruthless in deciding what reading materials are
actually worth taking the time to read. If there’s no value,
there’s no reason to take the time.
Tip #21
Review a magazine's index & tear out articles of interest.
Throw away the remainder.
Tip #22
Block our reading time weekly or monthly. What’s the worst
thing that will happen if you don't read the article? No
value? Stop the subscriptions.

Tip #23
Remember...bookshelves are for books. File cabinets are for
files. Not the other way around!

Tip #24
Keep your written goals where you can see them
daily
Tip #25
When it comes to your goals I use a 4-step
technique:
1.
2.
3.
4.

See them
Own them
Set them
Get them

Tip #26
The most important part of the 4-step technique
is…owning the goal. If you’re not motivated,
getting there is going to be tough. Find a way to
state your goals around what’s important to you.
Tip #27
Goals are always connected to priorities. Always.

Tip #28
Identify your priorities. Email has sense of urgency, but it may
not be important enough to interrupt yourself every 5
minutes!
Tip #29
Try time blocking to help you work on priorities. Block out
time in your calendar to focus the most important things. You
know you’ll get interrupted…we’ll deal with that later.
Tip #30
Create a routine to work on priorities first thing in the
morning every single day. If you have to rearrange your
schedule, find another slot in your calendar to work on them
and honor it. It’s important to create a habit of consistency
for daily priority focus regardless of all the other things that
steal your time. And multitasking is a DEFINITE productivity
killer and stress producer.
Tip #31
Planning your time. It takes 5 minutes of planning to eliminate
30 minutes of unnecessary ‘doing’. Estimate the time it takes
to complete a task, then double it in order to make the
deadline and experience less stress in the process.

Tip #32
The biggest priority potholes are:
• Clutter
• Interruptions
• Ineffective communications
• Procrastination
• Micromanagement
Tip #33
There are 2 types of interruptions – the first one is
internal. Sounds like…’oh, let me go check my social
media again’ or ‘let me play some more computer
games’. These are fine to do if you’re taking a break 2-3
times a day but not more times than not.
Tip #34
The second type of interruption external. Individuals
coming to you and asking for a ‘minute’ of your time.
Tip #35
Important to remember when it comes to interruption
and distractions, it’s all about learning to set
boundaries…for yourself as well as others.
Tip #36
You might be a people-pleaser but if you learn to say
‘no’… nicely by offering an alternative date/time it
helps you stay focused on your priorities and not
everyone else’s.

Tip #37
Then there’s procrastination. A definite time
management deal breaker. Learn to manage it …or it
will manage you and help make your relationships less
than…well…positive.
Tip #38
Procrastination is a habit that begins in childhood and
comes marching along with us into adulthood.

Tip #39
It’s based in doubt or fear. Or simply not knowing the
next step. So ask yourself what you fear or doubt and
then find out the next step so you can move forward.
Then take one small step.
Tip #40
Procrastination speaks to personal accountability—in
your eyes and the eyes of others – so plays a big part
in self-esteem. Don’t let it erode yours because it’s a
negative when working with colleagues and especially
in trying to close sales.
Tip #41
Take one step forward right now. Then do it again
tomorrow and tomorrow and tomorrow. We all get
where we’re going one step at a time.

Tip #42
Work life balance/blur/fit is about working AND having a
life. But some think it’s a myth. All I can say is everyone
needs down time…including our brains.
Tip #43
I know sales pros can work night and day and weekends
to make their number. But it’s about working smarter
and not harder. Work life balance is important.

Tip #44
To work smarter, recognize your blind spots and learn to
overcome them.
Tip #45
To work smarter, focus on your mindset and learn to
shift it.
Tip #46
If you’re a Sales Manager who evaluates and measures
your guys, make sure you’re also developing them by
helping them remove roadblocks. This behavioral stuff
isn’t easy!

Tip #47
To work smarter, focus on your mindset and learn to
shift it.
Tip #48
To work smarter, focus on your mindset and learn to
shift it.
Tip #49
Clutter – physical and mental—is symptomatic of one
thing. Delayed decision-making. Improve at making
decisions about what you’re going to do and then
practice prioritizing those activities. All day. Every day.
It’s what will help get you where you need to go.

Tip #50
Take all the tips in this eBooklet and practice, practice,
practice!

And I’ll leave you with a quote from one of my favorite ‘sales guys’…

Education without execution is just entertainment

If you’d like to learn your organizing style and more tips,
you can take my organizing style quiz found in
Chapter 5 my Amazon Best Seller…

For a free copy of this chapter, just sign up for my monthly newsletter!

Keep reading…
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