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What drives
your daily
agenda”? Email
or priorities?



IDEA #1:
Prioritize
Ruthlessly
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9:41 AM

Reminders 4

Pick up rental car
Check into hotel

Sign up for snorkeling for four
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Book dinner reservationsl @
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You should start each day
with a session prioritizing
the tasks for that day.
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IDEA #2:
Create Time




NEW BIZ

TIME MANAGEMENT

IN-PROGRESS

CUSTOMER
SERVICE

RETENTION




all-day

8 AM
| Update To-Do List

| Email quick reply and clean-up

9 AM
9:33 AM @
10 AM
| Retention
1 AM
11 AM
Prospecting
Noon
1PM
2 PM
3 PM
3 PM
In Progress Sales Follow-Up
4 PM

4 PM
Prospecting

5 PM
| Update To-Do List

| Final email quick reply and clean-up
6 PM

6 PM
Sales therapy - Happy Hour
7 PM
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IDEA #3:
Avoid Random
Patterns
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Name 5 things in life that
happen randomly that are
good for you?
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1. Look for repeatable patterns of
SucCcCessS.

2. ldentify repeatable patterns
of failure.

3. Always be looking.



IDEA #4-
Create Email
Templates
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Never write an
email more than 2X
without creating a
template for it.



Then... use email
technology to your
advantage.
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Testing Canned Responses —

Melissa Bandera (jellydesignstudio@gmail.com)
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IDEA 5 Turn off
email pop-up and
chime.
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A 30 second interruption can cause
you to take 2 minutes to re-engage.

20 interruptions per day can cause 40
minutes of lost time per day.

That is 174 hours per work year.

Source: StatisticsBrain.com



Priority 1 - Now

Priority 2 — Within 2 hours
Priority 3 — Before

end of day



IDEA #6:
Schedule time
. for client
‘ research
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Friday afternoon
from 3:30-5pm
personal R&D
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IDEA #7:
Become a
technology
expert



Know your CRM
Inside and out.
Make it whirl!
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To Bob.jones@johndeerecorp.com

XT-200

Boomerang this: Y
Hi Bob. Before emailing y eere. I have an idea that could put your

XT-200 in front of 17,000 n 1 hour feel this idea will be worth your time. 20

minutes is all that I need. 'n2hours is? 1 promise not to waste your time.
In 4 hours

Tomorrow morning
Tomorrow afternoon

Ryan Dohrn

Citrus Industry News In 2 days

800-927-2765 In 4 days
In 1 week
In 2 weeks
In 1 month

SansSerif - T~ B 7 At a specific time:
- Examples: "Monday 9am", "Dec 23" ,

m A D B H6/26/201811:15|AM 3“

= . Tue, Jun 26, 2018 11:15 AM

Send Later || Boomerang this In4 hours ¥ ifnoreply ﬁ &% Boomerarg Respondable &
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Create a process
for everything
that you do



1. How do you handle sales leads?
2. How do you reply to emails?
3. How do you reply to meeting

requests?
4. When do you seek advice?
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IDEA #9:
Set time limits
. for everything




Increase your
productivity by 150%
by setting time limits!

Source: toggl.com



IDEA #10:
- Managing Up
?/ and Around You!
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1. Meet with your manager in
advance and TOGETHER set your

time management goals.

2. People abusing your time is often
about THEM not understanding your
time management efforts. ‘.



1.
2
3
4,
S.
6
7
8
9.
1

Prioritize Ruthlessly

Create Time Blocks

Avoid Random Patterns

Create templates

Turn off email pop up/chime.
Schedule time for research
Become a technology expert
Create a process for everything
Set time limits for everything

0. Manage Up & Around you
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