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1 Introduction

Welcome to this book on daily planning: strategies for ultimate success.
So, why might you need or want to daily plan? Well, in my experience there are 6 main reasons:

« your having ‘to do more with less’

« there is increasing workload and pressure

o there is pressure to work in new ways

« your balancing a greater number, or more complex tasks

« you have a feeling of being inundated

« your struggling or never getting to the end of your ‘to do list' - resulting in an ever growing

list, taking tasks home or extending your working day

As a result you want to take back control and feel that you're on-top of things and have breathing room.

This means that you can give yourself space to develop rather than just survive.
In this book we will be looking at 13 main topics or areas:

where are you currently? — let’s take stock of what you do and when
time stealers or pirates

procrastination and why you really put things off

meetings

interruptions

emails

fixed tasks

urgency vs. importance

¥ 0 N U o oo

to-do-lists

—
o

. prime and down times

[u—
—

. « » ({3 »
. saying “no” and “yes

—
[\

. bringing it all together
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. an action plan for success

Daily planning is a topic I have written about and lectured on for many years, to both individuals and as
part of a wider organisational initiative to increase team, departmental and organisational effectiveness. I
know these strategies work because I've seen it do so time and time again. That said, its not easy, at least
in the beginning. You are trying to fundamentally change the way you have done things and this could
have been your approach for many years. But please, bear with me and the action plan we'll develop
together as we go along will pay huge dividends in the end. You’ll feel; more in control, less negative and
swamped by the shear volume of your tasks, less stressed and more able to concentrate on the positive

elements of your day and your development.



