
Get Your Ducks in a Row!

27 FEB 05 - 3 hours 

Wait
for me!



What are your objectives for this workshop?



Our Focus

PGetting yourself organized

PLearning how to get started on “big” projects

PRunning effective meetings



Learning Objectives

PSet up a personal time management system

PLearn to use mind-mapping for brainstorming

P Identify strategies for productive meetings



The REAL Objective

PYou won’t be caught up, but you’ll know
exactly what you’re behind on!



Personal Time Management
System



Advantages

PRemoves reliance on memory

PVisual & tactile learners

PVital info in one place

PSmorgasbord of things to do



We All Wear Many Hats . . . 

PBut you can’t separate yourself into different
people

PDon’t try!

PFamily events, Girl Scout events, office
events – all together!



Setting Up the Dividers

PDaily

PLong Range

PNext Actions

PLet’s Talk

PProjects

P Information

PForms



Calendar Pages

PDaily pages - about 3 weeks worth
< Enter appointments

PLong Range pages - 9 to 12 months worth
< Enter appointments



Rotate Every Week

PAdd another weeks worth of daily pages

PTransfer appointments from long range to
daily pages

P “Cross off” appointments with highlighter

PFile old daily pages

PFile old long range pages



Let’s Talk Pages

PWho are the people you talk to regularly?
< Boss, employees, co-trainers, teen-agers

POne page for each “regular”
< Jot down things you need to discuss as you think

of them

PNext time you see a regular, flip to their page
< Jot down decisions, etc.

P “Cross off” items with highlighter



Time to Purge!

PWrite down EVERYTHING on your “to do” list

PDon’t sort or organize

PGet it down on paper!



Identify “Projects”

PPut a “p” next to projects
< Things that are longer term, complicated

– Write thesis
– Organize training blitz
– Set up daughter’s wedding

P Identify the “next action” for each project



Next Action Pages

PWrite down next actions

PSmorgasboard

P “Cross off” with highlighter



Project Pages

PSet up a page for each project

PPersonal decision
< Type of page
< How it’s used



Other Features

PAddress pages

PPost Its

PPockets

PRulers



Mind Mapping



The Technique

PGreat way to tackle “overwhelming” projects

PLots of uses
< Brainstorming
< Notetaking
< Outlining

P Initially no right or wrong answer

PMap gets refined after 1st draft



The Map

PGoal is the “dot” in the center

PLines come out from center representing
major areas

PBranches from lines narrow down areas

PBranches are frequently “unknowns”



Sample Mind Map



2nd Sample Mind Map



Our First Map

PGoing out to dinner



Our Second Map

PPut together an enrichment training blitz for
about 200 leaders



Our Third Map

PPut together an enrichment course on Girl
Scout ceremonies



Our Fourth Map

PDealer’s choice 



Effective Meetings



Meetings - A Time Sink

PWhat’s the worst meeting you attended?

PWhat made it bad?



Definition of a Meeting

PAct or process of coming together

PAssembly of people

PPersons called together to interact for a
specific reason for a specific time



Key to a Good Meeting

PDetermine what you want out of the meeting
in advance & make sure the attendees know!



Before the Meeting

PPurpose

PSchedule & length

PAgenda

PAttendees

PDecision-making options

PDocumentation



Agenda

PA tool/process for thinking through a detailed
flow of topics

PA logical, sequential road map

PThe strategy of the meeting



A Good Agenda

PWho/where/when/length

PTopics and time guidelines

PPresenters and resources needed

PParticipants and substitutions

PType of topic

PDesired results



Ground Rules

PAttendance

PPromptness

PMeeting place

PCourtesy

PParticipation

PDecision making



During the Meeting

PEliminate distractions

PStart & stop on time

P Ice breakers

PState purpose/objectives & stick to them!

PKeep focused

PSummarize at the end - reiterate action items
and responsibilities



After the Meeting

PRecord keeping
< Participants
< Actual results
< Agreements and decisions
< Action items
< Action officer
< Due dates



A Thought . . . 

PEverything fits into one of these categories
< A reference
< A supply item
< A decoration
< An action item!



Thank You!

Kathy@campcrossroads.org

703-764-3701
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