Tips and Tricks for Effective Time Management
Take a Planning Moment at the end of each day

Set 2 Priorities each day and display prominently

Slice & Dice – divide projects into smaller tasks
Bookmark – make a note about where you leave off when you’re interrupted
Schedule Tasks in your calendar with start and end times (including prep)
The Pomodoro Technique – blocking 30 min work periods and breaks

http://www.pomodorotechnique.com/
Schedule Email and Phone time blocks (don’t do it continuously)
Touch things once - use it, file it, or trash it
2 minute rule – if it can be done in 2 minutes or less, do it NOW

Double Time Estimates
Use timed reminders for emails in Outlook

Balance: Time, Quality, Budget – consider when accepting new work
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