Management:

From the Inside
Out
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I am definitely going to take a course on
time management...just as soon as I can
work it into my schedule.

Louie R. Boone, Author, Emeritus Professor of
Business at the University of South Alabama
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Neurobiology 101 by
Dan Pruitt !

It is not that you couldn’t,
it is that you didn’t.

It is not that you can’t,
it is that you don’t.
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ADHD

Inattention

Impulsivity

Hyperactivity
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Neurological Disorders That Affect
Time Management

ADHD

s ..-'-::{‘I

Memory

!‘, )L OoCD

X <
Time - _"“h,‘l ‘“

Awareness

Sl

Modalities

© Daniel G. Pruitt, PCC, SCAC 2008

Common Obsessions

Doubting
Dirt, germs, cleanliness, contamination
Perfectionism
Worrying about harm to loved ones or self
* Symmetry and order
“Just Right Feeling”
Need to experience sensations (burn, cuts)
Aggressive thoughts or images (including sexual)
* Religious or moral scrupulosity
* “Moral policeman”
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Memory Functioning

Short-Term Memory & : j ! o

Immediate Memory . ] £ : 5 \ worklng Memory

Working Memory Memory that has

slightly more capacity
than immediate

memory and operates

along with executive

functioning

Long-Term Memory
Procedural Memory
Declarative Memory
Semantic Memory
Autobiographical Memory
Strategic Memory
Prospective Memory
Metamemory
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© Adapted by Sheryl K. Pruitt, M.Ed., ET/P, 2(

Hallmarks of Executive Dysfunction
ols . Difficulties with:
Sensory Disintegration

* Goal Setting * Organizing

« Initiating « Shifting Flexibly
* Prioritizing  Using Feedback
* Pacing * Inhibiting

* Planning * Self-monitoring

* Sequencing * Executing

The “Dreaded Book Bag
Diagnostic Test”

© 1999 L.W. Walter, S.K. Pruitt & L.E. Packer

Goal Setting

The ability to set
goals that are ; B :
realistic and il T involves starting
attainable i < .. 4, aboring job
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Prioritizing

is understanding
the relative importance
of things

© Daniel G. Pruitt, PCC, SCAC 2008
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Planning

is the ability to
break down a
| process into

Pacing

is using your
awareness of time
control your actions.
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is the ability !% '

arrange items
according
to a system
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Shifting
Flexibly

is the ability to
change from one
activity to another

© Daniel G. Pruitt, PCC, SCAC 2008



Using Feedback

is being aware of
your impact and
using that
information to
alter your
behavior
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| is theability to
y maintain awareness
“iof yourself in

)
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When you say “I have ADHD” what do you mean?

Symptoms Total
to Qualify Combinations

ADHD/Inattentive 6 of 9
ADHD /Hyperactive 6 of 9
ADHD/Combined 12 of 18
Possible coexisting disorders: SI, OCD, TA, Mem,
EDF, Mod
[181/(121*6!)]*[9!/ (6!*31)]

Grand Total = A Really Big Number

Again I ask you, what do you mean?

Learn to be specific!

© Daniel G. Pruitt. 2001

Inhibiting

is the ability to

FIRE!  need to imbimie
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Executing |

is completing all
e details necessary
to finish a job
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Time

\‘i\ Management:
d

w———=_ Ten Rules
for creating a
personalized
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Rule Number One

One life
One time line
One calendar

© Daniel G. Pruitt, PCC, SCAC 2008
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an external visual organi
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Rule Number Two

Get a planner that
fits your lifestyle
and modalities.

© Daniel G. Pruitt, PCC, SCAC 2008

Calendars
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Rule Number Three ?
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Learn to write
everything down?

Rule Number Four
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Do it now!
Delegate it now!

Drop it now!
or
Write it down,
NOW!
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HOUSE JOURNAL
Fifty-fourth General Assembly
STATE OF COLORADO
SECOND REGULAR SESSION

e Rule Number Five
P b Toe Revreod Thomas R. s, Vieried Crsion ] %::3»43 : ﬂ,rk Z i A diary

The Speaker called the House 10 crder ot 900 am.

~ Koo, otk [ e .
e oy B is personal
0=

Present—-6D.
Absent and excused-Representotives Heim, Lee, Melnnis,
ond Taylor—4.

Absent -Representative Bowen— 1.

e Skttt o Learn the

ion_ of Representative Johnaon, the reoding of the

B e e 2 difference between
~REPORTS OF COMMITIEES OF REFERENGE a diary and a

APPROPRIATIONS

.
The Committee recammends the following: ourn a
HEL 1187 be amended os follows, axd 03 50 omended, be referred fo J T *
n the Committee of the Whale with fovorcble rec-

] oemendations

I Anend the State Affairs Coesittee amendeent, as printed in
3 House Journa), January 26, page 178, strike 1ines 23 through
3535, and substitute the ol louing:

35 “hnend printed bill, page 3, line 13, strike "(2)° and
% substitute "(2)

38 line 21, strike “(a)* and substitute “(1)*:

@ line 23, strike *(6)° and substitute (11

a

4 ine 26, strike "(c)" and sabstitute (111",

b
4 Page 4, ne 3, strike "()" and substitute "IV © Daniel G. Pruitt, PCC, SCAC 2008

Rule Number Six
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Developing Time Sense

Task bstimated Time | Actual Time

© Daniel G. Pruitt, PCC, SCAC 2008
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" Rule Number Seven

Learn to know
what yes
means.

© Daniel G. Pruitt, PCC, SCAC 2008
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Learn the limits of
your working
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Random
Access
Memory

Central
Processing
Unit

Output
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Get it out of your head

We have trained ourselves to use our
intelligence to handle all of the information.

It worked for many years until life got more
busy

Can’t have it both ways. You have to jump
completely into the pool. You have to create
a system that you can trust, then trust the
system.

a5
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This is hard work!

© Daniel G. Pruitt, PCC, SCAC 2008
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Create a system you

#% W= =% ' Rule Number Ten

Regularly work
your time
management
system.

Three-Legged Stool
Theory of Planning

Remember:

All three legs

are essential.

How Long
You Take Available

© Daniel G. Pruitt, PCC, SCAC 2008
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oosing Actions in the Momer
1st Context
2nd Time Available

3¢ Energy Available
4th Priority

The Budget Analogy

WEEKLY PLANNER
Sunday Monday | Tucsday |Wedncaday| Thursday | Friday | Saturday
&30) Marm | Alarm | Alsrm | Alerm | Alsom | Alarm
700 Exercise | Exercise | Exercise | Exercise | Exercise | Bxercise
7:50]_Alarm ! L I I ! L
8:00] Shower | Shower | Shower | Shower | Shower | Shower | Shower
8:30[ Dress, etc. | Dress, etc. | Dress, etc.| Dress, ete | Dress etc.| Dress, etc.| Dress, ete
9:00[ Prealdast | Breakiast | Breakdast | Brealfust | Breakfast | Brealdast | Breakinst
930 | | carem Care for Care fo
10:00 Family | child, chid, child,
10330 _Time | chores. chores, Chores,
11:00 cleani cleaning, cleanin
11:30 et ete etc
12:00) 1 1 Care for 1 Care for 1
12:30 trovel me | child, | Travel time| _child, | Travel time.
1:00] chores, chores,
1:30) cleaning, cleanine,
200 Seven | ete | Sewn | ew Six
230 hours | include | hours | include | hours
300 at | dinner | ot | dinmer | m
330 offce office offce
00 include nclude nclude
4:30) dinner dinner dinner
5100
530
600
630
7:00] Family
730 Time
5100 Travel ime
5130
9:00) Travel ime Travel time 1
930 Down | Down | Down | Down | Down | Down | Down
1000 time | tme | time | tme | time | tme | dme
10:30| 1 1 1 1 1 1 1
11:00 Sicep | Siecp | Sleep | Slecp | Steep | Sieep | Sieep

Goals, Dreams, Aspirations

How

I Why
Plans , Projects, Should-Dos

How
In The Moment IWhy

Another Track

© Daniel G. Pruitt, 2001
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WEEKLY PLANNER
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WEEKLY PLANNER

Monday | Tucsdsy | Wednesday| Thursday | Fridsy | Saturday




Do or do not,
there is no try!

© Yoda, 1977
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Time Management Rules

1. One life, one time line, one calendar.
2. Get a planner that physically fits your lifestyle and modalities.
3. Learn to keep the day planner with you at all times.
4. Learn to write everything down.
5. Learn the difference between a diary and a journal,
and between a to-do list and a plan of action.
6. Learn to be a better time estimator.
7. Learn to say no; or learn to know what yes means.
8. Learn the limits of your working memory.
9. Regularly process your system.
10. Regularly process your time/information management system.

© Daniel G. Pruitt, 2001
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