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Enjoy the read!

To help you move around this e-Pocketbook we have included a full ‘Table of Contents’,
with links that take you instantly to the chapter or page of your choice. Be sure to reveal

the Table of Contents within the navigation pane (sidebar) of your file viewer.

In addition, we have embedded links within the book itself, denoted by coloured 
arrows     and text that is underlined (or highlighted). These embedded links will get you
swiftly from the Contents page to a specific chapter and from cross-references to other
parts of the book. A link at the foot of the page      will get you back to where you started.

The web browser or document viewer you use to read this e-Pocketbook may well pro-
vide further features (e.g. word search, zoom, page view options) to help improve your

reading experience. 

It is well worth spending some time familiarising yourself with your document viewer 
in order to get the best from this e-Pocketbook. 

Enjoy your reading!
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There are no original ideas in Time Management; just original ways of expressing

them. It is a privilege to be asked to create an all-new Time Management

Pocketbook after five editions of such a worthy predecessor.

You won’t find any disagreement from me with the ideas Ian Fleming put into his

Time Management Pocketbook. What you will find is a different emphasis, and new

ways of expressing the ideas, which I hope will resonate with you.

Many of the tools and models are my own. But I also want to acknowledge that

much of the best thinking about how to help you manage your time has been done

by a series of writers and trainers who each have their preferred method. Which one

will work best for you, I cannot know.

So I have presented eight ‘systems’. Where others have originated them, or made

them their own in compelling descriptions, I can only say that if I misrepresent their

ideas, the fault is mine alone, and solely due to my desire to encapsulate a big idea

in a small space.
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TAKE CONTROL OF YOUR TIME

YOU CANNOT MANAGE TIME… 
BUT YOU CAN CONTROL HOW YOU USE IT

The ticking of a clock.
The passing of the days.
The rhythm of weeks.
The cycles of the moon.
…and another year is gone.

What makes you think you can manage any of that? You cannot.

Yet many of us feel we need to pack more and more into each day. We need to get more
done, check more messages, engage with more people on social media, give more time
to our families, and make more of our lives.

Productivity is our mantra, and getting stuff done is our goal. And to do it, we need to
manage our time. But we cannot.

All we can do is learn how to use the time that we have, as well as we can.
6
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TAKE CONTROL OF YOUR TIME

USE YOUR TIME AS WELL AS YOU CAN

This book is about how to use your time as well as you can. It’s in five sections.

Section 1 will show you how to plan your time, to balance the advantages of feeling in
control against the necessity of remaining flexible and able to adapt to changes.

Section 2 deals with ways of working that will make you more productive. View each
idea as a tweak that will help you get more out of each day.

Section 3 tackles one of the biggest problems you face: the challenge of too much.
Whether you have too much to do, too many messages and social media feeds, too
many distractions, or a backlog of all of it, we have strategies to help you.

Section 4 will save you time. So you don’t have to read a load of other books, we’ve
summarised eight of the most popular time management systems out there, for you.

Section 5 introduces you to the idea of time as a strategic asset in your organisation.
Without it, you’ll achieve nothing, so what’s the organisational perspective on time?
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TAKE CONTROL OF YOUR TIME

THE BASIC PROCESS FOR USING 
YOUR TIME WELL
Planning your day, your week, or your month is a good thing. 
But an hour into the morning, when the phone rings…

There goes your plan. 

So you need two things:

1. A plan that is simple and adaptable.

2. An approach to reviewing your
plan when you need to.

8
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TAKE CONTROL OF YOUR TIME

A SIMPLE & FLEXIBLE PLAN

There are four components to a simple, flexible plan for how to use your time.

Goals
First – you need to know what you want to achieve: your goals.

Tasks
Second – your plan must list what you need to do to achieve your goals: your tasks.

Durations
Third – estimate how long each task will take: your durations.

Allocations
Fourth – decide what time slot to fit each task into: your allocations.

Goals – Tasks – Durations – Allocations… GTDA
You can remember this acronym as telling you how to Get Things Done Adaptably.
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