%) BTensure

10-Point Checklist: Time Management Excellence

A strategic framework for prioritizing high-impact activities and maximizing operational
efficiency within BTensure best practices.

Define Strategic Objectives with Leadership: Do you start your cycle by reviewing your
to-do list and aligning with your peers and supervisors on top priorities, ensuring your
"Must-Win" tasks are perfectly synchronized with broader organizational goals?

Utilize Time-Blocking: Do you dedicate specific, uninterrupted blocks of time in your
calendar for deep work, ensuring critical projects receive focused attention?

Apply the Eisenhower Matrix: Are you consistently utilizing a prioritization framework
to categorize tasks by urgency and importance, allowing you to objectively identify
which activities to eliminate or delegate?

Practice Proactive Delegation: Are you actively assigning tasks—that fall outside your
core strategic focus—to capable team members who are trusted to perform the task
perfectly, without the need for re-work, ensuring your time is reserved for high-impact
initiatives?

Implement "Batching" for Routine Tasks: Do you group similar administrative tasks
(like email, phone calls, or invoicing) into single time blocks to reduce cognitive
switching costs?

Set Realistic Time Estimates: Are you utilizing historical data to set accurate time
allocations for tasks, accounting for necessary breaks and potential interruptions?

Control Digital & Environmental Distractions: Have you established "quiet hours" or
specific protocols to limit interruptions from emails, notifications, and unscheduled
meetings?

Standardize & Streamline Meeting Protocols: Do you collaborate with supervisors,
peers, and staff to mandate clear agendas for every meeting, while actively auditing
and reducing unnecessary "time-eater" meetings across the team?

Conduct End-of-Day Review: Do you perform a 10-minute audit at the end of each day
to assess completed work against your plan and prepare your "Must-Win" list for the
following day?

Analyze Time-Waste Trends: Do you regularly review your calendar and task logs to
identify recurring "time-thieves," adjusting your processes to reclaim lost productivity?

BT is your partner to implement the changes smoothly and successfully
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