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l. Time Management/Productivity

e 7 Lessons from “Getting Things Done” by
David Allen

* My approaches:
— Desktop
— Calendars
— To do lists

— E-mail management
— File management

* Your Approaches



“Getting Things Done”

* Lesson 1 (prepare)

— Set aside time

* 3 hrs to 1-2 days, initially (*desktop, one file drawer,
room in house, etc.)

* 1 hr /week, thereafter

— Get your hardware in place
* File folders

* |In-boxes or in-baskets
* List management system

 Calendaring/scheduling system

— Create a personal filing system (see 114-117)



“Getting Things Done”

* Lesson 2 (act; page 32):
— Do it
— Delegate it or
— Defer it



ACTION

Projects
(planning)

v

Project plans
(review for actions)

Multistep
projects

Yes

Do it

“stuff”

!

In-basket
v
What is it? > Trash
v
i i 2 Someday/maybe
Is it actionable? ‘ No > y/may

(tickler file; hold for review)

I Reference

Yes > (retrievable when required)

v

What's the next action?

7
v

Will it take less than 2 minutes?

v

\4 v
Delegate it Defer it

v
v v \4

Waiting Calendar Next actions
(for someone else to do) (to do at a specific time) (to do as soon as | can)

From David Allen — Getting Things Done 2001



“Getting Things Done”

e Lesson 3 (organize; pages 139 and 140):

— Seven types of things to track and manage:
* “Projects”
* Project support material
e Calendared actions and information (e.g., a meeting)
* “Next actions”
* “Waiting for” list
* Reference material
e “Someday/maybe” list



ACTION

ORGANIZE

Projects
(planning)

v

Project plans
(review for actions)

Multistep
projects

Yes

Do it
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In-basket
v
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v
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Is it actionable? ‘ No > y/may
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v

What's the next action?

7
v

Will it take less than 2 minutes?

v

\4 v
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v
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Waiting Calendar Next actions
(for someone else to do) (to do at a specific time) (to do as soon as | can)

From David Allen — Getting Things Done 2001



“Getting Things Done”

* Lesson 4 (create action reminders; page 144):
— Organize actions by context

e “calls”

e “at computer”
* “errands”

» “office actions”
e “at home”

» “agendas”

* “read/review”



“Getting Things Done”

* Lesson 5 (getting e-mail/in-box to empty;
page 152):
— Re-use personal filing system approach (e.g., by
projects)
— Add:

* @ACTION
* @WAITING FOR

— See lesson 2 (do it, delegate it, defer it, OR delete
it)




“Getting Things Done”

* Lesson 6 (review weekly—"empty your head”;
page 184):
— Loose papers—collect in in-box for processing
— Notes
— Previous and upcoming calendar
— Review “projects”
— Review “next actions”
— Review “waiting for”

— Review “someday/maybe” list



“Getting Things Done”

* Lesson 7 (plan; page 71):
— Capture your ideas
* Mind-mapping is a strategy that works
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“Getting Things Done”

Prepare

. Act
. Organize

Create action reminders

Empty your inbox (get email to empty)
Empty your head (review weekly)

Plan



) iGoogle - Mozilla Firefox
File Edit View History Bookmarks

& -c

|8 Most visited P Getting Started 5 | Latest Headlines
Web

Tools Help

(al |i b4 :http:ﬁwww.google.comp’ig?source=gama

Charles Schwab 1_] Delete C_] Upcoming @ http:{fwww.united.co...

Images Maps News Shopping Gmail more v

Google Search || I'm Feeling Lucky

New! Take a tour of iGoogle’s new features [

1Google

william.michener@gmail.com | Classic Home | My Account | Sign out =

~

ance ch

Search Preferences
Language Tools

Themes for causes | Change theme from Beach | Add stuff »

+ [+ ==
Home ~ | NYTimes.com - Top Stories Dictionary.com =i

Search:

Richardson Withdraws
as Commerce Nominee
Gov. Bill Richardson
withdrew his nomination
as commerce secretary
amid a grand jury
investigation into the awarding of a state

News

Finance

Science

See Before You Die - Place of the Day  [=/[5)

Lake Roosevelt (ALASKA), UNITED
STATES

(= Movies contract in New Mexico. Date & Time =
Movies Openin... z :
- With Senate Set to Return, Uncertainty 12
DVD Releases Over Obama’s Seat 1 1 sun
Fandango Movi... - The Caucus: Lawmakers Say Stimulus 10 2
Netflix New Rel... Package May Be Delayed 9 - 3 JAN
Top 5 movies at... - Israeli Troops Advance, Bisecting Gaza 4
Rolling Stone M... - U.8. Said to Block U.N. Gaza Statement 8 4 The other side of those cold Alaska nights is
: IMore news » 7 6 5 the unbelievable light afforded by the
Fandango Movi... midnight sun.
Yahoo! Movies o Add :
= — = . Add your place
Rotten Tomatoe... Toodledo - Your to-do list > = Wikipedia Sl=]
Pretty Costa Rica Ladies
W\/ A pOW9rfU|- gasy \N\'24 | [~ ] Are Waiting For A Real Man Marry Costa v

D) |(menteestendvisor

&) iGoogle - Mozilla Firefox

http:fwww.google.comfig/dir...

|
M |

" EE Microsoft PawerPoint ...

‘4 start

v @ ‘ Now: Mostly Cloudy, 32°F %

| Sun:39°F G®| Mon:44°F 1y

Q‘/Q‘,ﬁe«‘%( MLs 3:15PM




J Google Calendar - Mozilla Firefox IQIEI[Z|
File Edit View History Bookmarks Tools Help s

e o c p 4 ar (E ihttp:ﬁwww.google.com;’ca|endarfrender a"ﬁ," v l' Google }_l

|81 Most visited P Getting Started 5| Latest Headlines Charles Schwab C] Delete I:] Upcoming @ http:/fwww.united.co...

Gmail Calendar Documents Photos Reader “Web more william.michener@gmail.com | Sync | Settings | Help | Sign out
‘ O le | H Search My Calendars ] [ Search Public Calendars ] Show Search Options
Calendar g«: -
Create Event ERER 0s Jan4-102009 Refresh ©Print Day Week Month 4 Days Agenda
Quick Add | Sun14 | Mon1/5 Tue 1/ Wed 17 g Thu 18 Fri1/ Sat 110
009 Jr Faculty Leadership Workshop Luquillo trophic dy

i palhialy Gl LI Junior Faculty Trai Junior Faculty Tral LUQ E

S B o Junior Faculty Trai

21 22 23 24 25 26 27 Junior Faculty Tral

§28:29 3031 1 2 3 |

BNs 6 7 8 966 |
11 12 13 14 15 16 17

18 19 20 21 22 23 24

25 26 27 28 29 30 31 10am
-2 3- 4 8§ 6 Nk

3|

11am

¥ My calendars

William Michener 1;3 12pm 12:19p - 1:19p
Kepler/CORE Bd John depart
NM EPSCoR NSF - 1
- 1:30p — 2:30p i = [l 1:30p — 2:30p &
Seftings Create = EPSCoR staff NBII Conf Call
mtag = —
w Other calendars
At s e s 3pm 3p - 4:30p 5"
Add a friend's calendar ) Kepler/CORE

Anna Morrato 7| & telecon
- | 4pm =

Barbara Kimbell

B

al-|

.

=0 M

s Start EF Microsoft PawerPoint ... ) Google Calendar - Mo... ; & W Ede C MLy 3:25PM




) Google Calendar - Mozilla Firefox

File Edit VYiew History Bookmarks Tools Help

6 c X {ar ( 2] Ihttp Thwww,google,comfcalendarfrender G|+ Google ,Ol
L8] Most Visited P Getting Started 5| Latest Headlines Charles Schwab lj Delete [:j Upcoming @ http:/fwww.united.co...
Grail Calendar Documents Photos Reader Web more v william.michener@gmail.com | Sync | Settings | Help | Sign out
‘ O le | |[ Search My Calendars ] [ Search Public Calendars ] Show Search Options
Calendar 8
Create Event R odar January 2009 Refresh ©Print Day Week Month 4 Days Agenda
Quick Add Sun Mon Tue Wed Thu Fri Sat
« 3 2009 » Jen t - 3
o nueny 2009
3 yoga 2p Alyssa depart
ﬁ 22 23 24 25 26 27 9 yoga g MSP Conference ClElRE =]
29 30 31 1 2 3 +1 more +3 more +2 more +2 more
5 6 7 8 9
11 12 13 14 15 16 . = 2 v B
19 20 21 22 23 9 yoga 2009 JIr Faculty Leadership Workshop @& Luquillo trophic dyn
26 27 28 29 30 9 yoga Junior Faculty TrainjJunior Faculty TrainjJunior Faculty Trainf LUQ Exec Board 12:19p John depart
2 3 4 5 6 _’. 8:50 UNM Hosp. Gen ERSEENRER 4:30p yoQa Junior Faculty TrainjJunior Faculty Train
N +2 more +1 moare +2 more +1 moare
M | 11 12 13 14 15 16 17
A 4 . . -
y calendars 4Luquillo trophic dylINTEROP DN1 mtg in SB CA & 4:20p arrive
Williarm Michener ¥ |3 yoga NMHLU Classes Starf Joint US-Mexico hurricane meeting 6:45p Bettys
T =/ |5 yosa  MSP Conference Cap Kepler/CORE telc (LG
o +5 more +1 more
MM EPSCoR NSF v
Setlings Creals 18 19 20 . 21 22 23 24
S s yoga &:15 Dr. Cheema ot (ANRCENEED CRZNIEE]
9 yoga MM Legislature opell PDPA Meeting 10 EB videocon 10 AD meeting
v Other calendars 9:30 derm 4:30p yoga 1:30p EPSCoR staff r
Add a friend's calendar 3p Kepler/CORE tele +2 more
o = 25 26 27 28 29 20 31
Barb Rimball = 3p Kepler/CORE tele2 Thompson RS 2O I W CMES strateqic planing
S — Bill's birthday Dr Rodgers &p obedience trainins Thompson Jon's birthday
9 yoga 2 MSP Conference C 4:30p yoga

9 yoga 4:30p yoQa

Done M | I n |_| v O‘.’ Mow: Mostly Cloudy, 32°F + % H Mon: 44° F 0’ Tue: 45°F 17y
14 Start B3 Microsoft PowerPoint ... ) Google Calendar - Mo... s B3 L) e wde O M 321PM




) Toodledo :: Your To-Do List - Mozilla Firefox
File Edit View History Bookmarks Tools Help

) - C X G (] rtmmondedn cmpiensindexoty D | [Dfeede P
|8 Most visited §P Getting Started |5 | Latest Headlines Charles Schwab C] Delete C] Upcoming @ http:/fwww.united. co...
| TOOdledg “Yiew By: Main | Folder | Due-Date | Priority | Sharing | Search | Clazsic © Add a Task
lenme All Tasks Starred H Recently Added Recently Completed Recently Modified
| william.michener ¢ |8 To-dos sorted by Folder Collaborators ¥ Filters»  Sort»  QuickSearch »
"Y Pro Subscription 7 3 e X =
Toggle Notes | Toggle Dividers | Toggle Subtasks Customize: I3[[J = Print: d;b

4 To-Do List o Tip: If you use the Firefox web browser, you can install Toodledo's Addon which will give you a guick way to view and add tasks from Close tip

| any website.

2+ Sharing -

| Calendar Task Folder Due Date Priority

- Scheduler =) DataNetONE |

= Goals i : :

q Files [ 7 %7 CI Stratgeic planning mtg prep DataMetOMNE nao date 3Top o

{% Notebook 0 7 <2 RCN mtg plan DataMetONE no date 3 Top o

) Statistics g

-0 History = A =

1= Booklet [ 7 47 take banner classes EPSCoR ho date 2 High )

L Forums = LTER i

. Folders & Contexts [ 1 <7 clean desk and file cabinets LTER no date 2 High 5]

i gﬁ)?lr;c?ioi);pm [0 7 %7 PLoS data center paper LTER no date 2 High o

2 Account Settings =] Work-miscellaneous (e

&1 Sign Out [ 77 <7 NBIl SW Node plan Woark-miscellaneous no date 3 Top o

ign Ou
O 7 <2 esa talk Woark-miscellaneous no date 3Top o

Upgrade Your Account = Finances &
gRlnchiows [0 7 7 VALIC - review allocations in January Finances no date 2 High o

Privacy | Conditions

Copyright © 2008

Transferring data from www.t... M ’ ‘ n IM' v @i.‘ Now: Mostly Cloudy, 32°F + % H Mon: 44°F - | Tue:45°F

1 s Start Microsoft PawerPaint ... ) Toodledo :: Your To-... s B2 ®? /Q_v“'j‘; &%, C ML 3:17PM




) Toodledo :: Your To-Do List - Mozilla Firefox

File Edit View History Bookmarks Tools Help

@ - c A l‘ ;g; httrpi,f{www.toodledc:com{yiews!fripdex.php - @7

i‘ 1:, soogle j-‘

o\
|47

|8 Most visited §P Getting Started |5 | Latest Headlines Charles Schwab C] Delete C] Upcoming @ http:/fwww,united.co...

| Toodledg Yiew By: Main | Folder | Due-Date | Priority | Sharing | Search | Classic @ Add aTask &
Welome All Tasks| Starred Hotlist Recently Added Recently Completed Recently Modified

| william.michener ¢ |46 To-dos sorted by Priority Collaborators »  Filters» Sort»  QuickSearch b
lf_‘:’ Pro Subscription

Toggle Notes | Toggle Dividers | Toggle Subtasks Customize: LJAL‘,:' = Print @]
4 To-Do List & Tip: If you use the Firefox web browser, you can install Toodledo's Addon which will give you a quick way to view and add tasks Close tip
1 from any website.
2+ Sharing -
= as older ue Date riori
| Calendar Task Fold Due Dat Priority
.~ Scheduler A 3 Top =
= Goals Py . , |
L SFiles [ 7 <7 NBIl SW Node plan YWork-miscellaneous no date 3Top o =
|| Notebaok O 7 €9 C1 Stratgeic planning mtg prep DatalNetONE ho date 3 Top o
[ Statistics REP
) History L1 07 %7 RCN mtg plan DataNetONE no date 3 Top o
ij E°°k19t O 7 %9 esa talk Work-miscellaneous no date 3Top o
_ Forums
AN 2 High 55
. Folders & Contexts 7] 7 <J take hanner classes EPSCoR ha date 2 High o
% Import & Export miy
= Connections [ 7 %7 clean desk and file cabinets LTER ho date 2 High o
haceount Settings [J 7 <Y PLoS data center paper LTER ho date 2 High )
' 8 Sign Out [0 7 <7 VALIC - review allocations in Januar Finances ho date 2 High o
g v )
£ 1 Medium &
Upgrade Your Account 0 @ | v ic ol LTER e 1 Medi
Help & News L1 N4 Lter communication strategic plan no date edium o
: o O 17 ¥ cash in stocks Mom no date 1 Medium ]
Privacy | Conditions
Copyright @ 2008 lucent, lci, ncr
O 7 %Y collate EPSCoR bylaws and org charts from all states EPSCoR no date 1 Medium =
Anna and Lisa -- first pass at this v
http: /fwww. toodledo,comjvie... M ’ ‘ |M| v @i.w Now: Mostly Cloudy, 32°F & H Mon: 44° F ;) Tue: 45°F 47~

4 s Start Microsoft PawerPoint ... ) Toodledo :; Your To-... s B3 Q)!v‘?ﬁ 2% C [MLs 3:19pM



©) Network Office Webmail - Mozilla Firefox

File Edit VYiew History Bookmarks Tools Help

6 v c X {ar @https:Hwebmail.Iternet.edu,l'squirrelmail;'src!webmail.php i:} v

G-

Google y

Most Visited P Getting Started 5] Latest Headlines Charles Schwab Ij Delete [j Upcoming @ http:/jwww,united. co...

Do you want Firefox to remember this password?

[ Remember ] [Ngver for This Site ] [ Mot Now ] &

1]

MLAL AL AL AL AL AL L AL AL AL LA AL AL AL LA

|
Compose Addresses Folders Options Search Help LTER. Network Office
Previouns | Next | 12 34| Show All | Toggle All Viewing v
Move Selected To: T
| INBOX v |[ Move ] [ Forward ][ Flag ][ Unflag ][ Ret
From O Date & Subject O 17
[J Gayle Dana 3:25 pm =4 Re: education figure - fiying again
[J Gayle Dana 3:18pm 0 Edits
[J Barbara Kimbell 2:58 pm U3 logic model
[] Barbara Kimbell 2:01 pm i3 Fwd: New email address.
[J William Michener 1:50 pm i3 RE: education figure - trying again
[J Marjorie McConnell 8:36 am 24 Lunch tlhis week? B
I kminnick@evalteam. com 12:10 am i@ RE: [Fwd: Acceptance into Faculty Leader:
[J] Katherine & Mitchell Sat, 10:14 pm 0 RE: education figure - trying again
[ William Michener Sat, 736 pm 2 Re: Track 2 drafts
(] Williarm Michener Sat, 6:03 pm 03 Re: Track 2 drafts
[J Ratherine & Mitchell Sat, 315 am 03 RE: education fioure - trying again
[J Gayle Dana Fri, 558 pm Wi Re: Track 2 drafts
[] Williana Michener Fr1, 5:52 pma 4 Re: Track 2 drafts
[] Gayle Dana Fri, 320 pm &2 Re: Track 2 drafts
[J Koerber, Sarah Fri, 230 pm 0 Track 2 drafts
[ (OO UGN~ TR P Thee £.O00 e TR PR PUNRUUE SN TGS CRPINUNITE L. 4

1} | 2l

Done  webmail.lternet.edu % M I

<
B |

v @ @ How: Mostly Cloudy, 32°F % | Mon: 44°F Tue: 45° F
Y B

: s Start EZ Microsoft PowerPoint ... ) network OFF

a & iR C ML sz



File Management

* 1 folder per hanger
* Printed labels
* Purge dead folders 1X per year



Il. Proposal Development

* Requirements matrix (compliance matrix)
* Logic modeling (see Kellogg Foundation)



Compliance Matrix

Requirement Comments

Proposal Reference
(page #, Section, or

is required,
should,

must,

it is expected,
it is important,
shall,

may not

“. In all instances, specification of
performance milestones and a
timetable for achieving such
milestones is a requirement for
EPSCoR support.”

Also include
Review Criteria

Attachment #)



Logic Model—Problem: Documenting & Understanding
Changing Water Quality in NM Streams/Rivers Affected
by Snowmelt Runoff

RESOURCES

In order to

accomplish our set
of activities we will
need the following:

* Funding for in situ
water quality sensing
system ($__,000)

* Support for
graduate and/or
undergraduate
student(s) to install
and monitor systems,
and to integrate and
synthesize results

* Established
“Climate Change”
web site for
dissemination of
results

ACTIVITIES

In order to address
our problem or
asset we will
accomplish the

following activities:

*» Specify system
requirements

* Purchase sensor
system

* Install, test and
calibrate sensors

* Develop and
implement
maintenance and
operations plan

* Develop database
schema and QA/QC
plan and make data
available via web

OUTPUTS

We expect that
once accomplished
these activities will
produce the
following evidence
or service delivery:

* # locations
instrumented

* # megabytes
available and online
* # theses based on
data

* # publications
based on data

* # presentations at
National meetings

SHORT- AND
LONG-TERM
OUTCOMES

We expect that if
accomplished these
activities will lead
to the following
changes in 1-3 and
then 4-6 years:

* Increased use of
water quality portion
of web site

* Increase in number
of streams
instrumented with
water quality sensor
systems

* Increase in
externally funded
research projects
focused on water
quality questions

IMPACT

We expect that if
accomplished these
activities will lead
to the following
changes in 7-10
years:

* Incorporation of
water quality info into
State water
monitoring and
mgmnt plans

* Incorporation of
water quality info into
education exhibits
and State curricula
and teacher training

« State-sustained
water quality
monitoring program



Logic Model—Problem: Creating a Citizenry that is Informed about
Climate Change and its Impact on New Mexico’s Natural Resources
(#1—updating the NMNH&S Climate exhibit)

RESOURCES

In order to

accomplish our set
of activities we will
need the following:

* Funding ($ --,000)
for Sphere of Science
infrastructure

* Support for 1
workshop that
involves
climatologists in
developing exhibit
content

ACTIVITIES

In order to address
our problem or
asset we will
accomplish the
following activities:

* Specify system
requirements
*Purchase SoS

* Install and
customize # SoS
content modules

* Develop # new SoS
content modules

focused on NM
climate change

OUTPUTS

We expect that
once accomplished
these activities will
produce the
following evidence

or service delivery:

» # user visits to SoS

* # new content
modules

SHORT- AND
LONG-TERM
OUTCOMES

We expect that if
accomplished these
activities will lead
to the following
changes in 1-3 and
then 4-6 years:

* Increased visitation
to climate change
exhibit

* Independent NSF
(e.g., 1 or more ISE
grants) and other
funding for creation
of new content
modules and,
possibly, the addition
of one or more small
SoS systems that
can travel around
State to other
museums

IMPACT

We expect that if
accomplished these
activities will lead
to the following
changes in 7-10
years:

* Increased
recognition of
importance of climate
change and its
impacts in NM

* Increased use of
SoS in informal
science education
throughout State



lll. Project Management

* Project Management Plans

1. Timeline and Key Milestones and Performance
Metrics

2. Work Breakdown Structure
3. Resource Assignment Matrix
4. Project Schedule

e Gantt charts
* Communication



1. Milestones/Performance Metrics

Period
Milestone / Performance Metric Pre| Yr1 | Yr2 ]| Yr3 [ Yrd4 | Yr5
Develop Project Management Plan X R R R R R
Staff DataONE Headquarters X X
Convene EAC Meetings X X X X X
Convene Key Working Group Meetings X X X X
Plan/Convene International User Group Meetings X X X X X
Design, deploy collaboration and development X
environment
Design and deploy prototype DataONE infrastructure X
Design and deploy version 1.0 infrastructure X
Design and deploy version 2.0 infrastructure X
Perform Baseline Assessment X
Develop Guidelines for Data Inclusion X R R
Develop Policies for Data Use, Access and Citation X R
Acquire Data Holdings X X X X
Implement Communications Plan X R R
Ensure Financial Support and Sustainability X X X X X




2. Work Breakdown Structure

The Work Breakdown Structure (WBS) provides a hierarchical decomposition of the project
activities, with the different levels representing different levels of detail. In general, the levels
represent:

Level 1. Major component of project. (Administer, Cl, etc.)

Level 2. Major phases by component. (Plan, Prototype, Staff. Etc.)

Level 3. Major project deliverables and related milestones. (Identify major work deliverables
such as published plans, subsystems that must be designed, built, and tested during each
phase)

Level 4. Activities. (Identify activities needed to create deliverables and achieve milestones;
some interim, smaller deliverables such as documents may be involved)

Level 5. Tasks. (Break activities down to an appropriate level of task detail; i.e., small
enough for tracking)



3. Resource Assignment Matrix
4. Project Schedule
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Communication

* Frequent real or virtual meetings
— time-limited
— set agenda (e.g., 1 hour)
* Major discussion topic (30 mins.)
* Briefings (20 mins.; 5 mins. per topic)

e Round-the-room if time allows

— Round-the-room (10 mins.; 1-2 mins./person)

* Tools
— Skype, ichat, webex, freeconferencing services, etc.



III

Your “tool” ideas:

* Time Management?
* Proposal Development?
* Project Management?



