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It is important 
to know how you are 
spending your time.  
Create feedback loops 
so you can learn to 
make better decisions 
about how and where 
you spend your time.  
Use tools like The 
Emergent Task 
Planner to create the 
feedback that will help 
you make better decisions with your time.

Create Feedback

see reverse side

We can’t create time and it is a 
fool’s errand to think we can manage it.  
What you can pay attention to and 
manage is the energy you have at any 
given time.  If some tasks take forever to 
accomplish at certain times of the day 
and are quick to finish at other times of 
the day… be deliberate about when you 
do them.  If you do this you can gain 10% 
more each week and a full month per 
year  Read this article to learn how.
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Time Horizons
Instead of managing your day, 

think about managing your week.  
Spend a portion of each day of the week 
managing tasks with a different (longer) 
time horizon. Mondays = short term and 
work your way to Fridays with more 
long term goals.  

If you don’t do 
this, long-
term tasks 
never get closer. 
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Time management is not just a personal matter, it is a profoundly important leadership issue. There are three distinct contexts where leadership 
investments matter.  The first is SELF, the second is OTHER people and the third is the ORGANIZATION - me, you and we.  †

Delegate
               One of the big problems with 
delegation is that we hold on to duties, 
responsibilities and tasks longer than we 
should. As our careers progress, we need 
to always consider this phrase:  “Only Do 
What Only You Can Do.”  If we think 
about what we are doing on a daily basis 
in this context, the first step of delegating 
- deciding what to delegate - is obvious.

YOU
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Expectations
               Expectations are a two way street. 
It’s as important for you to describe what 
success looks like as it is for the other 
party to describe what they need to be 
successful. However, since delegations 
initiate from someone with more 
experience, it is essential to consider what 
the employee may need as well.
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When to Train
               We often wait to train someone 
when there is an immediate need. This is 
a sure-fire recipe for failure. Delegation 
works well when people are trained to do 
what they will be needed to do in 
advance. Train in advance or the train 
does not advance.
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Commander’s Intent
               Avoid communicating what to do. 
Spend more time articulating your intent 
and the “guard rails” to stay between. 

• Why this needs to get done. 
• What success looks like. 
• What to stay                                               

away from.
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When we consider what an organization 
needs to be effective we focus on: 

•  Standard Operating Procedures 
• Documented Procedures 
• Rules & Policies 

These are great, but the following are 
what makes them work or fail.

Accountability
               Accountability is the key to making 
any of the above mentioned organizational 
policies/procedures effective.  If people are 
not held accountable, results and 
efficiencies are not achieved and chaos 
ensues.  A chaotic environment wastes time 
and won’t scale or yield results.
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Consistency
               Accountability must be fair, 
uniform and consistently enforced. 
Without this crucial element, shortcuts 
will be taken, quality will suffer and time 
is wasted managing bad behavior and 
analyzing unpredictable results.
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Incentives
               Rewards and recognition must 
be aligned with organizational goals 
and the supporting policies and 
procedures. If incentives         
are not aligned with 
the systems that are 
in place to                   
govern behavior, 
the resulting 
conflicts of 
interest will 
create huge 
impediments 
to efficiency.
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How To Use The Emergent Task Planner
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Distractions

This tool will help you create a feedback loop for 
how you spend your time. When used properly, it will  
help you make better decisions with your time.

Use this section to identify the 
top tasks you wish to 
accomplish today. Also spend 
time to estimate how long you 
expect to work on them.  Don’t 
make this a wish list - make a 
list of what you EXPECT to do.

Take your time-estimated tasks 
and fit them into your work-
day alongside meetings and 
other obligations. Right off the 
bat you will know if your 
expectations are unrealistic. 

Use this section during the day 
to write down every task you 
work on that was not on your 
original list.  Include 
everything, even personal 
items, distractions, etc.

Self-Evaluation - the most important part of the process!
Spend an hour every week looking at the sheets you produced and the decisions you made during the week.  Ask yourself if you made 
good decisions when you got distracted from the goals you set forth at the beginning of the day. Don’t beat yourself up. Learn!  

Evaluate whether or not your estimates are accurate.  With better estimates you will set better expectations for yourself and others. 

Consider the promises you make to other people.  If you are not meeting your expectations… are you keeping your promises to others? 

The time you spend evaluating your decisions is not wasted time - it is an investment in learning to make better decisions for the next day.  

Consider your energy levels at each part of the day. Learn about yourself, improve your decisions, adjust your behavior and  get more done.

Credits † The ME • YOU •  WE model is adapted from concepts presented by Self-Reliant Leadership, LLC  

The Emergent Task Planner is a copyright product of DAVID SEAH and is presented with great admiration.  You can 
download copies on his website - http://davidseah.com and purchase printed copies on amazon.com

http://davidseah.com
http://amazon.com
http://davidseah.com
http://amazon.com

