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Saying No:
· My plate is pretty full, so I am concerned that I will not be able to provide the attention this deserves.  Maybe I can review or provide feedback.

· As much as I would like to take this on, I think I will have to pass, but please come back to me in the future because I would have really enjoyed the opportunity to help with this.

· Is there a team who can support me in this effort?

· Is there someone else that can help with this?

· I would love to help but I am concerned that my other assignments might suffer if I take this on.

· I’d love to help, but let me check with my manager/senior manager to see how this fits with his/her priorities for me.
Asking for Help:
· Can we set up a check point to review a draft?

· I was thinking about this project this way, is that what you had in mind?

· Do you have experience with X.  If so, what do you recommend?

· In your experience, what would be the best way to approach this?

Clarifying the Assignment:
· When would you like this completed?
· What form do you want this project to take?

· I was thinking of this approach, what do you think?

· What do you anticipate the completed project will look like?

· This is what I understand, does that meet your needs?

Negotiating Timelines:
· When do you need this by or would this date work for you?
· Can you help me identify what priority this is compared to my other work?
· I have to balance this against other commitments, would X day work instead?
Getting on the Same Page with Someone of a Different Working Style:
· If I am understanding you correctly….
· How do you prefer to receive information?

· It seems we are coming at this from different angles.  What is your take on X?

· How did you feel about that meeting?

· What is the best time of the day for you to provide focused attention?

If you notice a staff member who is getting stretched thin

· What are you working on?

· Let’s set 5 minutes to review your workload.

· You seem stressed, maybe we should take a break and come back at this.

Mantras

· Failing to plan is planning to fail
· Success leaves clues and so does failure

· We are all busy but so are the ants, so what are we busy at?

· It is not cumulative

· Go to the heart of it

· Keep it in perspective

· Know when you need a break
· Under-commit and over deliver

Additional Reading

Books:

· The Anxious Organization, Jeffery A. Miller
· How to Get Control of Your Time and Your Life, By Alan Lakein
· The Time Trap, Alec Mackenzie
· Get It Done, David Allen
· Built to Last, James C. Collins, Jerry I. Porras
Harvard Business Review Articles:

· The Beauty of an Open Calendar: James Goodnight on Meetings Companies want to be flexible, but they're not flexible about people's time. 
Product#: F0504L 

· The Beauty of an Open Calendar: James Goodnight on Meetings Companies want to be flexible, but they're not flexible about people's time. 
Product#: F0504L 

· Do Your Commitments Match Your Convictions? (HBR OnPoint Enhanced Edition) This is an enhanced edition of HBR article R0501H, originally published in January 2005. 
Product#: 8770 

· Overloaded Circuits: Why Smart People Underperform (HBR OnPoint Enhanced Edition) This is an enhanced edition of HBR article R0501E, originally published in January 2005. 
Product#: 8789 

Course Evaluation
1) I learned the 3 following new things…
2) I will apply my learning  by…
3) My 3 favorite things about the course are…
4) The course could be improved by…
5) I would like to have learned more about . . .
6) Overall, I would rate the course ​​​____ out of 5 (5 being great!)

7) I would recommend this course to a friend? Yes or No and Why?

8) Additional comments: (please use reverse for longer comments)
What are you facing and how can I be of help?
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