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Microsoft CoPilot 
can analyze your 
time – but only 
your calendar – 
not how you 
actually spent 
your time! 
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THE COST OF “BUSY”
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 I said my name was Marc with a “C”
7
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BOUNDARIES
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Five Work/Life Boundaries
1.
2.
3.
4.
5.

Describe what your world would look like if you were wildly
successful in implementing your Time Management Plan:
•
•
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Other Potential Boundaries

• Time spent on email
• Time spent in meetings

Reactive: others setting our agendas and priorities

Others?
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BOUNDARIES – WIP LIMITS & FOCUS



Too many tasks at the same time…

When we “multi-task*”, we get less done. 
*actually, “switch-task”
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1. Write:

Multitasking eats time
1 2 3 4 5 6 7 8 9 10 11 12 13 14 15 16 17 18 19 20

2. Note how long that took. 
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Round 2:  Write a 
letter, then a number 

until you’re done



Cost of Context Switching
# simultaneous 

projects
% of time 

available for each 
project

% time lost to 
context 

switching

Hours per week 
lost (per person)

From: Weinberg, Gerald M. Quality Software Management (New York: Dorset House)

1 100% 0% 0 hours

2 40% 20% 6 hours

3 20% 40% 12 hours

4 10% 60% 18 hours

5 5% 75% 22.5 hours
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17 17Limit your work in progress to increase focus and productivity

Four Principles:
1. Make all work visible
2. Optimize number of tasks 

in “Doing”
3. Pull new tasks in to 

“Doing” only when you 
have capacity

4. Create a visual signal/cue 
to maintain the habit.
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Reduce Switch-Tasking & Increase Focus/Flow

• Use Kanban and WIP limits 
• Book protected time in your calendar to do your deep 

work
• Align deep work time with your natural rhythms – morning 

person – book deep work time in the morning.
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CREATE CLARITY – JOB TO BE DONE
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Increasing Cost of Edits
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Tasking Draft 1 Draft 2 Draft 3 Draft 4

Inspired by: Barry Boehm, Software Engineering Economics (Prentice Hall)
http://www.drdobbs.com/the-software-quality-lifecycle/184407853
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The less clear “the job” is…
The more review loops and preventable 

effort you will face

Create clarity early
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“so that”
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From – feature shopping To – solving specific problems

Requirements for CRM
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Size: from 500 pages to 111 pages 
Implementation Effort:  from 6 years to 6 months
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OPTIMIZING MEETINGS



The cost of meetings
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https://hbr.org/2016/01/estimate-the-cost-of-a-
meeting-with-this-calculator

30% of savings from eliminating meetings
70% of savings from redesigning meetings (fewer 
people, asynchronous parts, slower frequency, etc.)

-Work Innovation Lab @ Asana
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Meeting Item: ______________________________
JTBD:  To _______________________ SO THAT_____________________ can _____________________ 

Item name

Activity
Client/End  
User name

Desired 
Outcome /  

JTBD 

Meeting Item: ______________________________

JTBD:  To _______________________ SO THAT_____________________ can _____________________ 

Establish Annual Report Themes

Discuss and agree on 2023 
Annual Report themes Our Communications Dept. 

Create a first draft of the AR that has a 
chance of being the final draft, with 

minimal review cycles
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Meetings Tips
• Decline meetings you if cannot add value
• If purpose is unclear, ask for meeting objective/desired outcomes. Do not accept 

unless these are clearly stated and require your participation.
• 20 minute, not 30 minute meetings.  50 minute, not 1 hour meetings.
• Time-box agenda items so that participants manage own time
• Ground rule: compassionate listening and concise speaking
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FOCUS – “ONE AND DONE” HUDDLE
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Give feedback by email 

Effort:  2 hours
Elapsed Time:  4 weeks

Paper trail
Slow
High effort
Misunderstanding
Perpetuates low trust

“One-and-Done” huddle

Effort:  5 minutes
Elapsed time: 5 minutes

Fast
Low effort
Better understanding and learning
Builds trust
Paper trail
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TIGHTEN YOUR PRIORITIES
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Do it all.
It’s all important!

Your 
Team’s 

capacity

Your 
Team’s 

capacity

Execute the “Critical 
Few”

(same amount of 
effort, but focused)

“Try to do it all” vs. “Focus and Complete the Critical Few”?
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Prioritize Better

Must-Do, Can’t Fail Should Do Could Do Don’t Do
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YOUR NEXT STEPS
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Book time to implement your ideas into
your work calendar right now.
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Three Things You Can Do Next Week
• Create your own Kanban board – prepare your next day

plan at end of previous day
• Book your deep work time in your calendar
• Review your meeting practice
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613 266 4653
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Better, faster, more efficient 
government and inspired people.https://leanagility.com/en/lean-time-management-course

One-day virtual Lean Time Management Workshop with time log, 
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September 16, 2026
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