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Time and Life Management Seminar 
Slow Down, Your Life is Waiting 

Seminar by FacilitatorU.com 
 
 

"It is not enough if you are busy.  The question is, What are you busy about?” 
—Thoreau— 

 
 
Time Required: 120 minutes with 10 minute break 
 
Materials Needed: 

 Flipchart 
 3x5 cards 
 Pens or pencils 

 
 
(5) Brief Introduction. Introduce yourself very briefly including your interest and 

background in this subject.  
 

Example: Welcome to the Time and Life Management Seminar: Slow Down, 
Your Life is Waiting! Before we get started, I want to introduce myself briefly 
and tell you a little bit about my background on the subject of time and life 
management.  I spent a good portion of my young life completing college 
degrees. I have a B. S. in Electrical Engineering, and M.A. in Applied 
Psychology, and an M.S. in Administration.  Somewhere early on in my career as 
an engineer, I discovered what I was spending my time on was not what I truly 
valued. It frustrated me more than it excited me. So I began looking to personal 
and spiritual growth, and over the years, I began teaching, training, coaching, 
and facilitating groups. Also in my mid twenties, I discovered the practice of 
meditation, which is all about slowing down and being present. Over the years, 
I’ve learned to pretty well balance my life between work and play and am making 
significant progress toward simply playing all the time, by doing work that I truly 
value and enjoy. 
 

 
(5) Review Objectives. (Have these written on a flipchart for review by the group). 

Here are the objectives I’ve outlined for this seminar: 
 
 Uncover the symptoms, sources, and solutions of Time and Life 

Management Problems. 
 
 Introduce tips to help you align your life with your values and desires so that 

you have all the time you need. 
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(10) Warm-up Exercise. Let’s get into action right away. We’re going to give you 

each a chance to introduce yourselves but in a fun and unique way. We call this 
exercise a Group Mingle.  

 
Group Mingle. (Have someone hand out one 3x5 card to each person.) On one 
side of a 3x5 card, please describe in one sentence your biggest problem with 
Time or Life Management. On the other side, describe in one sentence what your 
life would be like if you were in total command of your time. (Give people a 
minute to do this). Now everyone stand up, mill about the room, and share your 
name and the answers to these questions with as many people as you can in the 
next 5 minutes. (Ask for a volunteer to model this first for the group). 
 

(5)  Debrief. Ask people to share their biggest challenges around time and life 
management and what they want from class today. Get their contributions down 
on the flipchart and make sure your planned objectives cover these desires or 
adjust them to so that they do. 

 
(5) The Life management model. Draw the following model on a flipchart and 

discuss it with the group.  
 
Description: This model proposes that “time” management is really part of a 
much larger arena we call “life” management consisting of a combination of three 
key areas.  

 
 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 

1. Personal Values—We all want to make choices about “what” we spend our 
time doing based on what we value. However, when we’re not clear about our 
values, our choices about how we spend our time are unclear. Further, our 
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ability to manage ourselves—our internal world of thoughts and feelings— is 
reflected in and impacts how we manage our worldly affairs. 

 
2. Activities—Most of us would like to spend our time doing what we value. 

Unfortunately, this isn’t always the case. “What” we spend our time on is often 
NOT what we value, but what we think we should be doing. Or even worse, 
we do things unconsciously like robots outside the realm of conscious choice 
to simply stay busy.  

 
3. Processes—The systems or processes we use to manage our time and 

ourselves impacts our effectiveness drastically. “How” we go about spending 
our time is the realm of most time management courses. 

 
In the remainder of this seminar, we’ll examine life management from the perspective of 
this model to help us look at ways to improve how we manage our lives and our time. 
 
  
Values (Who) 
Self-Management and Choice 
 
Time is not an absolute. Our experience of time has everything to do with the quality of 
our attention, and the quality of our attention determines how we use our time. Have 
you ever had a day where everything seemed to happen with the least possible effort?  
 

Our ability to manage our outer world of time and activities is directly related to our 
ability to manage our internal world of thoughts and feelings. 

 
Many who start their day with a bit of quiet reflection and meditation find that things 
become much clearer such that the “right” things are done and with less effort. “Right 
action” in each situation becomes more apparent, thus requiring less effort.  
 
Montaigne once said… 
 

“One’s inability to sit quietly in a room alone 
 is the cause of most of the world's troubles.”  

 
 
 

 
(5)  Meditation exercise.  
 

Introduction: Let’s do a short exercise to test your ability to sit quietly in a room. 
After all, most of us are concerned about time management because we feel we 
have too much to do. So let’s see how well we cope with an experience of the 
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opposite—that is, having nothing at all to do. 
 
Instructions: Close eyes and breath. Simply watch what passes across the 
screen of your mind. If you get caught in thoughts or feelings, simply notice them 
and continue watching. Don’t seek to “do” anything. Simply notice any 
distractions outside of yourself. Your only job is to be a detective and to watch, 
but not analyze, the movement of your attention. 

 
(5) Debrief and Discussion Points. Hold a discussion with your group using these 

questions to get started… 
 

 How do you handle silence?  
 What were your responses physically, mentally, and emotionally? 
 What happened to your attention?  
 Was there any resistance to sitting still? How did that show up? 
 What did this experience show you about your own Self-Management?  
 What did this experience show you about your ability to choose?  

 
 

(5) (Optional) Taking it deeper... When we’re distracted by our thoughts, we are 
unfocused and tend to respond inappropriately to outer distractions. Responding 
to distractions takes time. Many of us create and nurture distractions to keep our 
minds and bodies busy. Here are some deeper questions for you… 
 

 Do you really want to have extra time on your hands?  
 Could you or would you be able to handle it?  
 To what extent is the perception that you “don’t have time” a result of you 

creating your life such that you don’t? 
 How is your time management “problem” really a solution for you? (Hint: 

You never have to worry about what to do if you keep yourself busy.)  
 

(5) Action. Take out a 3x5 card and write something you discovered about yourself 
on one side of the card as a result of this exercise. On the other side, write an 
intention or action you’d like to commit to as a result. Turn and share this with the 
person sitting next to you.  

 
(5) Future homework or follow up coaching to... 

 
 Integrity. Practice doing what you say is important to you. Clean up lose 

ends, get and stay complete in your work and in your relationships. These 
things make up the integrity of your life and just like the integrity of a ship’s 
hull, one with holes and cracks will make getting to your destination very 
difficult if not impossible. Get the help of a close friend or coach who will 
help you remain accountable. 
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 Increase your capacity to be “at choice” in how you use your time 
and space. This correlates to our ability to have balanced lives. Meditate, 
relax, rejuvenate, exercise, whatever refuels and centers you. If our outer 
reality is a reflection of our inner world, and I certainly suggest that it is, 
clearing physical clutter from your environment, closets, offices, garages, 
frees up internal energy, reduces confusion and increases clarity. 
 

 
 Handle incompletions. Clean Sweep Program will help you clean up 

incompletions in major life areas of finance, physical environment, 
relationships, and well-being. 
 
 Align with your True Values (we all have enough time to do what really 

matters to us). Confusion, lack of clarity about what’s important keeps us 
running blindly searching for our lives. Complete the Tru-Values Inventory 
and realign your life to that which is truly important to you. 

 
 
10 Minute Break 
 
Activities (What) 
Choice and Time Management 
  
(5) A Brief Historical Excursion. During the 1920’s, people actually started asking 

for a reduced workweek because industrialization had taken up so much of the 
labor burden. People could work less, get the job done, and still make enough 
money to cover their basic necessities. But the Protestants and the industrialists 
became concerned about this perspective. The protestants were afraid that the 
populace would become lazy and get into trouble—“idle hands do the devil’s 
work.” The industrialists were concerned that a reduction in demand would slow 
economic growth. So the science of marketing and advertising was reinvented to 
develop an ever-increasing array of pseudo-needs that didn’t previously exist, 
and that weren’t actually “real” needs. Today, this industry spends over $500 per 
person per year to seduce us into buying things or activities, most of which we 
truly don’t need. But given enough exposure to any “thing,” we can learn to 
believe that we can’t live without it.  

 
(5) Reading: What Are You Chasing? 

 
The American businessman was at the pier of a small coastal Mexican village 
when a small boat with just one fisherman docked. Inside the small boat were 
several large Yellow fin tuna. The American complimented the Mexican on the 
quality of his fish and asked how long it took to catch them. 
 
The Mexican replied only a little while. The American then asked why didn't he 
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stay out longer and catch more fish?  
 
The Mexican said he had enough to support his family's immediate needs. The 
American then asked, but what do you do with the rest of your time?  
 
The Mexican fisherman said, "I sleep late, fish a little, play with my children, take 
siesta with my wife, Maria, stroll into the village each evening where I sip wine 
and play guitar with my amigos, I have a full and busy life, senor."  
 
The American scoffed, "I am a Harvard MBA and could help you. You should 
spend more time fishing and with the proceeds buy a bigger boat with the 
proceeds from the bigger boat you could buy several boats, eventually you would 
have a fleet of fishing boats. Instead of selling your catch to a middleman you 
would sell directly to the processor, eventually opening your own cannery. You 
would control the product, processing and distribution. You would need to leave 
this small coastal fishing village and move to Mexico City, then LA and eventually 
NYC where you will run your expanding enterprise."  
 
The Mexican fisherman asked, "But senor, how long will this all take?" To which 
the American replied, "15-20 years."  
 
"But what then, senor?"  The American laughed and said that's the best part. 
When the time is right you would announce an IPO and sell your company stock 
to the public and become very rich, you would make millions.  
 
"Millions, senor? Then what?"  
 
The American said, "Then you would retire. Move to a small coastal fishing village where 
you would sleep late, fish a little, play with your kids, take siesta with your wife, stroll to 
the village in the evenings where you could sip wine and play your guitar with your 
amigos."  
 

 
(5) Debrief and Discussion Points. Hold a discussion with your group using these 

questions to get started… 
 
 How much of your time do you spend go after things you don’t really need?  
 To what extent are you doing one thing to achieve another? For example, 

trying to make lots of money so that you can do what you “really” want to do 
later in life? 
 To what extent are you consciously choosing the activities you’re engaged in? 

If this factor is low, why are you doing this? 
 

(5) Action. Take out a 3x5 card and write something you discovered about yourself 
on one side of the card as a result of this exercise. On the other side, write an 
intention or action you’d like to commit to as a result. Turn and share this with the 
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person sitting next to you.  
 

 
(5) Future homework or follow up coaching to... 

 
 Are you chasing a Needs or Wants? Many of us don’t know the 

difference. Unmet needs left over from childhood often have us chasing 
the wrong things that we think will get them met. Clarifying our needs and 
setting up ways to get them met reduces our wants and clarifies those that 
are left. Complete the NeedLess Program to handle your needs and get 
clearer on your wants. 
 

 
 
Time/Life Management Processes (How) 
 
(5) Effective Systems. In Steven Covey’s book, “7 Secrets of Highly Effective 

People1,” he introduced a four-quadrant model around the use of time as follows: 
 

 
(1) Urgent but Not Important 

 
(2) Important but not Urgent 
 

 
(3) Not Urgent or Important 
 

 
(4) Important and Urgent 
 

 
 

Covey suggests that far too many of us spend most of our time on urgent issues 
comprising quadrants (1) and (4), and far too much time wasting time in quadrant 
(3). Further, he noted that very few but the most successful people spend time in 
quadrant (2) which is time taken to look at “how” we spend our time in our lives. 
Quadrant (2) issues include the “processes” by which we go about living and 
managing our lives and work. Time spent in this quadrant improving our 
processes pays great dividends on our effectiveness in the future and often 
eliminates much of the urgency that shows up in our lives due to mis-
management. 
 
For example, if we have a lousy filing system and it takes us 15 minutes every 
time we try to find something, we are wasting a lot of time and are being far less 
effective than we could be as a result. Taking a little bit of time to actually 
analyze and fix our filing system (a quadrant (2) task) will save us time every time 
we go to find a file in the future. Therefore, a small but non-urgent action applied 

                                                 
1 Seven Habits of Highly Effective People, Steven Covey. 15th Edition, 2004. 
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to improving our systems can keep paying us time dividends forever—very much 
like investing money in a savings account. 

 
 
(5) Exercise: Personal Space and tolerations. Let go of things and activities that 

you don’t need or that don’t serve you will give you more time, space and energy 
for those things that do. Write down responses to the following… 

 
 In one minute, identify three things you’d drop from your life if the day were 

suddenly shorted to 22 hours so that you had to. 
 
 Make a list of things you are “putting up with” in your personal and 

professional life. 
 
 

(5) Debrief and Discussion Points. Hold a discussion with your group using these 
questions to get started… 
  
 What are some of the things you came up with in the exercise above?  
 What’s in the way of you dropping some of the things you listed? 

 
 

(5)   Debrief action commitments. What are you willing to let go of this week? Share 
with someone around you and set up a way to support each other’s 
accountability. 
 

 
(5) Future homework or follow up coaching to... 
 

 Dealing with Procrastination.  
 
Causes  Cures 
Apathy or Anxiety Objectify:  Do it or feel OK about not 
doing it. 
Too Big or Complex Break down into next physical actions. 
Fear of Failure (Self Doubt) Focus on successful end result 
 
 Set effective boundaries—a reflection of healthy self-concept. Busy 

“doing” things to be “good?” An idle mind is the devil’s playground? 
 
 Learning Distinctions: Attentive Presence vs. Idle mind 

 
 Learning to say “NO.”  
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 Mind-Dump Process and Action Tracking System.  What Am I Doing?  

And What Am I Not Doing? 
o We can’t keep track of all our "stuff" in our heads and remember at exactly 

the right time to do the right thing.  The average human holds only 7 ideas 
in their head at one time. 

o We feel overwhelmed when we don't know what we aren't getting to;  
o When do you feel stressed? When you are taking action? OR When you 

are thinking about all the things you could or "should" be doing?  
o Use tracking systems to get a handle on what you’re doing and not doing. 
 
 

(5)  Closure. Leave resource list and handouts to pick up on the way out. Refer to 
your website and your Coaching or consulting options. Suggest participants sign 
up at your site as a member to access other resources and assessments on this 
and other similar topics. 

 
Solicit feedback to solidify learning… 
 

 What are you taking away with you tonight?  
 What one action are you going to take this week? 

 
Read interview with God2… 
 
I dreamed I had an interview with God. 
So you would like to interview me. God ask. 
If you have time, I said. 
God smile. My time is eternity. 
What questions do you have in mind for me? 
What surprises you most about humankind? 
God answered, “That they get bored with childhood, they rush to grow up, then 
long to be children again. 
That they lose their health to make money…and then lose their money to restore 
their health. 
That by thinking anxiously about the future, they forget the present, such that 
they live in neither the present nor the future. 
That they live as if they will never die, and die as if they have never lived.” 
God’s hand took mine and we were silent for a while. 

 

                                                 
2 The Interview With God, from Get Inspired Now Inc., http://www.theinterviewwithgod.com 
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