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Water (like work) 
brings Life and 

Growth.



It is Important and Powerful!
–Work supports our Life 

Intentions! 



AND…
without Proper 

CONTAINMENT… 
plus DIRECTING 
and MANGING 
THE FLOW…

Water, like Work, can 
Flood… becoming 

destructive
Spilling over and 

drowning the rest of 
your life…



Slowly Eroding the 
very Foundation of your Life 
rather than being a life-giving 

SUPPORT of your Life’s Intentions



Either YOU are 
spending your 
Time… 
or your TIME is 
spending YOU.
“



Fortunately, there is a 
Solution. 

You CAN control the 
Monster.

The Secret is 

Containing it, 

Directing it, 

and Managing the Flow…



Let’s address all 3 of 
those today



Containing The Time that you Spend on Work

24 hours in a Day. 7 Days in a Week. 52 Weeks in a Year. 
About 50 Working years in a Lifetime

Time is 
Limited. 
There is a 
Container. 



The Question is, are you Containing your Work or just 
letting them spill and leak all over the place into every 

single available hour of your life?



How to Contain your 
Work

1. Give it a container. Set up the Top, the Bottom and the 
Sides.
• What time are you willing to START each day?
• What time are you going to put a LID on it and END?
• Are you willing to have times you are NOT available?
2. Be sure all your Media tells the world what your 
container looks like.
• If you say I’m available 24 hours a day, 7 days a week, 

what is the expectation? If you TELL people that you 
are off Sundays until 2pm, what is the expectation? 

• Yes, you MIGHT “lose something”. But you will 
GAIN more. Including RESPECT. Including EASE. 

• Including KNOWING when you are working and 
when you are NOT.



Containment TIPS
• If this panics your Monkey Mind.. start smaller.  

Change your website, your FB page, your voice 
mail and email signature to say, “I am unavailable 
5-6pm but will get back to you immediately after.” 
Just an hour. 

• Turn off your phone and close your email out 
during that ONE hour. 

• Be willing to “lose something” to gain sanity. To 
tame the monster-beast. 

• If you have a HOT client, tell them to text you: 
“Emergency” - and you’ll get right back to them 
ASAP. They will feel special.

• Grow these periods of time you shut the phone 
off and turn off email until you have the 
monster under control.



How to DIRECT your 
Work

1. Make a Schedule
Include everything you want to get done. 
Put it IN A WRITTEN CALENDAR. 
Online is best so you can move things 
around. THIS is your VISION of an ideal 
day/week/month. NOTE: You will NOT 
work it as scheduled 95% of the time. 
That is NOT why you create it. Stay 
tuned…
2. Keep your Calendar open all the time 
(Yep, buy a 2nd Monitor so your laptop or 
tablet is attached to it and can keep the 
Calendar Open all the time. See 
background here.
3. For Every Item on your Calendar: DO 
IT, MOVE IT, OR DELETE IT.
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Do it, Move it, Or Delete it. 
It’s not complicated
• I have a Registered Trademark on the phrase Do it, 

Move it, or Delete it.  Here’s what it means.
• DO IT: If an item is on your calendar, and you do it, 

when it’s scheduled, you do nothing different to your 
Calendar. That’s the truth. You did it at that time.
• If you do NOT do it at that time, choose either to MOVE 

IT to another timeslot… or DELETE IT. 
• In either case, fill in what you DID do with that time in 

the place where it was.
• REPEAT.

That’s it.



Why this works
1. You PLAN what it is you want to do. THIS is 

half the battle. We do around “putting out fires” 
and wasting time by USING MORE TIME 
than we need to for an item because we don’t 
have anything else planned for now anyway. 
You know what I mean. If you have half hour 
to do a CMA, you take half hour. If you have 
an hour, you take an hour. Right? How much 
do you get done on the last day before you 
leave on a trip? Right??

2. You look, see, and tell the TRUTH about 
what you do with your time when you use this 
method. And we all know… when you 
LSTTT… you can take AUTHENTIC 
ACTION vs “any old action.” You will clearly 
see where (ADMIN mostly) is taking you away 
from the Sales Job side of your work…

3. Every day is NEW. You can take small sweet 
steps and SEE in writing on your calendar 
exactly what you are doing with your time. 
This allows you to CELEBRATE those steps! 
Which gives you incentive to keep going!



Why you will NOT work the schedule 
you planned. At least not for awhile…

• You really don’t KNOW how long things take 
until you track it. You think you can do things in 
an hour that takes 2 hours. Clearing emails alone 
can take an hour or so a day! 

• We create a calendar in VISIONARY Reality, and 
we work it in PHYSICAL REALITY.  And physical 
reality is unpredictable, takes energy, and changes 
ALL THE TIME.

• Distractions are REAL. You think you are working 
when you discover you spent an unplanned 45 
minutes watching tipsy Grandmas trying to get 
out of a raft…and share with all your friends.

Do not have the expectation that you will. 
The Goal is to PLAN the Vision of your Future… 

and Record the History of your Past. 



Direction TIPS
• Working your Plan is NOT the Target.  You do not fail if 

you don’t work the schedule as planned. You WON’T. This 
is exactly why most people GIVE UP on time management. 
They’ve set an unrealistic expectation that creating a 
schedule means working it as planned. For goodness sakes 
guys… you sell real estate! That’s not happening. And it’s 
NOT the goal.

• Schedule EVERYTHING. Yep. Schedule your drive time. 
Schedule your meals. Schedule your TV watching. 

• Leave white space to move things into. No white space will 
panic you the first time you try to move something!

• START WITH YOUR LIFE INTENTIONS. What are 
your primary? Put Actions that support those in your 
Calendar FIRST. THEN put in work around the important 
things. J

• Don’t give up. It takes time to master. If you can’t schedule 
all day 7 days a week, start with just M-F until 11am. 
Schedule THAT and practice Do it, Move it, Delete it. The 
act of doing that is SUCCESS.

The TARGET is 
to PLAN IT… and then 

DO IT, MOVE IT, or DELETE IT 
and fill in what you really did.



Managing the Flow of your 
Work

• Back to our water analogy. The River is flowing… you have 
put sides on it with your calendar. You’ve contained it. Now 
it’s time to manage the FLOW better. 

• This means taking that Container and putting a DAM on 
the work flow each day and week. Purposely let the water 
(the work) build behind the dam. Release it when it’s time 
to for a POWERFUL work time! And then close the dam 
back off at the right time too.  

• Imagine an expectation of: “I work 5.5 days a week Monday-
Saturday. I am off all day on Sundays. I am off from 6:30pm-
7:30am weekdays and off after 1:30pm on Saturdays.”

Sound impossible? Consider this:

That Schedule means you are available 
61 (SIXTY-ONE) hours a week…



Why this works
1. When you get the courage to dam off time for the rest of your 

life, you work more effectively in the time you are supposed to 
be working. You know you have time off coming and you put the 
pedal to the metal during work hours.

2. People respect you as a Professional when there are times you 
do NOT work.  Professionals have business hours. Professionals 
also aren’t asked to reduce fees or meet at 10pm. If you want to be 
treated like a professional, act like one. 

3. Damming up your work hours prevents DRIVEN BEHAVIOR 
and BURNOUT. You’ve either experienced or seen it in a co-
worker.  Pushing so hard with driven behavior that you get ill, 
physically,  mentally or both. Driven behavior is CLEAR, it’s 
frantic. It’s NOT FOCUSED, it’s scattered. It’s certainly not done 
with EASE. It’s the opposite of ease. There is struggle, anxiety and 
stress. There is little lasting satisfaction.  And there is very little 
GRACE. No sense of gratefulness around our work. There are no 
SMALL SWEET Steps. 

4. Putting a DAM on your work hours prevents Driven Behavior 
that can become a HABIT. When we are unconsciously going 
from Crisis to Crisis, things feel Overwhelming.  Monkey Mind 
wants us to just “stay busy.” But that is NOT living a life of Ease 
and Grace. It’s a culture that encourages Exhaustion. 



If we do not Dam some Time OFF… the River of your work is all over the place. 
Flooding your friends, your family, your faith. 
Drowning that sense of Ease and Grace and Consciously working toward our Goals with Small Sweet Steps

No “deal” is worth that. 

Be willing to let something go rather than that...

Your work is also LESS POWERFUL because it’s all spread out. By Releasing the FLOW and letting it build between 
work times, there is a conscious focused POWER that the flow of work can provide! 

It’s sort of like focusing on a particular area.  
If I have 14 listings over a 40-mile radius, how “successful” do I look to the 50-mile community?  “Donna Who?” 

If I have 14 listings over a 2 miles radius, what then? “Oh yeah, Donna! She is THE AGENT to go to around here…” 

FOCUS your efforts to be more POWERFUL.
To TAME and Contain and Direct and Manage your Work Monster!



You CAN control the 
Work Monster.

And Now you Know

Contain it.

Direct it. 

and Manage the Flow!

Use your Time on PURPOSE – And You will do MORE in less time 


