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Academics and
administration
fill in your free
time if you don’t
control them!
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The problem with efficiency:
There S t00 much advise out there!
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Pick and choose

Be flexible and continue to evolve

50 %44




Goals for your
system:

Simple

Less stress
Accomplish more
More free time




Weekly review of tasks and projects:

Macro level:
Gantt chart of weeks and year ahead

Micro level:
Your task list

Everything in between:
Time block of this week




Macro - Make your own Gantt chart

Project manager

File Edit View Insert Format Data Tools Add-ons Help  All changes saved in Drive
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1 Current week  Week 1 Week 2 Week 3 Week 4 Week 5 Week 6 Week 7 Week & Week 9 Week 10 Week 11 Week 12
2 Week of: Feb 24 Mar 3 Mar 10 Mar 17 Mar 24 Mar 31 Apr7T Apr 14 Apr21 Apr 28 May 5 May 12 May 19
3 No of shifts: 2 5 2 3 2 2
4
5 Events/Deadlines 27 -ITE T-PGY2CCC 12 - Staff meet 28 -FRAC 31-MERC 18- APE 25-FRAC 1 - Rotator orient 2 - Cx of safely 14- SAEM 22 - PGY2 retrea
[ 1 - Rotator orient 13 - Journal club 30 - Go to CORLC 31- CORD talk 9 - OUWB honor! 23 - Mock orals
7 1- RO fac survey 14- PEC 1 - Poster judge 10 - QUWE gradi
8 15 - EMS Talk 1 - Rotat orient
2 1 - Troy fac surve
10 1-GCliveend o
1 3 - Back from CC
12 4-PGY 1CCC
14 Projects _
15 CORD talk prep CORD talk prep
o cccoe | o daaenty cccdmaenty
o PEChm ot e
19
20
21 Research SPRINT submit SPRINT submit SPRINT submit
2
] M and M lit searc M and M lit searc M and M lit searc M and M lit searc
24 MERC intro MERC intro MERC intro MERC intro MERC intro
25
5
27 Month Events Feb 2019 March 2019 April 2019 May 2019 June 2019 July 2019 Aug 2019 Sept 2019 Oct 2019 Nov 2019 Dec 2019 Jan 2020 Feb 2020
28 Rank Day PGY2 CCC MERC SAEM Academic day  Intern orientation PGY3 CCC PGY2 CCC PGY1 CCC Interviews Interviews Rank Day
20 PGY3 CCC EMS talk PGY 1 CCC Mock orals Graduation Intern retreat Regional SAEM ACEP Interviews ACGME survey PGY3 CCC
30 EMRAM falk CORD CORD Talk PGY2 Wellness 1 Milestone eval dt EMRAM talk
2 APE survey Faculty eval sent Program eval &1 Ann Prog review! APE survey
2 QUWE grad

24 Projects to begin CORD talk propa




Schedule next 12 weeks

Project manager

File Edit View
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Week of:
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Research

Month Events

Projects to begin
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30 - Go to CORC 31- CORD talk

1 - Poster judge
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3 - Back from CC
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Jan 2020
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ACGME survey
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23 - Mock orals

Feb 2020
Rank Day
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EMRAM talk
APE survey



Highlight important events

Project manager

File Edit View Insert Format Data Tools Add-ons Help  All changes saved in Drive
oo om T 100% v S % 0 00 123v | Arial ~ 10 -B_rgi ® H
A B c D E F 3

1 Current week  Week 1 Week 2 Week 3 Week 4 Week 5

2 Week of: Feb 24 Mar 3 Mar 10 Mar 17 Mar 24 Mar 31

3 No of shifts: 2 5 2 3 2 2

Events/Deadlines 27 -ITE 7-PGY2CCC 12 - Staff meet 28-FRAC 31-MERC
1 - Rotator orient 13 - Journal club 30 - Go to CORLC 31- CORD talk
1- RO fac survey 14- PEC 1 - Poster judge
15 - EMS Talk 1 - Rotat orient

1 - Troy fac surve
1-GCliveend o
3 - Back from CC
4-PGY 1CCC

14 Projects

15 CORD talk prep CORD talk prep

18

. Fecom R ——

19

20

21 Research SPRINT submit SPRINT submit SPRINT submit

M and M lit searc M and M lit searc M and M lit searc M and M lit searc

MERC intro MERC intro MERC intro MERC intro MERC intro
Month Events Feb 2019 March 2019 April 2019 May 2019 June 2019

Rank Day PGY2 CCC MERC SAEM Academic day

PGY3 CCC EMS talk PGY 1 CCC Mock orals Graduation

EMRAM talk CORD CORD Talk PGY2 Wellness

APE survey Faculty eval sent Program eval &1 Ann Prog review!

QUWE grad

Projects to begin CORD falk propo

July 2019

Intern orientation
Intern refreat
Milestone eval dt

E-4i-H-Y o B W Y-

H 1 J K L M
Week 6 Week 7 Week & Week 9 Week 10 Week 11
Apr7T Apr 14 Apr21 Apr 28 May 5 May 12

1 - Rotator orient 2 - Cx of safety 14 - SAEM
9 - OUWB honor!
10 - OUWE grad

Aug 2019 Sept 2019 Oct 2019 Nov 2019 Dec 2019 Jan 2020
PGY3 CCC PGY2 CCC PGY1 CCC Interviews Interviews
Regional SAEM ACEP Interviews ACGME survey

Week 12
May 19

22-PGY2retrea
23 - Mock orals

Feb 2020
Rank Day
PGY3 CCC
EMRAM talk
APE survey



3
4

[

o

Project timelines

Project manager

File Edit View
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Give yourself extra time

Project manager
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Delete and move left at the end of week

Project manager

File Edit View
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Plan out the next year

Project manager
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Toe bal

The micro level:

The To-do List




Q Quick Find

) Inbox Next 7 days

Today T

Next 7 days Lit search risk factors dx error 17 Research/scholarly @
Projects
CORD talk prep 17 CORDtalk @

Personal 4
Draft end of shift eval doc for residents and faculty cwc @

Work 3
Residency

® APE submission 1

Tomorrow
® lectures

Foundations 4 Send nick Rosh scores for Each team Ee

IE 2 CCC prep 1 CC @

Quality/patient safety 1
Check Slack 11 MERC @
Ideas 2

Other 2 Notify faculty of eval forms online Inbox @
Fe7 A bR By Motify faculty of paperless evals Inbox @
Rotators/TY

New Keys/return toilet thing h
PEC/APE 11 o< @
CCC 30 Marco rosh issue Inbox @
dutyhours 1 )

Check Rosh completion 17 Foundations @
Requirement Tracking 1

Research/scholarly 2 Read weekly foundations 11 Foundations @

® Ideas s SPRINT - what do I have? SPRINT @

® Feedback 1
Schedule JZ for cx of safety inc DTL Harrison cc @
MERC 2




Quickly add tasks
and assign dates

Quick Add Task

Prep for CCC [ every month on the 15“-4

Add Task




Time blocking - bridging the micro and macro
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1PM 12:30
Todd House Opm ‘Aerial fiips
1- 2:15pm
[ Beaumont EM
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Tasks
[] Tasks aru
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[ Todoist
Impact BOD Mig impact book club
TEM 6:30 — 7:30pm 6:30 — 7:30pm
Other calendars ~ dr mourou lectul
7-8pm
Holidays in United States 8FM
9PM

10 PM
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Time for your projects from Gantt chart
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1:30 — 4:30pm MFNWqunrllr 2pm

Impact BOD Mtg impact book club
6:30 — 7:30pm 6:30 — 7:30pm [P —
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DFPC Summit Workshop Planning
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Develop your own system and let it evolve

Visualize the big picture
Track your tasks

Review and block the week
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