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	Stop Start Keep



We all have the same 24 hours in a day – no more and no less. This exercise is a way to improve how we spend our time. 
You can use this exercise in different ways. 
Do it for your personal schedule to uncover what you should be delegating. We all want to enjoy the work we do each day. Warren Buffett calls this tap dancing to work. Getting rid of what you don’t and doing more of what you like makes your work more enjoyable. 
Do it with your team to see how to improve their effectiveness
Do it for your entire company to see which projects should be eliminated or which should be prioritized. 
When you do it for your personal schedule this is a rough back of the envelope exercise. It should only take you 10 or 15 minutes. For suggestions look over your calendar for the last few months to see where you have been spending your time. 
When you do it for the entire company it should be more in depth and may be a preliminary part of a planning session. 
Note 1. It's generally easier to start things than to stop them. This exercise gives permission to seriously consider what should be stopped. Remember that you have limited resources. If you continually start and keep more things than you stop, you may be over committing.
Note 2. The words STOP, START & KEEP may be a bit aspirational. You may not be able to entirely stop doing something you dislike, but maybe you can reduce how much of it you do. 
 
	STOP
	START
	KEEP

	List the activities or tasks you want to stop doing - or at least do less of. 
	List the activities or tasks you want to start or do more of. 
	List the activities or tasks you want to keep doing in about the same amount. 
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