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Management and Planning 
Detailed Outline 

Part 3 of 4 

III. Be Organized (cont.) 

F. Organize your desk or workplace 

1. You need to have a main workplace and keep that space clean and organized. If it is a mess, 

you won’t know where things are.  

2. Illustration: A business man who was losing his business asked me to come to his house to 

help him get organized. When I entered his house, I noticed that the dining room table was 

filled with over 2 feet of papers, all in a giant pile. I asked, what is that? He said, “That is my 

business.” No wonder he had so many problems with his business. I tried to help him get 

organized. 

3. Have other shelves or tables or filing cabinets where you keep your papers. Know where 

your things are. 

4. Clear off your workspace on Friday so that it is ready for the beginning of the next week. 

5. Doing these things will help bring order and discipline to your life. God wants that for you.  

a) Can you imagine the Lord Jesus being disorderly or late? Imagine if he missed the 

Sermon on the Mount because he forgot or he overslept!  

b) Thankfully, God doesn’t work that way. He built an orderly universe, and he keeps it 

that way. Sin is what brought chaos and mismanagement into the world. God doesn’t 

want that for us. 

G. Work with files 

1. You can use your computer or old-fashioned file folders.  

2. Whatever you choose, you need a system for keeping quotes, illustrations, articles, books 

you read, sermon notes and all the information you will gather. You need a way to 

organize all this information.  

3. If you don’t, it will overwhelm you and you will simply end up throwing things out.  

4. Find an easy process that you can use to organize information and know where to find it 

when you need it. 

H. When you work, work! 

1. So many people say that they are working, but they are actually doing other things. An 

elder I know told me that he “putters” on the computer.  

2. If you want to take time off and putter, that’s fine. But don’t do that while you are working.  

a) If you are in the workplace, you owe it to your boss to give work your full attention.  
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b) Studies have shown that billions of dollars are wasted in the workplace, ten minutes 

here and there, chatting at the water fountain. When you sit at your desk or you are 

on the job wherever it is, work when you work!  

c) It is not right to waste your employer’s time, or even more importantly, God’s time. 

As the Bible says, we work with God’s eye on us. He does see what we are doing. 

3. When you are not on the job, you can do other things. Do not waste your time when you 

are supposed to be working. 

4. We all work differently. For myself, I know that I work best in the morning. Therefore, I 

block out 6 a.m. to noon for working. I don’t take phone calls unless it is an emergency. I 

have informed people about this too, so they don’t try to contact me. Then, from lunch on, 

my time is open to do other things. 

I. Seize small units of time 

If you get this principle, it will help you to have time to relax and do other things in life!  

1. Throughout the day, there are many short 10–15 minute periods of time that can either be 

wasted or used profitably. Here are some examples: 

a) After you get home from work, before dinner 

b) After you eat lunch, before you go back to work 

c) Before you go to bed at night  

d) While you are waiting throughout the day 

2. Seize these units of time. Don’t spend them staring into space. Use them to:  

a) Make phone calls  

b) Read Scripture 

c) Read a book 

d) Do other small tasks 

These small amounts of time add up at the end of a day.  

"Most time is wasted, not in hours, but in minutes. A bucket with a small hole in the bottom 

gets as empty as a bucket that is deliberately kicked over." – Paul J. Meyer 

3. If you lose money, you can make it up again. If you lose time, you can never get it back. God 

has given you time. Use it for his glory, for his people, and for your own growth. 


