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TIME

IS LIFE DIVIDED INTO SEGMENTS OF TIME WHICH CAN BE MANAGED AND FILL(

FULL WITH ETERNAL LIVING.

GOD-GIVEN

10

LIFE: .WORDS-THOUGHTS-DEEDS.
0 divided jatp

SEGMENTS OF TIME:
Example: ten minutes

wWhic ke con b

MANAGED: Set goals, prioritize,
schedule, examine, work.

2

FILLED FULL: Work diligently.
Wit

ETERNAL LIVING:
GOD'S WORD with PEOPLE.

WE NEED TO
-~ SET GOALS

- PRIORITIZE

- SCHEDULE

- EXAMINE

- WORK
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THINK TRUE THOUGHTS ABOUT TIME U @£¢Q J‘@ f}@ﬂf

1. Thoughts determine actions. Proverbs 23:7 "For as he thinketh
in his heart, sa is he: Eat and drink, saith he to thee; but his heart
is not with thee." (Ve need the Word of God in our hearts).

2, Tinme can be defined. (See page 2)

3. Time-life management is my responsibility. Ephesians 5:16
“Redeenming the time, because the days are evil." Theme verse of the
course. {(Time needs to be cashed in). Since times are evil, we need to
make our best use of time.

4, Time-life management is commanded. ("Seek not a ministry, but
seek the fruit of a desciplined life." - John Wesley) Attitude is the
greatest hindrance to organization of self.

5. Time~life management has purpose. (Direction in living) Chief
purpose of like is to glorify God.

6. Time-life management can be learned. Psalm 90:12 "So teach us
to number our days, that we may apply our hesrts unto wisdom." Enjoy
today; forget the part--no circle of regret. Don't anticipate the
future--always something more.

7. Time can be understood by comparisan. Job 7-9

——/ 8. God has given to us all the time we need to do_His will HIS VAY.

Error: "I wish I had more time.® Remedy; we need to know God's
will for our life and do that. This blame shifts the responsibility
onto God, instead of self. (W1 Wl Aﬂw [£§ hes

9. Time is our friend. (Praise God for the time we have) - U“j /

5 dssi

Error: Time is the problem/enemy.

10. Ve all have the same amount of time. D. L. Moody had the same
amount of time that we have. I /oo wil! vt 71(/{4 l)’wé L '

Error: *I would, if I had the time you have.* 0&>SucA ?_&lA.
11. The solution is to adjust the activities within time.

Error: "Ve will make up time." You adjust the activity within

the time. o
] v
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12. (Key Statement.) The greatest use of time is to fill it full of
that which outlasts (eternity) time. Learn to invest your life in
people, using God's Word. Ephesians 4:1 "] THEREFORE, the prisoner of )
the Lord, beseech you that ye walk worthy of the vocation wherewith YP
are called,”

13. Time is a gift from God. i Yf- \ \P

14. Misuse of time is a sin. (Live balanced lives.) Guard the time
you sleep!/Exercise important.

15. Satan recognizes the relationship between time and work. ! Qﬁ\ﬁﬁ\
Revelation 12:12 “Therefore rejoice, ye heavens, and ye that dwell in
t Voe to the inhabiters of the earth and of the sea! for the devil \
is come down unto you, having great wrath, because he knoweth that he QN
hath but a short time." The devil brings things into our lives to rob . -~
our time for God. Ve shxould pray daily, God, what is the best use of Ay o
our time. ' // &y\,\“ g
3 ' AP
16. Jesus managed His life in time” Jesus had time for individuale. Q§\§»
(Tohn 4 Voman at the well) John 6:66-68 "From that time many of his W/

the twelve, Will ye also go away? Then Simon Peter answered him, Lord,
to whom shall we go? thou hast the words of eternal life."® Living for
Jesus our ONLY option. Though pressured and harassed by people, Jesus
walked in a measured unhurried pace. How could He do this?

a. He knew God's will for His ministry.

b. He had a provision for every situation. (Within the Bible
are the provisicns for every situation; all that we need for life and
godliness).

. X
disciples went back, and walked no more with him. Then said Jecus unto mgj\ b

Moses: Psalm 90:12 "So teach us to number our days, that we may apply
our hearts unto wisdom.*

v

Teach us to number our days,...

Visdom - 1. Practically, applying God's word to our lives.

2. Keeping God's commandments. I John 5:3 “For thie is
the love of God, that we keep his commandments: and his commandments
are not grievous."

3. Kingdom living. Matthew 6:33 "But seek ye first the
kingdom of God, and his righteousness; and all these things shall be
added unto you."

4. Our inheritance. Acts 20:32 *“And now, brethren, I
commend you to God, and to the word of his grace, which is able to build
you up, and to give you an inheritance among all them which are
sanctified."

...4_



GOAL WORKSHEET

OBJECTIVE (BIBLICAL PRINCIPLE)
("What does God want me to da?)
A, PERSONAL

1. Setting goals -
Philippians 3:13-15

"Brethren, I count not myself to
have apprehension: but this one
thing I do, forgetting those things
which are behind, and reaching forth
unto those things which are before,
1 press toward the mark for the
prize of the high calling of God in
Christ Jesus. Let us therefore, as
many as be perfect, be thus minded:
and if in any thing ye be otherwise
minded, God shall reveal even this
unto you."

2. Prayer - Phillipians 4:6
"Be careful for nothing; but in every
thing by prayer and supplication with

thanksgiving let your requests be made

known unto God."

GOALS (SPECIFIC STEP OF ACTION)

(How can I do'it?)

a.,

® A0 o

3. Scripture - Il Timothy 2:15 a.

"Study to show thyself approved unto
God, a workman that needeth not to be
ashamed, rightly dividing the word of
truth." Dan't try to live on yester-
day's victories--His manna is new
every morning. Take heed, lest ye
fall (I Corinthians 10;12)
let him that thinketh he standeth
take heed lest he fall.,"

4. Soul-winning - He that
winneth souls is wise - Proverbs
11:30 "The fruit of the righteous
is a tree of lie; and he that winneth
souls is wise."

"Wherefare

Hebrews 10:24. Make goal
so specific that someone
else can help see that you
keep it. You need the
support because of Jeremiah
17:9,

Set one new goal each month
Set-up goal reminders
Establish review time
Set-up accountability
person

Pray twice for five minutes
each day.

Make one entry daily in a
prayer journal.

Meditate on one scripture
portion for ten minutes
each day.

Study and live one Biblical
principal daily

Read through Bibtle by
December 30, 1988 according
to a schedule,

Present plan of salvation
to three people weekly.



5. Serve others - Proverbs

3:27-28 “Withhold not good from
them to whom it is due, when it is
in the power of thine hand to do
it. Say not unto thy neighbour,
Go, and come again, and to morrow
I will give; when thous hast it

by thee.

Many other personal areas
B. FAMILY

1. As husband/or wife -
Ephesians 5:21-33. Ephesians
5:33 “Nevertheless let every
one of you in particular so
love his wife even as himself;
and the wife see that she
reverence her husband."

When 1t comes to making the

final decision, the husband

makes the decision and live with
the consequences. When it comes
to wife submitting to the husband,
it is a supernatural act. For the
husband to love the wife (agape
love) that is a supernatural act,
because neither of these actions
are natural.

2. As parent - Ephesians
6:4 “And, ye fathers, provoke
not your children to wrath: but
bring them up in the nurture and
admonition of the Lord."

C. MINISTRY

D. VOCATICH

3

Identify five new needs
each week oriented to
others.

Meet the need of one other
person each day.

Spend ten minutes talking
with mate about his/her
activities. (Listen too!)
Pray with mate daily.
Conduct daily family

altar. (devotions)
Assist him/her in setting
goals.

Take wife on date to place
of her choice monthly.
(Also weekly date night).
Provide time and conveni-
ence for wife to te by her-
self to read shop, etc.
Arrange one romantic act-
tivity away every two
months. -

Help child set goals

Five minrutes each evening
I am home giving undivided
attention.

Take on date monthly

Teach and example cne new
Biblical action each week.



SET GOALS

A. Characteristics of goal

1. Goals are statements of specific and neasurable steps of word,
thought, or action.

2. Setting goals (plans) is biblical.

<

a. Psalm 101:1-8 "I will sing of mercy and judgment: unto
thee, O Lord, will I sing. I will behave myself wisely in a perfect
way. O when wilt thou come unto me? I will walk within my house with a
perfect heart. 1 will set no wicked thing before mine eyes: I hate the
work of them that turn aside; it shall not cleave to me. A froward
heart shall depart from me: I will not know a wicked person. ¥hoso
privily slandeth his neighbour, him will I cut off: him that hath an
high look and a proud heart will not I suffer. Mine eyes shall be upon
the faithful of the land, that they may dwell with me: he that walketh
in a perfect way, he shall serve me. He that worketh deceit shall not
dwell within my house: he that telleth lies shall not tarry in my
sight. I will early destroy all the wicked of the land; that I may cut
off all wicked doers from the city of the Lord." (Saying "1 will" is a
goal)

b. Daniel 1:8 "But Daniel purposed in his heart that he would
not defile himself with the portion of the king's meat, nor with the
wine which he drank: therefore he requested of the prince of the
eunuchs that he might not defile himself."

c. Phillipians 3:13-14 “Brethren, I count not myself to have
apprehended: but this on thing I do, forgetting those things which are
behind, and reaching forth unto those things which are before, I press
toward the mark for the prize of the high calling of God in Christ
Jesus."

d. Isailah 46:11 "Calling a ravenous bird fron the east, the
man that executeth my counsel from a far country: yed, I have spoken
it, I will also bring it to pass; I have purposed it, I will also do
it' "

e. Ephesians 2:10 “For we are his workmanship, created in
Christ Jesus unto good works, which God hath before ordained that we
should walk in them."

f. 11 Timothy 1:9 "Vho hath saved us, and called us with an
holy calling, not according to our works, but according to his own
purpose and grace, which was given us in Christ Jesus before the world
began,"

g. Romans 1:13 "Now I would not have you ignorant, brethren,
that oftentimes I purposed to come unto you , (but was let hitherto,?
that I might have some fruit among you also, even as among other
Gentiles."

- 7 -



h. 1 Corinthians 2:2 "For 1 determined not to know anything
among you, =ave Jesus Christ, and him crucified.”

i. Luke 15:18 "1 will arise and go to my father, and will say
unto him, Father, I have zinned against heaven, and before thee.”
j. Fealm 116:2 “Pecause he hath inclined his ear unto mne,

therefore wiil 1 call upon him as long as I live.™

k. Pcalm 34:1 "I will bless the LORD at all times: his praise
~haii -~ontinuvaliy be in my mouvth."

1. Toshus 24:15 "And if it seems evil unto you to serve the
LORD, choose you this day whom ye will serve; whether the gode which
your isztherc served thst were on the other cide of the flood, or the
godz of the Amorites, in whose land ye awell: but as for me and my
house, we wiil serve the LORD."

m. Matthew 26:33 “Peter answered and said unto him, Though ail
men <nall be offended because or thee, vet will I never be offended.”

%. The Pibie identifie= objectives (general applications which are
univer=al and timeleczs). We must develop gosls (speciiic and measurablie
ctatements which are perconal and Zurrent).

4, Goass should be Biblicai.  We need te think Biblically. If
i al principle contradicts a rational thousht, choose the Biblica
in
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a. Fraverbs 14:12 "lhere is a way which seemeth right unto a
mar, but the end thereof are the ways of death." (You can't be deceivea
and know 1it:.

b. Isaiah 8:20 "To the law and %o the iestimony: if they
Sprd{ not according to thiz word, it is because there is no lignt in

o God's timeiess principles become our personal goales. In
Pipiical Chrietia n1?", the uthorl .y is the Word of God. In humanism,
the autbority is =elf. Humanicem is life without woda. You are your own
god.,

5. Goals shouid cover alil areacs of life.

a. Personal: Luke 2:52 "pAnd Jesus increased in wisdom and

stature, and in favor with God and man." - Mentail, spiritual, physical,

and =social.

b. Family: Husbhand, Father, iinancial, leisure, etc.
c. Miriztry: Training, programs, etc.
a. Vo-ation: Quality, quantity, trainings, meetings, people,
procedures, eto.
B. Purpose of Goals - 90% oi the days activities are already planned
and God worked. 10% require choices made.
1. Prevents problems - depression, procrastination, vacillation

between opposing dezires, indecision, idleness, etc. (Vithout goals our
mind dwells on the past snd remembers failure, causing depression).
2. Focuc. on opportunities and possibilities rather than on past
problems.
a. [nitiate vs. react (when you react, life has control of
you?.



b. Be on the offensive vs. defensive
c. Gives direction to the future.

3. Show personal responsibility and control. I can correct my
failures, since problems are my failures and are not caused by others.

4. Helps measure conscious Biblical living and achievement vs.
activity.

5. Helps merge others' goals with mine and gain their support.

6. Helpse us recognize distractions or obstacles to God's purpose

for our lives and refuse and drive through them--Makes choosing obvious
(bavid, Christy.

C. Action

1. Select an accountability person.

2. Choose an area of life.

3. Vrite one new goal each week, It is better to have ome goal
and keep it than have 100 goals and keeping none’.

4. It should be sc vivid and real thet whenm you close your eyes,
you can see yourself deocing it. Hebrews 11:83 "¥ho through faith

subdued kingdoms, wrought righteousness, obtained promises, stoppea the
mouths of lions,"



PRIORITIZE

Matthew ©:33 "But sceek ye tirst the kingdom of God, and his
righteousness; and all these things shall be added unto you."

A. I'he proces

s ot *hoosing which activities will be awarded our time,
ensrgy. and resours

v )

E. Bitiiczl ba-is (The greatesti neea is the recognition of need. Ve
hzve a Snirifual fsmine in thiz land that far exceeds all we have ever
experienced

1. Matthew &:33  “But seek ye first the kingdom of Goa, and his
righteouszness; ana all these things =hall be added unto you." (Kingdom
of yod before 1ood, clothes and sheiter:.

. Hagrai 1:6-11 "Ye have sown much, and bring in littie; ye eat,
o have not enough; ye drink, but ye are not filled with drink; ve
= you, but there is none warm, and he that earneth wages earmeth
waces to put it into a bag with holes. Thus saith the LORD of hosts;
Lon=ider your ways. Go up to the mountain, and bring wood, and build
the house; ana 1 will take pleasure in i%t, and I will De gliorified,
saith the Lord. Ye 1lpoked for much, and, lo, it came to little; and
when ye 1"ou';r"nt it home, 1 <&id blow upon it. Whv? saith the LORD cf
ho-te. Pecause of mine house that is waste, and ye run every man to hiz
own house. Fncrefore the heaven over you iz stayed from dew, and the
carth i= stayed from her fruit. Ani I called for a drought upon the

iznd, and upcn the mountains, and upon the cornm, and upon the new wine,
and upor the o0il, and upon that which the ground bringeth forth, and
upcn men, and upon cattie, ani upon all the labour of toe hand=. "
(Built own housez before the tempie).

3. Fsalm 110:71-72 "It is good for me that I have been atflicted;
% 1 might learn thy statutes. The law of thy mouth, is better unto me
than thousands of old and silver.”
4. Philipplans .8-Q "Yea doubtless, and I count all things but
loss for the ceilency of +the knowiedge of Christ Jesus my Lord: for
whom [ have suiforem the loss of all things, and do count them but dung,
that 1 may win Christ, And te found in him, not bhaving mine o©Own
righteousness, which is of the law, tut that which is through the faith
of Christ, the righteousness whic ch iz of God by faith:"

C. Benefits of prioritizing
1. Sortes out demands upon us in our culture.
2. Forces decision making (we are by nature mentally lazy).
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3. Separates the urgent (time) from the important (priority’.
That which is urgent is rarely important; and that which is important is
rarely urgent. (If you have to give an immediate answer to something,
you MUST say “no" because you don't have time to ask God for His
direction). :

4. Reveals true values beyond verbalized beliefs.

5. Focuses efforts on eternal vs. temporal. When we make
decisions, we should ask ourselves how this will affect etermnity.
6. Helps us to say "yes" or "no" to activities. Ve need to learn

to say "no".
7. Frees from guilt when low priorities are not accompiished.
John 17:4 "I have glorified thee on the earth: I have finished the
work which thou gavest me to do."
8. Moves agbedience cf the will of God to "tirst" priority.
9. Moves from action to achievement.
10. EKeeps mind free to be creative.
11. FReduces stress.
T

¥ake a "io do" list from goals and current requests. (A
plined life is a happy life. A disciple is a "disciplined one"’.
Estimate time. (Don't give an item more time than it deserves).
Consider these in prioritizing:

a. Purpose of activity - Romans 1:12 "Now I would not have you
ignorant. brethren, that oftentimes 1 purposed to come unto you, (but
was let hitherto,» that I might have some fruit among you also, even as
among other Gentiles."

b. Iz it excellent? - Philippian=z 1:10 "That ye may approve
things that are excellent; that ye may be sincere and without offence
till the day of Christ;" '

ricritizing procedure

F
1
disci
2
3

c¢. Doez it help others? (people ve. programs’

d. Is it eternally orientated?

e. Is it urgent vs. important? I Thessalonians 5:21 "Prove
all things; hold fast that which is good.™ )

f. Choose between two activities.

¢, Can it wait or be delegated? (You get what you INSPECT: not

o
always what you expect).

h. Consider limits on pricrities (Get back on schedule as socn
ac the interruption is over).

E. Prioritizing calls for decision making
1. Never easier tomorrow - Matthew 6:34 "Take therefore no thought

for the morrow: for the morrow shall take thought for the things of
itself. Sufficient unto the day is the evil thereof."

2. Takes courage to chart an unfamiliar course. (Don't get too
comfortable; you may miss a blessing).

3. Indecision leads to aimless wandering - James 1:8 "A double

minded man is unstable in all his ways."

..ll_
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Harde=t choice: TDbest vs. better (Always decire GOD'S BEST!)

4.
bp 5. Saying "yes" to one meanc saying "no" to ten others.

AN

6. Don't wait for 100% assurance. The Bible is our assurance and
our command. You can do anything you OUGHT to do.
7. Saturate with God's Word so decicions will reflect the long

procecs of meditation and discernment.
DECIDE TO PRIORITIZE!

Colossians l:l%  "VWho is the image of the invisible God, the firstborn
of every rreature:" (LORD,LORD means He is first!)

Fesasons Christ has "FIRST" claim:

i. He is Creator.

2. He ie the source of power and light. Colossians 2:8-10 "Beware
lest any man spoil you through philosophy and vain deceit, after the
tradition of men, after the rudimeni= of the world, and not after
Christ. For in him dwelleth 211 the fulmness of the Godhead bodily. And
ye are complete in him, which is the head ot all principality and
power:"

3. He is the Head of the Church and in all things. He is Lord of
all, or not at all.

a. Pilippians 2:5-11,153 Philippians 2:13 "For it is God which
worketh in you both to will and to do of his good pleasure."

b. 1 Corinthians €:19-20 "VWhat? know ye not that your body is
the temple of the Holy Gho=t which ic in you, which ye have of God, and
ye are not your own? For ye are bought with a price: therefore glority
God in your body, and in your spirit, which are God's."

c. lsaiah 59:11 "So shall my word be that goeth forth out of
my mouth: it =hall not return unto me void, but it shali accomplish
that which I please, and it shall prosper in the thing whereunto 1 sent
it." '

_12_



PRICRITIZE

A. "TO DO" LIST

Source Activity Time Priority
Estimate
Goal Morning Devotion=z 15
Goal Prayer 20
Goal Read one chapter in Bible 20
Current Have dinner with friend 60
Current Type Homewcrk 120
Current Vrite letter to ¥om & Dad 30

Vays to put Christ "FIRST" in our lives:
"My times are in thy hand:
and of mine enemiez, and from them that persecute me."

1.
the

o

o G N

le))

PRACTICE FRIORITIZING

Time - Pslam 31:15

Conversation
Life's VWork
Affection
Income
Frieunds

..13..
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SCHEDULE

A. Moving activities beyong listz (intentionsz).to a time framework.

B. PRitlical principles on scheduling. Ecclesiastes 3:1-8 Ecclesiastes

3:1 "To every thing there is a seacon, and a time to every purpose
under *Tne heaven:"
1. Truth out of balance is heresy.
.. PBalancing truths
a. John 6:44 "Nc man can come to me, except the Father which

haih cent me draw him: and 1 will raise him up at the last day."

t. Jobn 6:6%5 "And he said, Therefore said 1 unto you, that no
nan <an come unto me, except it were given unto him of my Father.®

z. Revelation 22:17 "And the Spirit anada the bride cay, Come.
nd 1ot him that heareth say, Come. And let him that is athirst come.
Ana wiao-never will, let him take the water of life freely."

d¢. John 10:27-30 "My sheep hear my voice, and I know them, and

thev 1eilow me:  Ancd 1 give unto them eternal life; and thev shall never
peri=h., neither shali any man pluck them out of my hand My Father,
which gave them me, ic greater than all; and no man is able to pluck

them out of my Father's hand. 1 and my Father are one."

C. EPenefits of scheduling

1. Provides a picture of a day -- shows what will not fit.
2. Overcomes procrastination.

3 Tool for communication.

4. Reduces frusiration and guilt.

%. Overcowe= indecision. '
£. Givesz a socnse of accomplishment.

I Srheduling procedure
1. Move items from "to do" list fto the schedule in priority
sequence.
2. EBalance A's to equalize life. (fensiom’
3. Schedule activities in their most logical time.
4. Schedule contingency time.
5. Schedule long activities in smaller segments.
Schedule realistic time (#plus 10%)
7. Schedule rewards,
&. Adjust: combine, reduce, eliminate, or delegate

b1

E. aedule considerations
1. Schedule is a tool for man. It is tentative. Rigidity will be
a burdfen. (Fiewxivility is when you have a genuine need that needs to

take greater priority than what is scheduled).

_.14_



2. 11 Thesszlonians 3:11 "For we hear that there are some which
walk among you diszorderly, working not at all, but are busybodies." -
The Thessalonians were rebuked for leading 1lives in which nothing
significant was accomplished.

3. Overall s=chedules will be different for mothers vs. laborers.

TIME EVALUATION LOG

DAT:

ACTIVITY TIME SPENT EVALUATION CHANGE

- 15_



WEEKLY PLANNING SHEET

Letters to write:

Peopie to see:

Things to be done:

Things to be planned:

Items to be obtained:
Phone calls to make:
Person Phone#

_16_
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EXAMINE

A. Keep a time journal.
1. WKRITE DOVE everything you do and how much time you spend doing it.
(Example: <cleep--7% hours, hygiene and dress--40 minutes).
2. EVALUATE the activity from a Biblical perspective.
a. Was the activity Biblical? Name Scripture. Proverbs 3:5-6
"Trust in the Lord with all thine heart; and lean not unto thine own
understanding. In all thy ways acknowledge him, and he shall direct thy
paths.*
b. Was it according to plan and/or schedule? Proverbs 25:28
"He that hath no rule over his own spirit is like a city that is broken
down, and without walls." Have our lives in subjection to God's will; a
disciplined life.
c. VWhat effect will this activity have in the future? For
eternity?
3. HAKRGE--Record the changes you will make in the future relative to each
activity: eliminate, combine, reduce, train or no change.

B. Example:

TIME CHECK-
Day: Mondav, November 1

ACTIVITY TIEE AT UA CHANGE
V¥atch soap opera. 60 min. Nothing eternal Eliminate.
Soulwinning 120 min. Eternal Training.
Gos=ip on the phone. 10 min. Not Biblical. Build up.
Just talking. 20 min. Little eternal Set time
value, limit,

C. Project--Time check-up for one week.
1. Start with log on lazt page. Make more logs on your own.
€. Have fun doing this together as a family, class, friends, etc.




WORK DILIGENTLY

Joshua 2Z:5% "But take diligent heed to do the commandment and the iaw,
which Moses the servan% ot the Lord charged you, to love the Lord your Goa,
and to walk in all his ways, and to keep his commandments, and to cleave
unto him, and to serve him with all your heart and with all your soul."

All of the gosls, lists, and schedules will be of little value unless they
are put into practice, Our tendency to be lazy (a sluggard) must be
overcome it we are to work diligently. [An excuse is a <kin of reason
stufiea with a lie.] Firsrt, let's look at some characteristice of a

sluggard, then at some suggestione for working ciligently.

A. The sluggard:

1. Receiver- Proverbs 21:25-20 "“The desire of the slothrul killeth
him; for his hand refuse to labour. He coveteth greedily all the day iong:
but the righteous giveth and spareth not."

2. Problem - oriented
8. Proverbs £6:13-14 "The slothful men saith, There iz & lion

in the way; 2 lion is in the streets. Ac the door turneth upon hie 2inges,
so doth the =lothiul upon his obea.™
. Proverbs 22:13 "Tne siothrul man saith, There 1= a lion
without, I shali be siain ir the streets.”
3. Complacent

a. Proverbz 26:13-16 "The =iothful man saith., There 1c a lion
in the way, a lion is in the stireets. As the door turnezh upon his hinges,
=0 doth the slothful upon his bed. The siothful hideth his hana in f
vosom, it grieveth him to bring it again to his mouth. The =luggarc -

wiser in hi= own conceit than seven mern that can render a reason."

b. Proverbs 17:24 ™A slothiul man hideth his hand in his bosom,
anu will not so much a= bring it to his mouth again.”

4. Dependent

a. Proverbs 12:27 "The siothiul man roasteth not zhat which he
tcok in hunting: but the substance of a diligent man is precious.”

b. Proverbs 26:14 "Ac the door turneth upon his hinges, so coth
the slothful upon his bed." ,

c¢. Proverbs 19:24 "A slothiul man hideth his hand in his bosom,
and will not so much as bring it to his mouth again."

2. Non-starter - Froverbs 6:¢-10 "How long wiit thou sieep, O

sluggard? when wilt thou arise out of thy sieep? Yet a littie sieep, a

little clumber, a little folding of the handaz to sleep:"
6. Undependable

a. Proverbs 1Z:27 "The siothful man roasteth not that which he
took in hunting: but the substance of e diligent man is precious."

b. Proverbs 21:25 The desire of the slothful killeth him; for
hic hands refuse to labour."

7. Flagued
a. Proverbs 24:30-31 "I went by the field of the slothivi, and
by the vineyard of the man void of understanding. And, lo, it was all

grown over with thorns, and nettles had covered the face thereor, and the
stone wall thereof was broken down."
-16-



b.  Proverbs 15:19 "the way of the slothful man is as an hedge
of thorne: butl the way of the righteous is made plain."

c., FProverbs 12:24 "The hand of the diligent shall bear rule:
but the ciothful shall be under tribute.”

d. Proverbe ©:11 "So shall thy poverty come as one that
travelieth, and thy want as an armed man."
e. Proverbs 18:9 "He also that is slothful in his work is

brother to him that is a great waster.”

B. Time wasters: Identify the ten MAJOR causes of inefficient and
ineffective use oi +ime. nless the root problem iz known, the solution
you are tryving may not soive the problem. The following timewasters are

the most common. (Most of theze are sluggard characteristics):

1. Interruptions

2. Drop-in visiters

2. Meetings

4. Crisis

5. Lack of objectives, priorities, and plans
6. FPersonal disorganization

7. Ineifective delegstion

5.  Indecision and preirastination

&G, Insbiiity to say "no"

100 Attempting tod mucn at once

il. VUuclear or mizsing communication

12. Confused responsibility and authority
13. Unfiniched tasks

14. Lack of self-discipline

The =olution to any one of the above iime wasters may require a number cf
steps o1 ection, including internal character develcpment and thinking as
well &= external procedures  Some suggeetions follow. '

(. Time savers: The following tips for time saving can be matched against
the previously menticned time wasters and can be activated for solving one
or more problems with time wasting. ,

1. Diligent worker - Romans 12:9-21 Romans 9:11 “Not slothful in
business; fervent in spirit; serving the Lord;" This man is one who gives,
is solution-oriented, competent, independent, self-started, dependable, and
blessed. He is concerned about how much he can do for others (Proverbs
10:5-6 "For Moses dezcribetn the rightenusness which is of the law, That
the man which doeth those things shall live by them. PBut the righteousness
which is of faith speaketbh on this wise, Say not in thine heart. Who shall
ascend into heaven? [that is, to bring up Christ again from the deadl), and
he learns from little creatures who work for a living (Proverbs 30:24-28
“There be four things which are 1little upon the earth, but they are
exceeding wise: The amnts are a people not strong, yet they prepare their
meat in the summer; The conies are but a feeble folk, yet they make their
houses in the rocks; The locustse have no king, yet they go forth all of
them by bands; The spider *aketh hold with her hands, and is in king's

palacg.s'"(}et helpers f)MMMZj /[Mg- ,/‘4/10555 { jfd“w "T\))gw sier (D
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3. Be flexihle
a. Mattnew 14:15 "And when it was evening, his disciples cap~
to him, saying, Ihis is a desert place, and the time is now past; send 1
multitude away. that they may go into the villages. and buy themselves
victuals."
b. There are two reasons to be fiexible: the needs of others,
and God's leading in another direction.

4. Finich what you start - 11 Corinthians &:10-11 "And herein I give
my advice: for thic is expedient for you, who have begun before, not anly
to do, but aizc to be torward a yvear ago. Now therefore perform the doing
of it; thai 3= there was a readiness to will, so there may be a performance
aiso out of that whick ye have "

5. Overccme idleness - the sin of Sodom Ezekiel 16:49 "Behold, this
was the 1inigquity of thy sister Sodom, pride, tfullness of bread, and
abundan~e of idleness was in her and in her daughters, neitper did she
strengthern the nsnd of the poor ana needy.”

' 9. Press toward the marg - Philippians 3:13-1% “Brethren, I count
not wyszif to nave apprehended: but thiz one thing [ do, forgetting those
thingz which are oehind, and reaching forih unto those things which are
beiore, I pressz toward the mark for the prize of the high calling o1 God in
Chrion Jesusg. Let us therefore, as many as b2 perfect, be thus minded: ana
it any thing y2 b2 otherwise minaed, God shall reveal even thi= unto you."

o

/. FKeep eni proauct in mind.

tD -+
m

&. Focaz or *he builaing (product and soluiicnz', mot on the ruobie
(problem).
9. Recognize that adversity signiries advance. (The door of
advancement cwing: on the hinges of adversity).
10, Truzt God, not 100% assurance.
i1. Fill time, don't endure it.
iz Replaze diversions with action.

5. him at progress, not perfection. (inch by inch, it's a cinch!)

i4. Know =he "why" as well as the "what" regaraing action you take.
(the Pibiical principle and tha reason behind our actions). '

5, Commit yourseli to action.

16. Pricritize

17. Flan vour work; work your plan.

18, Quiet hour ("cloced door policy™)

10, Chackpoint involvement vs. detail

20. Encourage initiative.

Zi. Tlerminate conversation or interruption.

--Turee suggestions:
a. Finicsh before you start ("1 only have ten minutes before 1
have to...:
End while you are speaking {I've got just one more
minute...)
~. STOP! <(Let the person know what you have to do).
22. £et deadlines
23. Concentrate effort on the "big one"
24. Foru on objectives, not activity.
25. Estimate rea11=flca11v.
26. Balnue tocus on the important and the vurgent.
27. Distinguizsh between crisis and concerm.
28. Distinguich between symptomc and cause.
_20_
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24, Make decisions.
30. cCombine and consclidate.
31. Rcview process.
32, Analyze time log. (pg. 13
3%, [z things on purpose.
34. Do things on time
3%, Take preventive action to head off problems.
35. Fut a price tag on my time.
37. Get needed rest.
38. PBe at peace with God.
3¢, Doing it gets it done. (Dive, don't wade.?
40. Use your momentum from the last completed job to star a new task.
41 Do only what you're doing now.
z Avoicd socializers.
43. Focus on action after the decision is made.
44. Say "no" when it's called for.
4%.  Be persizient

I'tt
Jb. /d"’wlifj bofllonecls early.
Deuteronomy 5:29 "0 thet there was such an heart in them, that they would
fear me, and keep all my commancments aiways, that it might be well with

them, ané with their children for ever!”



Scriptural Time Kanegement - FINAL EXAK

because the

1. Key Verse of course: Ephesians 5:16 "Redeeming the time,
days are evil."
2-3. 5ix key points of the course:
a. Think True thoughts about time Phil 4:8
b. fet goale Phil 3:13-14
c. Prioritize Matt 6:3%
d. Schedule  Eccl Z:1
e. Examine II Tim 4:7
1. Be diligent Rom 12: 9-21
4. Time is life divided into segments of time which can be managed and

filled full with eternal living.

5-G, Give five true thoughte about time:

1. Time managemernt is my responsibility. Eph 5:16

2. Time i= a gift from Sod.

%, Misusze of time is 2 =in

4 God givez us e h time to get everything done that He
to Co.

“. Jezus made good usze of His time.
10. Gicale are =tatements of specific and measureable steps
thought, and action.
1%, Give three Scripture versec that teach goal setfi

1. salm 101:1-8

2. Daniel 1:2

3. Phitippianc Z:17-14
1z, Give two purpozes of goals:

1. Focus on future opportunity vs. past problems.

2. Shows personai responsibility and control.

.

13. Three actions necessary in setting goals:

1. et up an zccountabilitly person.

2. Chooze an area of life.

5. Write a ncw gozl each week.
i4. Priorities are the process of choosing which activities
awarded our time, energy ancd resourses.

15. Two verses on the Biblical basis of priorities:
1. Matt 6:33 Kingdom before food, clothing
2. Psalm 119:71-72 Bibdlical living over money

16. Three benefits of priorifizing:
1. R du es stress.
2. Helps us to say “"yes" or "no" to activities

wants uc
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Three steps in
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Schedule is moving activities from a list

Focusez on eternal, not temporal

Eestimate time

the prioritizing procedure:
Make a "to do" list from the goals

Is it eternally oriented?

Three benefits of scheduling:
Provides a picture of the day
Reduces frustration and guilt
Overcome:z procrastination

W o

Three steps to be foilowed when keeping a

O L) =

Write down everything you do.

Evaluate from a Biblical perspective.
Record the changes you'll make in the

Two characteristice of a sluggard:
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Problem-oriented
Receiver

wasters:
Meetings

Drop in visitors
Crisis

Fersonal disorganization

Interruptions

savers:

Be flexible

Finish what you ¢

Make decisions
Aim at progress,
Prioritize

Set deadlines

tart

not perfection

to a time framework.

time jourmal:

future.



How 1o Get 1t All Done - Time Management Inge Pohl

1 Corinthians 15:58 "Therefore, my beloved brethren, be ye stedfast,
unmoveable, always abounding in the work of the Lord, forasmuch as ye
know that your labour is not in vain in the Lord."

Iiscover and destroy the «chiet enemy of organization - false
prezupposition or attitude.

Organization is not a ball and chain; it allows liberty sc that you can

be iree to meet the needs oi others.

The time it takes to get organized will be an invesiment to save you
time later.

Tipz On Organizetion:

1. Learn to say "no" (lon't overbook yourself! At ieast don't say
ves right away--buy some Time. )
Z. Set priorities. (Would God want me to put asiae my schedule to

meet thic need?)

%.  Train yourself to like the jobs vyou have to do.

a. Realize that every word you say will either help or hinder a
project. Be positive.

b. Pray to the Lord to give you & positive attitude about the

~. BRe creative. Make a game out of the task.

f
i You'll like yourself hetter.

2. You will have more time to help others.

5. You will have more time to do the things you like to do.

What You Need to Get Organized:
i. A& Daily Calendar
2. A small loose leat notebook (5x7 at the biggest’ to keep
important names, numbers, etc.
3. File Folders for filing systems (bills, receipts, etc.)
4. MAddress Book (maybe 2 - one master list, and one used regularly
list?
Bulletin Board - Message Center (Put a= few things on your
memory as possible)
6. Timer
7. Syctemize the repetitive chores.
a. Design a household cleaning schedule. (3x5 cards work nice-
one job per card- can be easily reshuffled)
1.) Yearly -shampoo rug



2.) Semi-Annually -drapes, windows

3.0 Quarterly -rotating closet organization (If item not
used in 1 year, make a deciszion!)

4.) ¥ounthly -junk drawer

5.> Yearly, semi-annually, and quarterly items are to be
)

o

put on the calendar.

6. For weekly and daily jobs, put the job and the steps in
performing the job,
b. Review the procedures you follow regularly, so you keep
updating and bettering the system.
3. Creaie 2 home orfice~ an area to call your own.

«. Palance the cost of autside help.

Where you are is not as important as the direction you are moving!









