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negatively affect your concentration and effectiveness. In fact, studies show that it
can take more than twenty minutes to get back on task after an interruption.
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Busy season is fast approaching, and accountants and CPAs around the country are

beginning to prepare for the most challenging time of the year.

Pairing constantly changing tax laws with the stress of an increased workload can

negatively affect your concentration and effectiveness. In fact, studies show that it
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can take more than twenty minutes to get back on task after an interruption.

Hello. It looks like you’re using an ad blocker that may prevent our website from
working properly. To receive the best experience possible, please make sure any blockers

are switched off and refresh the page.

If you have any questions or need help you can email us

rack lime

Frequently switching between preparing returns, reviewing returns, and meeting

with clients is counterproductive.

Find a time management tool that you’ll actually use. Try a cloud-based calendar so
you can track your schedule in real-time. You can also use the tool’s reminder feature

to stay on top of scheduled appointments and meetings.

Plan your days and weeks relentlessly—schedule time for everything, including
administrative tasks. Consider blocking out specific chunks of your days for client

work and reserve other times for meetings and administrative tasks.

Be realistic about the time it will take to complete a task. Planning in such granular

detail helps plan for your availability and sets realistic client expectations.

Write down everything you accomplished at the end of the day or the beginning of
the next day. You can use your list at the end of the week and look for time wasters.
When you see how your time is actually spent, you can identify areas that need

improvement.

Prioritize tasks

There comes a time when you need to accept that some things just aren’t going to get
done at this time of year. Plan your workday by determining which personal and

professional tasks are the most important and focusing on those.

Prioritize each task and create a list. Try doing this every morning to getin the habit
of prioritizing. You’ll also have the added benefit of a sense of accomplishment as you

check things off your list.
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Besides the joy of checking off a task on your to-do list, try setting weekly and daily
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Batch tasks

Low-value tasks like filing documents, sending emails, and making phone calls are
needed to accomplish more significant tasks. To avoid getting sidetracked and
expending all of your energy on low-value tasks, try “batching” them into groups. To
get the best results, make a habit of batching tasks and stick to it. Spend twenty
minutes at the end of the day replying to emails or file papers after you’ve completed

a big project.

Delegate tasks

Give your employees tasks that build on their skills, and both you and your
employees will benefit. You can also hire a virtual assistant to help you during the
busy season if you’re solo. Or delegate elements of your personal life—you can hire a

weekly cleaning service or get your groceries delivered.

Take breaks

The threat of burnout is real during the busy season. Taking care of your body and
mind by taking breaks, exercising, and getting enough sleep is crucial to preventing

burnout.

You may not be able to keep up with your normal routine, but you still have to find
time to wind down. Take a brisk walk around the block, do a light workout in your

office, or grab a cup of coffee and chat with a coworker after a period of intense work.

With the busy season fast approaching, it is time to put your time management skills
to work. If you follow the above steps, you can survive and even thrive during this

otherwise stressful period.
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Amy Vetter is a CPA.CITP, CGMA is an accomplished c-suite executive and board
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publications and online journals. Amy has inspired thousands using her experiential
knowledge on the digital transformation journey, where she provides guidance on
how to move to cloud technology, and also the change management necessary to be
successful. As a cloud technology expert, Amy authored Integrative Advisory Services:
Expanding Your Accounting Services Beyond the Cloud, published by Wiley, where
she provides the skills needed to transform digitally to take advantage of cloud
technology and create advisory services to offer business clients. She also published
the book, Business, Balance, & Bliss: How the B3> Method Can Transform Your Career
and Life. Amy is a veteran speaker whose TEDx Talk continues to motivate viewers to

take a more human approach to business in this digital world.
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