The Musician’s How-to Series Presents...

ORGANIZING
To Maximize Your Time
by Marty Buttwinick

(SAMPLE)

SONATA PUBLISHING

CALIFORNIA

This is an excerpt from the title:
HOW TO MAKE A LIVING AS A MUSICIAN
So You Never Have To Have A Day Job Again!
ISBN 0-9642529-6-1

What the trades say about
“How To Make A Living As A Musician”...
“...remarkably thorough... ...he delivers worthy advice concerning matters that we musicians tend to think we’re too cool to
confront.”
GUITAR PLAYER magazine
“...a practical guide to earning a steady income with real-world
general-business gigs...”
BASS PLAYER magazine
“This book should be in every budding musician’s library...”
L.A. JAZZ SCENE
“The outstanding feature of the book is the extremely high level of
detail in every section...”
MIX BOOKSHELF

©1993 & 2000 Marty Buttwinick. All Rights Reserved.
No part of this article may be reproduced in any form, or by any means without the written
permission of the copyright holder.
Sonata Publishing, P.O. Box 250790 Glendale, CA 91255-0790 USA
http://www.sonatapublishing.com, E-mail: martyb@sonatapublishing.com
Phone/Fax: (818) 242-5551

Introduction
There is more to being a musician than fingering notes on an
instrument. There are the subtleties of group interaction; musicianship; repertoire; the business side, if you are a professional;
and many additional subjects.
The Musicians’ How-to Series consists of short- to
medium-length booklets/articles about a variety of music-related
topics. This series provides musicians and singers with supplemental
information that for the most part isn’t taught in schools, and might or
might not be learned on one’s own or from a private instructor.
Much of this information has never before been in print.
Organizing To Maximize Time shows you just that. These
time-proven techniques can help you with goal planning, time
management, priority setting, handling distractions and more. Want
more gigs? Want to get the original scene moving more quickly?
Want to start making more money playing music? This info can help
you speed the way to your musical goals.
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Organizing
To Maximize You Time

What is Organization?
Organization consists of coordinating activities, things and people so you can achieve your
goals.
Whether you’re filing papers, arranging rehearsal schedules or spending time with your relatives
on Saturdays, some degree of efficient planning needs to occur. Priorities must be set, schedules need to
be made, other people need to be worked with and things need to get done. The more you do, or want
to do, the more organized you need to be.
People natively have varying degrees of organizational talents and tolerances. Some people
enjoy organizing while others don’t. Some love to make future plans while others would much rather do
anything else. Well, the bottom line is, you organize and plan as much as you need to get and keep the
show on the road the way you want.
Organizing can keep activities stable and expanding.
I’ve worked with people who are very organized, and people whose lives are like hurricane
wreckage. I’ve also worked with people who think they are incapable of organizing, when they’re just
not-organized. It’s not always a matter of being unorganized but a matter of either just not knowing
how, or not spending the time to organize.
Time is a little culprit that cuts across everybody’s life in one way or another. Too much time,
not enough time—and is there really enough time to do it all? This entire chapter aligns with the time
factor quite well.
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The English word “time” comes from an ancient word daimen, which means to part, or divide
up. Three Webster’s Dictionary definitions of the word “time” that pertain are:
1. A known, fixed, or anticipated period of existence or duration.
2. A period set apart in some specified or implied way from others.
3. The length of the period required in performing an action or going over a course.

Did you ever not get things done because you didn’t have enough time? Well, according to
these three definitions you could propose that either: (1) you didn’t have enough known, fixed or
anticipated periods to do things in, (2) you didn’t have enough activities correctly coordinated with each
other, or (3) the length of the periods required to do what was needed was too long—so you didn’t
have enough time! Well, if these things amount to not having enough time, might implementing these
things in your life create more time? Much of this article addresses these points.
If you had five things to do and did them all you had enough time. If you had five things to do
and couldn’t get them done you didn’t have enough time, or were just being lazy.
By organizing you not only create smooth flowing activities—but actually create the time in
which to do them.
Check it out—it works for me.
Getting Organized
GOAL ALIGNMENT
PLANNING
PRIORITIES
SCHEDULING
DISCIPLINE
ORGANIZING PHYSICAL OBJECTS

Many success stories come from goal setting and efficient follow-through.
Once you’ve worked out your goals, plans and priorities you need to start scheduling your life.
Activities that Need Doing and Scheduling

Here is an overview of the things that need doing to really have all bases covered. There are
more topics than the ones I mention, but this will give you the idea. Not all of these items need to be
constantly addressed, and certain things might not pertain to you at the moment.
(38 Items)
Programs and To-do Lists

A program is a series of steps designed to get you to the goal. You could have a program to get
your band working, find more work as a musician, or whatever it is you need to do. Depending on the
magnitude of the activity, a program can be long or short, simple or involved. Programs are the steps
that bring your plans to reality.

Organizing - 2

Some example programs are:
A “Get More Gigs” program for an individual could be:
1. Call all my musician friends and let them know I want more gigs, and tell them what kind of gigs I’m
looking for. Get some leads and follow them up.
2. Register with a referral agency and go look at the union bulletin board.
3. Practice a lot so I’m ready for any upcoming auditions.
4. Clean my gear and get my amp fixed.
5. Look for gigs every day until I have enough work.
A program can have five steps or twenty-five steps, depending on how involved things are. The
idea is to have a series of very specific things to do that can be completed and marked off as DONE.
Once all the steps are completed, the program should have a specific end-result, such as “A Clean
House,” or “A Month of Booked Gigs.” Then you have a completed program... and you do another.
If you’re used to “getting more gigs” you probably don’t need to make a list. If you’ve been
through the motions dozens of times there might not be the need. You don’t need to organize for the
sake of organizing. But if what you’re doing involves many steps, or you’re squeezing another activity
into a busy schedule, or are unfamiliar with what’s happening—make a list.
The idea is to program things that can be done in a relatively short period of time and knock
them out....
... After aligning goals, making plans and drawing up programs, the next step is to get
everything scheduled into your daily life.
Activity Organizing Sequence

Since the whole reason for organizing is to get things done, whatever paperwork methods you
use should promote that result. Getting things done is what matters. If you successfully do what you’ve
planned, chances are your paperwork methods work for you. If you don’t do what you’ve planned,
chances are they don’t.
There are many ways to create daily and weekly to-do lists, and the following example is just
one out of many possibilities. This planning sequence is best done either at the end of a week or at the
very beginning of a week. This way you get your life set-up to go, and can just go for it without thinking
about what to do next.
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STEP 1
Have on hand all of your paperwork, including your goals, programs, ideas and projects. Look
it all over to get the big picture.

Get More Gigs
Program
1. Call everyone for gigs
2. Register with an agency
3. Practice daily - learn tunes
4. Make new biz cards
5. Sit in at 3 jams
6. Repeat 1,3 & 5 till working 3
gigs a week

Clean House Program

Misc. Stuff

1. Put everything away
2. Dust everything
3. Vacuum rugs & clean floors
4. Clean the windows
5. Clean dog run
6. Clean & fix heater

1. Get new tires
2. Send present to Aunt
3. Send off resumes
4. Take canine to vet
5. Fix closet shelves
6. Post office - stamps
7. Arrange for picnic
8. Do two auditions
9. Call those two agents
10. Rearrange bookshelves

Goals
Markets
Ideas
Plans
Research

STEP 2
You can list items by basic subjects:
You can list items by types of activities:
You can list items by complete subjects:
The idea is to clearly define the exact activities you will do in the time period of one week. The
more precise your activities are, the easier it will be to schedule things into your life and get them
DONE—not just thought about or “tried to do.”...
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STEP 3
Take your weekly list of things-to-do and write them in some kind of daily or weekly calendar.
Depending on how busy you are, you might or might not need to write in specific times for everything. I
usually need to.
The idea is to start with any preset activities, like work or gigs, and schedule things around
those. If you don’t have any preset activities, take one thing, schedule that in, then align things around
that.
Monday

Tuesday
New tires

Wednesday

8
9
10
11 Register with
12 an agency
Call agents Call printers
1
2
3
WORK
4
5
6
Bank
7
Shop
Finances
8
Personal calls
9
Gig calls
Gig calls
Gig calls
10
Practice
Practice
Practice
11
12

Thursday

Friday

Saturday

Sunday

Bizcard ideas
Practice

Picnic

Audition
Vet
Post ofc
Fix heater

Audition

Practice
Gig calls
Practice

Jam session

Practice
Date

STEP 4
Throughout the week adhere to your schedule....
Every activity you do has a purpose to it. The intention you have for what you want to do will
affect how much you work—or do anything. Nothing happens unless you intend it to happen, and
underlying that is the decision for something to be. This viewpoint is very important to remember, and
operate from.
STEP 5
Five Step Organizing Sequence—Summary
1.
2.
3.
4.
5.
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Scheduling and Time Management

Even if your planning is beautiful, fitting everything into you’re schedule could be difficult. If you
have lots of free time, when to do things might not be a problem. But, if you’re pretty busy to begin with
and have trouble fitting things into your schedule, here is a trick might help.
Start with a time-overview of all your personal and business activities to see exactly how much
time you actually spend on what you already do; then you can get an idea of how much time you could
spend on new activities. (The example I use is strictly made up and you obviously have to put your own
life into the equation.)
The sequence is: ...
Schedule Irregularities

Have you ever made a great schedule that was destroyed because of some kind of interruption?
This is often the most frustrating thing about life. You plan it out so everything fits and WHAM...
• Your car breaks down, you lose three hours of your day and get backlogged.
• You stay up too late watching TV or talking to a friend on the phone, so you have to sleep in and
miss those “extra” activities you’ve been wanting to do.
• You finally get the night off to learn some tunes or practice and a friend you haven’t seen in four
years drops by.
• Your best friend’s boyfriend broke up with her and she calls every day crying hysterically for two
weeks.
• You volunteered a few hours a week to some activity, and it became six.
And there goes the schedule, and very often your new “business.”
Here are some tricks to help with distractions, interruptions and emergencies.
DISTRACTIONS

After many years of fighting with distractions, I’ve realized that they can always be there. There
can always be something to distract you from what you really want to do unless you live an isolated life,
or a life without much activity. Here are some ways to handle them:
1. Control them...
2. Ignore them.
3. Work around it.
Keep in mind that the object of efficient planning is to do the things that will take you from point
A to point B. You need to determine what must be done to pull the whole thing off. That’s why you
need personal policy—policy keeps you on track.
It can take one person three weeks to accomplish the same as it takes another person one
week. An individual has a choice of how long it takes to get things accomplished, it’s your choice to get
a lot done, or a little done...
I mention this because some people don’t make it simply because they don’t work hard enough
at it. Unfortunately society rewards those who don’t work (welfare) and penalizes those who do
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(taxes); and many people are raised with the idea that “Well, it’ll get done somehow, I think I’ll take a
nap.” What is that famous quote, “Genius is 10% inspiration and 90% perspiration?” It’s true.
The point is: you can do whatever it takes to get the job done, you just have to want to enough
and go at it.
The following two diagrams demonstrate two extremes of going A – B.

Got sick &
had to start
again

Inefficient

A

1

Got
distracted
again

Another 3 days off

2

3

4

5

6

7

8

B

7

8

B

Too much TV
Couldn't
find the
paperwork

oops!
not my
goal

Extra hanging

Efficient

A

1

2

3

4

5

6

As you can see, the person in the first example might or might not ever make it to point B.
You need to do what it takes, or not. It’s all in the decision and the implementation.
EMERGENCIES

(How to handle)

Emergency: a sudden, generally unexpected occurrence or set of circumstances
demanding immediate action. [Webster’s Dictionary]
UNFINISHED THINGS

Speaking of unfinished things—accumulated unfinished projects, communications and activities
can slow you down like a huge weight wrapped around your neck. No fun. If you’re moving a little
slow, despite everything looking good, this might be the culprit at the bottom of it all. Anyone can
“acquire” a number of started, yet unfinished activities, even if something was started by just being
written down or by having too many unreturned phone calls.
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The solution:
1.
2.
...Organizing one’s life to pursue personal goals, especially when working full time, is a skill that
can require practice. You don’t become perfect all at once. You need to gradiently (step-by-step) get a
little bit accomplished, then a little more, then a little more... You are able and you are capable of doing
whatever you want....
...If your goals are real and you are actively pursuing them you should be alive with activity. If
you are not pursuing your true goals, or if you have true goals that are being neglected you can be tired
and lifeless. I think the happiness that comes with true goal achievement sounds more fun.
Physical Organizational Basics
1.
2.
3.
4.
5.
6.
Object Placement

The two main reasons you need to be physically organized are: (1) so you can do what you need
to do without wasting time looking for things, and (2) not be stopped from doing the things you want
because you can’t find something.
Daydreams don’t need a filing cabinet unless you’re a writer needing to keep track of potential
material. But when you have the physical objects of a business activity involved, they need to be
organized or you could find yourself not being able to function....
Paperwork

Some people love it, and some people hate it. It doesn’t really matter because you have to do it
anyway. Because of the love/hate thing it’s very important to set up your files, records and to-do lists in
a fashion that works for you. Files and records aren’t any good if you don’t use them. As I go through
some paperwork essentials, keep in mind that you need to get set up for yourself.
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In-Basket: A basket, tray or file folder where you put items that you get, but still have to be looked at,
like your mail that you pull out of the mail box then plop down on the kitchen table. Your kitchen table,
at that point in time is an “In-Basket.”
Pending-Basket: A basket, tray or file folder where you put things that you’ve looked at, or started in
some way, but cannot be dealt with immediately. There’s still something to do with it.
Out-Basket: A basket, tray or file folder containing things which have been dealt with, and are now
ready for their next action, i.e., being mailed, filed or tossed.
Whether you use trays, file folders or whatever, the idea is to have some order to the
paperwork that comes your way so you don’t get clogged.
It’s always best to actually take care of the “thing” in your hand, as it is in your hand. Need to
file something? File it. Need to send out a package? Do it now. But since we don’t always do that, In,
Out and Pending areas are very efficient. Did you ever end up with a stack of mussed up papers, bills,
and things in a drawer and couldn’t find anything? No fun.
Basic Filing Needs

What determines how many files you have..., is how many files you need. The following are
some common, music-oriented files:
SALES ORIENTED FILES: Anything to do directly with the gigs themselves.

Contracted Gigs: Signed contracts that you have received from a client.
Pending Contracts: Any paperwork on “for sure” gigs that have loose ends.
Hot Prospects: Good leads that could easily turn into gigs.
Prices: How much you charge for different situations. Driving time? Overtime?
MANAGEMENT ORIENTED FILES: Anything dealing with running the band.

Plans and Ideas: Game plans, ideas, lists of things to do, etc.
Legal Papers: Fictitious name statements, anything legal.
Receipts: Printing, supplies, equipment purchases and rentals, travel costs.
SUPPLIES : ...
MARKETING ORIENTED FILES:...
MASTERS: ...
MISC. FILES: ...
THINGS TO KEEP ON FILE for

future reference....

Organizing - 9

Prices

Contracted
Gigs

Pending
Contracts

Hot
Prospects

Sales Oriented

Plans &
Ideas

Legal
Papers

Receipts

Management Oriented

Supplies
Marketing Oriented
Masters
Misc. Files
Things to keep on file for future reference
Computers

Phone Numbers
Chart Organization
Summary
Organization consists of coordinating activities, things and people so you can achieve your
goals. Organizing can keep an activity stable and expanding. When there is lots of activity, things tend to
collide and bounce off of each other without a channel for things to flow in, firmly established goals to
reach, and a plan of action with which to reach it.
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If there’s not enough activity in an area, having these points happening will help in the motivation
department. When all of these points are truly “in” you should feel motivated, alive and happy.

GOAL
Discipline

Discipline

Organizing

Organizing

Scheduling

Scheduling

Priorities

Priorities

Alignment

Alignment

Planning

Planning
YOU
DECISION
PURPOSE

]
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