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For my Boopers

INTRODUCTION
YOU HAVE A SINK FULL OF DISHES to wash, three loads of laundry to do, seventeen bills to pay, you’re not sure how many e-mails to answer, a big stack of novels on the nightstand you’d love to read, and zero—count them— zero minutes of free time.
“Where does the time go?” you lament. “I just need to find more time!”
Suddenly, a time fairy appears, waves her magic wand, and says, “Your wish is granted. You now have a thirty-hour day!” and then she disappears. At first, you’re delighted. But strangely, within three weeks, your list has mysteriously expanded and now your thirty-hour day is just as full. And you still have a pile of projects to start, books to read, places to go, bills to pay, chores to complete, and things to do.
You begin to realize: I will never get it all done. This is the harsh reality of time. There will always be more things to do than time to do them. In fact, you don’t need more hours in the day—you just need different habits. You do have the time; you’re just not using it well.
The problem isn’t time shortage; it’s time usage.
My first book, Leave the Office Earlier, focuses on the workplace and teaches professionals how to leave the office on time, every time. But busy professionals said they want more. “Great! I’ve used your systems to get my work life in order,” they told me. “Now what about my home life?”
So this book picks up where Leave the Office Earlier leaves off. Now that you’re more productive during your workday, this complementary book teaches you how to get things done at home, rather than feeling that you never have enough time. You can create a fulfilling, productive life . . . or just wander through it aimlessly, never quite satisfied with what you accomplish.
I wrote Find More Time for busy men and women who work long and hard on the job (outside or inside the home) and also face kids, chores, and household projects. Using the ideas in this book, professionals will get more done than ever before. They’ll learn ways to free up time for leisure, volunteer work, and plain old “quiet time.” And they’ll learn how to leave work behind at the end of the day.
College students will also be thrilled to have this book, as will moms and dads who work in the home full time. So will single working adults who want time for more leisure activities, CEOs who don’t have time for grocery shopping, homebodies who like to garden, parents who can’t seem to accomplish anything with the kids around, and parents whose children left long ago but who are busier than ever in “retirement.” Readers will span generations and cover the gamut of life experience. Regardless of the differences in our ages and situations, the things we have to get done in our personal lives are fairly universal. We all have to eat, have clean clothes to wear, and live in sanitary environments. Handling those tasks efficiently will allow us time for more fulfilling things.
After reading and implementing the concepts in this book, you’ll feel like you’re controlling your life instead of your obligations controlling you. The ideas will help you create and sustain a productive home environment, so you’ll have more time for enjoyment. Find More Time will also help you organize your space, time, and information to reduce your stress. You’ll be able to focus your energies without letting things fall through the cracks.
You’ll create a home environment that lets you avoid burnout and keeps you relaxed and having fun. When you’re productive, your home and schedule reflects who you are, what you want, and where you’re going. By getting things squared up around the house, you’ll gain time to achieve those loftier dreams and relax into them.
Whether you need help with just a few things or feel like your life runs completely out of control, read this book and learn how to: 
Picture your ideal situation and determine where you want your life to go. 
Schedule family activities and community work. 
Complete those projects you’ve been thinking about. 
Organize your storage areas, kitchen, closets, and kids’ rooms. 
Accomplish your housework and chores more quickly with shortcuts and timesaving techniques. 
Eliminate procrastination and multitasking. 
Manage paper, mail, personal e-mail, and phone calls. 
Find time to invest in your own self-care and leisure. 
If you’re thinking, “Ugh, I work hard all day! Why would I want to be productive at home?” I understand your anxiety completely. It’s difficult to think about productivity at home, especially in today’s “do more with less” world.
But understand this: Productivity isn’t your enemy. Being productive is essential, since the reality is that all of us have so much to do—and that isn’t changing.
Productivity is not about cramming more into your day. Rather, productivity helps you create more space and time, so you can get to the important things in life. Without it, you’ll take on too many tasks; have too many late nights and too little sleep; increase your stress level; miss deadlines; and find yourself living in the same cluttered mess you started with.
If you embrace productivity, you can get clear about what you really value; realize your life goals; feel a sense of control; and change your life for the better. Productivity helps you reduce frustration by finding a purpose and direction in your life while adding structure to your day. It allows you to put your head on the pillow every evening with a sense of accomplishment.
Think about how a home in a high flood zone is constructed. It is most likely built on a platform supported by strong pillars or columns. If one or several pillars are weak or missing, the house’s stability is threatened. But if the pillars are strong, they can save the home from damage when a hurricane or flood comes through.
In the same way, pillars also support your life—your personal “house.” The strength of your supportive structures determines your ability to perform at your productive best. When one pillar is weak or nonexistent, you feel unstable and your life begins to tilt. If several of your life pillars need repair, you may feel like the walls are collapsing around you—or may even feel like you might crash.
But when the pillars are strong, you won’t be bothered at all when the “floods” hit: activities to schedule, meals to cook, laundry to do, and projects to tackle that you hadn’t even anticipated. It’s vital to discover and strengthen the weak pillars in your life, so you can weather the challenges that come your way—or at least reduce their impact. With proper life support—with strong pillars—you can function optimally.
You’re not a house, of course, but a person. So what are these pillars that hold you up? This book identifies eight pillars of personal productivity that support successful lives. Each pillar is a chapter and begins with the letter “P.”
PILLAR 1: PLANS—helps you outline the desired direction for your life based on your ideal vision for yourself.
PILLAR 2: PRIORITIES—explores your life balance and determines where you want to spend your time in support of your plans.
PILLAR 3: PERSONALITY—encourages you to look at your behavior, habits, and choices—and then figure out which ones to adjust to support your desired direction in life.
PILLAR 4: PESTS—looks at the “termites” that eat away at your foundation: the time wasters and robbers that keep you from accomplishing what you set out to do. This could actually be thought of as “pest control,” the problems you need to eliminate to keep this pillar strong.
PILLAR 5: POSSESSIONS—addresses items you’ve accumulated that might be weighing you down and putting pressure on the other pillars—everything from toys and clothing to tools and household items you simply don’t need.
PILLAR 6: PAPER—suggests solutions to make your bill paying, filing, reading, and scheduling more manageable.
PILLAR 7: POST—refers to your job. This chapter shows you the most productive ways to accomplish your day-to-day tasks, chores, errands, and responsibilities.
PILLAR 8: PLAY—explores the importance of fun, leisure, wellness, and stress reduction. Helping you find time for the activities you enjoy is one of this book’s main goals. Play is more than something “extra”—it’s the final solid pillar upon which your life really rests.
The concept is simple. When all eight pillars of productivity support you equally, you’re better able to accomplish your life goals.
Most people, though, have strengths in some areas but weaknesses in others; it’s only natural. If you want to strengthen your Play pillar but your spouse isn’t giving you time for yourself, it means your Plans pillar isn’t strong enough to support your goals for your free time. If you want to accomplish a redecorating project but can’t discipline yourself away from hours of television each night, it means that your Personality pillar is interfering with the stability of your Possessions pillar. Understanding where your “house” is off-balance gives you a systematic plan to conduct routine maintenance, a build-out, or even a complete “remodeling” of your life.
As in Leave the Office Earlier, each chapter in this book features a quiz that details the most important components in determining the strength of the pillar. The quizzes are organic; the learning is created from within them.
Realize you do not have to read the chapters in order. After all, you wouldn’t choose to work on the same issues that others select. The comprehensive eighty-item quiz that follows guides you to “jump” right to the chapter and specific items that addresses your weakest pillar. The questions will be repeated within each section of the book. If a question isn’t clear, you might want to browse that section for an explanation before answering. To customize your personal productivity program, I’d recommend taking the quiz first and starting with the chapter where your score is lowest.
Remember that the larger things you want to get out of life are interwoven through the hands-on, nitty-gritty details. The psychology of life balance (the why) is integrally tied to the details (the  how)—just as the balanced strength of a house is determined by how the timber and nails went in to building it.
Use these eight Pillars of Productivity to build a stronger house and have more time for yourself—and you’ll be able to find more time for what’s important.
The Eight Pillars of Personal Productivity Assessment
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Scoring
Grand total of items 1–80: 
337–400 Productivity Pro! Solid foundation! 
273–336 Minor improvements considered necessary 
209–272 Preventative maintenance needed 
145–208 Major repairs required 
80–144 Red flag! Structurally unsound! 
Plot Your Scores 
Now graph your totals for each pillar and color in to your score. You’ll quickly see where your house is sagging and needs reinforcement!
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CHAPTER ONE
Mastering the First Pillar— PLANS
WITHOUT A PLAN, life just sort of happens to you. But with a plan, you’ll make sure your daily activities support what you want to create next week, next month, next year . . . until, at the end of your days, your activities will have contributed to creating and living a successful life. You don’t want to accidentally create your life. Your plans should be purposeful, so your life moves in the direction you desire, based on your ideal vision for yourself.
My father is a veteran, a retired colonel in the U.S. Air Force. I’m proud of my Daddykins (my pet name for him) for all the years of service he gave to our country. Thanks to Dad’s success, I’m a veteran, too. Only my war wasn’t the Gulf War, Afghanistan, or Iraq—it was the turf war that comes from moving a lot as a kid. 
Today, when people ask me about my childhood “home,” I think about the pink bedroom in Colorado, the yellow kitchen in Ohio, the whitewashed porch in Texas. I’ve moved nearly thirty times in all and hated every single one of them. The fact is, moving is a traumatic experience—considered the third-highest stressor behind death and divorce.
So I survived by taking control of what I could. I became a master at packing and organizing. Before the movers had finished unloading the van, I had my room up and running. And I’d already moved my Barbie and Ken into  their house. Every stuffed bear, bunny, and unicorn was neatly arranged in precise formation on my bed—exactly as they’d been in the house before—at attention for the Colonel’s inspection. My friends used to laugh at my perfectly clean bedroom, my compulsive list making, and my overwhelming urge to organize.
But these experiences helped me with my life plan. The upheaval of my childhood taught me how to create order out of chaos, which laid the foundation for my work today. My background helped me build the systems I use today as The Productivity Pro®, teaching professionals how to spend their time moving closer to their goals in work and life.
You must also have a clear plan for your life’s goals and dreams. When you clearly define your priorities and work productively toward them, you’ll be able to accomplish your goals sooner. Planning reduces crisis and lowers your stress; buys you a night of rest, without you lying awake, thinking about tomorrow; gives you time to assess whether your schedule for tomorrow is realistic; and allows you to start each day feeling confident and ready. You have your marching orders. All you have to do is—march!
PLANS quiz item 1
1. Have a personal mission statement for my life.
Who Am I? Where Am I?
Unless you’re independently wealthy, you must work in some capacity. Some people don’t get paid for their work in dollars but still contribute significant value to their families or communities. Some people work because of a calling to be a missionary or social worker and may not receive a lot of money for that work. Other people are paid very highly for their work outside of the home. But your work is just a part of your life. You need money to provide food, clothing, and security so you can do important things with your life. You work to live; you don’t live to work. You are so much more than what you do for a living! Be careful not to get caught up in what you do, lest you define yourself by your job. To remind yourself of this truth, first create a personal mission statement that will help you evaluate how to spend your time.
A personal mission statement is an essential written document that helps you make decisions about the way you spend your time and evaluate your choices. It guides you in the right direction when you’re faced with many choices. Defining your values helps you describe where you want your life to go based on your ideal vision for yourself and your definitions of success.
To write your mission statement, sit down in front of a computer or grab a journal and pen, and write down the most important values in your life: for example, health, happiness, justice, spirituality, family, truth, love, happiness, and so on. Then write a paragraph about each one to define what that value means and how you would determine if you successfully lived according to that value. Ask, “At the end of my time on this earth, how will I know if I’ve succeeded in life, not by anyone else’s standards, but by my own desires and expectations?”
Here’s my personal mission statement as an example:
First, the most important thing to me is my relationship with Christ. My success is first measured by how I serve the Lord with my time, talents, and treasure. I make decisions based on what Jesus would want me to do, not what I feel like doing. Second, I am a faithful, encouraging, supportive wife. I will be a loving, caring, and nurturing mother, sometimes even sacrificing my own needs to ensure my children’s are met. I work to live, not live to work. Lastly, I take care of myself physically, so I will have the energy and ability to work for the Lord and my family.
This is who I am. It’s what I’m all about. My mission statement governs my life and my decisions around time. I keep copies of my mission statement where I’m sure to see them frequently. It constantly reminds me of what I want to create and helps me make difficult choices when life presents them.
For example, if I state that I will take care of myself physically, my actions aren’t supporting my mission if I watch five straight hours of television while devouring an entire pizza by myself . . . even if it’s a giant Chicago-style pepperoni pie and I’m watching the Star Wars series twice through. Although they’re two fine activities, doing them doesn’t support my mission. But perhaps your mission statement includes time to play and relax; for you, these activities might be okay occasionally.
If you choose work that doesn’t fit with your values, for example, you doom yourself to approximately forty years of daily activities pursuing false values that actually compete with your happiness. To live a balanced life and experience inner harmony, your values must be the foundation for everything you do and everywhere you spend your time.
Now is the time. Get out a blank piece of paper or get on a computer and write a paragraph about each of your top three values.
PLANS quiz item 2
2. Maintain a list of my life’s goals and dreams, and make plans for their accomplishment.

Is “Lose Weight” a Good Goal?
Based on the mission statement you just wrote, ask, “What would have to change about the way I’m spending my time right now in order to obtain the vision I described for myself?” Your answers describe the gap that would need to close to take you from where you are now to where you want to be.
In December 1992, when I was twenty-three years old, I remember sitting down one evening and making a list of all my dreams. I brainstormed everything I wanted to do before I died. I listed forty-three lofty goals I wanted to achieve in the next twenty-five years. It included things such as, “Have speaking engagements in twenty-five states,” “Ride in a helicopter,” “Learn to water ski,” “Visit Laura Ingalls Wilder’s home in Missouri,” “Travel to the Bahamas,” and “Be a successful published author.” As of 2005, I’ve completed thirty-three of them.
Other dreams, such as “Be married twenty-five years,” “See a kangaroo in Australia,” and “Publish an article in the  Wall Street Journal,” are yet to be realized. But goals are simply dreams with a deadline. I know I will accomplish them; the only question is when. Your goals are specific guideposts that keep you moving forward toward your ideal life. In the end, your goals will help you make sure your life has been worthwhile.
One thing I know for sure: You won’t accomplish your goals and dreams if you don’t plan for them. I suggest that you take each dream and phrase it in the form of an objective statement, using the following format:
I will (verb) (measurement) by (date) because (motivation). I will evaluate my progress by (date). I will reward myself through ( ).
For example, a poor objective would be “Get a new job.” A better objective is “I will get a more challenging and satisfying job as an engineer in a different industry and realize an increase of $7,500 per year by June 2007. I will buy myself that new truck when I land this job!”
Create three goals that describe the changes that would have to take place to get you from where you are now to where you want to be.
PLANS quiz item 3
3. Try to gain flexibility at work.

Which Half of the Job Do You Want?
An important component of planning is determining how the business of life and the game of work are going to fit together. Strive to create a lifestyle that is flexible, in which your personal life works with your job and your job works with your life. Wherever you work, whatever you do, find a way to make your job fit into the rest of your life.
As better technology explodes on the scene and people can work from anywhere, the blurring of your work life and home life is inevitable. Dual career couples, each feeling equally passionate about their jobs and families, want to participate more fully in each, regardless of gender. In more and more situations, sacrificing one for the other is no longer required. Managers have become increasingly aware of the need for flexibility, recognizing that a worker who leaves in the middle of the afternoon to visit an ailing parent will log into the intranet on the home computer later that night anyway.
Flexibility could come through telecommuting, an off-site work arrangement that permits employees to work in their homes for all or part of the workweek. Challenger, Gray and Christmas, a Chicago-based international outplacement firm, conducted a survey with two hundred HR professionals in different industries throughout the country. The survey noted that 43 percent of those polled believe workers will become increasingly mobile with far more telecommuting.
However, flexibility doesn’t only mean telecommuting, which may not be as desirable to some people as other solutions. Indeed, the definition of “flexibility” is morphing. It might mean seasonal hours, such as different hours during the school year and summer. It might be rotating jobs part time so one or the other spouse is always home when a child arrives home from school. It might mean “desk share,” allowing workers to share a job in the office and take turns working remotely, or “compressed workweek,” in which you do a full-time job in fewer than five days and have a long weekend. Sometimes workers come in early and leave to beat horrendous traffic patterns. In summary, managers in a truly flexible workplace don’t care when or where the work gets done as long as it gets done with great results. It hinges on giving workers more authority and responsibility.
How can you add flexibility to your life? Check with your human resources department to find out what alternative schedules are available. If your child gets out of school at four o’clock and no after-school program is available, ask about arriving at work extra early on some days and leaving early to pick up your kids and your neighbor’s kids on other days. Perhaps your neighbor can work the opposite schedule. Or possibly you could do your job from home, which would allow you to take short breaks for drop-off and pick-up runs.
If you want flexible work hours but believe that your boss wouldn’t dream of it, get brave! The trend to add flexibility is gathering steam. Even if an official policy isn’t on your company’s books, you may be able to create your own program. People often avoid pursuing a telecommuting arrangement for fear of their bosses’ reactions. Usually, however, the concern of most supervisors comes down to this: “How can I manage an employee I can’t see? How do I know if that employee is working or not?” This trend demands that managers learn to focus on results and achievements instead of attendance. An employee who is “present and accounted for” is not necessarily productive.

Is Your Job Right for Telecommuting?
Even if you think you have a “telecommuting personality,” your job has to fit the situation. If you want to approach your employer to discuss a telecommuting arrangement, use this list to spur some introspection before proceeding. HR professionals actually use this list as a conversation document to assess the viability of this arrangement with interested employees. It notes the following characteristics of good “work at home” jobs: 
Jobs that require frequent use of the telephone 
Jobs that don’t rely on person-to-person contact 
Jobs in which most of the work is done on computers 
Jobs that deal with a series of projects that have definite beginnings and endings 
Jobs that can be done in small, possibly confined areas 
Jobs that don’t rely on constant feedback from coworkers 
Jobs requiring tasks that can be done by one employee or combined with the work of other employees at a later date 
Once you make sure you’re suited to working from home and have a job that supports it, be proactive in securing the necessary approvals to make it happen.
Whatever solution you choose, you must be proactive in gaining flexibility at work; it’s rare that others will do it for you. Plan to actively pursue work that fits your life, rather than trying to squeegee your life into your job.
PLANS quiz item 4
4. Keep effective to-do lists so things don’t slip through the cracks.

I Know There Was Something I Was Supposed to Do Today!
One important planning consideration is what you’re going to accomplish each day. In his role as the dean of creativity for the Walt Disney Companies, Mike Vance had a strategy he called Do-Doing-Done. The idea is to start a task in the Do column, move it to Doing quickly, and then move it to Done as quickly as possible. That’s a fine idea, but it doesn’t really matter how you format your list. What does matter is that you  have a list. In fact, you need several lists. Without them, your brain forgets many of the things you have to do as well as the cool ideas you come up with. Having lists will enable you to plan your day most effectively and will relieve that nagging sense of “what did I need to get done . . .” Chapter 6, Paper, also contains information on tools for planning.
I use several types of lists, outlined here: 
TASKS. Goal: Keep track of actions involving a single step. You need at least two task lists, a master and a daily list: 
MASTER TO-DO LIST(S). This is a running list of everything I need to do that only has one step. Think of it as your memory list. I have one for work and one for personal. Every time I think of something I need to do, I write it on the master list. The only exception is if I plan to do something that very day, then I’ll write it on the daily to-do list. Having a master list keeps your daily to-do list from having eighty-seven things to do on it. For example, my master list currently contains “Replace border in James’s bedroom” and “Investigate LCD projector options.” 
DAILY TO-DO LIST. Essentially my daily plan, this captures everything I truly intend to get done that day. It’s not an ongoing list of everything I need to do, as in the master list. I integrate my personal and professional lives into a single list because the lines are blurred in my life. If I don’t get something done, I go through the exercise of writing it again on the next day’s to-do list, which actually motivates me to work productively so I don’t have to carry it over. Besides, I hate not accomplishing what I’d planned! Each week, I’ll review my master to-do lists and select tasks that are ready to be “time activated,” or scheduled. I put a dot (•) next to each selected item on the master list so I know it’s in progress. From there, I select a day to do each task and write the task on the corresponding daily to-do list. 
PROJECTS. Goal: Keep track of actions with multiple tasks or steps. Each project plan lists the individual tasks required to complete the broader project. Each task has a corresponding entry on a monthly or daily to-do list so I can ensure the project will be completed in an efficient fashion and nothing gets forgotten. For example, “Redecorate living room” is one of my current projects for the house, as is “Develop media campaign for new book” for the business. 
COMMUNICATION. Goal: Keep track of items to discuss with someone else. I keep a communication list (or log) on each person I communicate with frequently: operations manager, sales manager, mentor, assistant, spouse, children, and mother. Each time I think of something I need to chat about, I write the item on that person’s list. I check in once a day with these individuals and cover all the items on my list, rather than interrupting them ten times through the day for one item each. Doing this helps me focus better, and they appreciate being able to work without my constantly reprioritizing their days (emergencies aside, of course). 
CATEGORY. Goal: List items pertaining to each category. 
Books to read 
Groceries to buy (even though “go to grocery store” may be a task, this list contains the individual items I need to remember to buy) 
Shopping to do (a list of things I need to remember to get when I’m running errands) 
Honey-do’s for John 
Gift ideas (one for each person) 
Meagan’s friends (I can never remember their names) 
Johnny’s friends 
James’s friends 
Neighbors (who lives where, kids, pets, etc.) 
Passwords (I know I’m not supposed to do this!) 
Combination locks (so I can take the sticker off) 
Babysitters (so many to keep track of) 
Phone lists (company directory, trade association staff list, etc.) 
Girl Scouts (who’s in the troop, photocopy electronic list) 
Soccer (who’s on the team, photocopy electronic lists) 
Any list your brain can imagine, you can and should track!
Where should you keep your Category lists? If you use a paper planner, you can file them behind the A–Z tabs. A–Z tabs are normally used for addresses and phone numbers (as mine are), but they also work as a paper filing system. I use lined pages the size of my planner and write the name of the list across the top—gifts, shopping, errands, projects—and file it behind the letter of the list. For example, I keep my master task list under M, my question list for my mentor Dianna Booher behind  B, and the staff phone directory of the National Speakers Association behind N.
If you’re an electronic person, you have several options. Some people prefer to use Outlook Tasks on their computers, using a category to sort the different lists. Others use the Notes feature and create a new note for each of the categories, adding items as they think of them. Some people prefer Excel spreadsheets or Word documents . . . it doesn’t matter, as long as you pick one method and stick with it. You will confuse your brain if you handle information unpredictably.
I still love paper and use a traditional paper planner (I use Franklin Covey) for my calendar and lists. I also carry a multifeature cell phone/PDA, so I can access my e-mail and contact database. I know how to use the PDA features, but I still prefer to handwrite lists. Bottom line: There is no right/wrong to this approach as long as you pick one method and use it consistently.
PLANS quiz item 5
5. Break larger projects into smaller ones.

What to Do First?
Let’s say this is your to-do list for a Saturday: 
Water plants 
Pay the mortgage bill 
Buy new reading group book 
Return socks to Wal-Mart 
Put up new border in James’s room 
Which of the five things will you most likely have accomplished during the day? If you’re like most people, you’ve completed everything but the last—the one you’ve had on your list for five months. Most people are inclined to knock off the little items first, rarely getting to the bottom of the list and getting the “big” things done. Why? “Put up new border in James’s room” is too big. So is “Get photo albums arranged.” So is “Get down balloon stuck in eighteen-foot-high ceiling fan.” Each involves multiple steps. If you don’t break them down, you will not be able to systematically tackle them. You must first break large tasks down into smaller ones and create a project plan.
If you want to put up a new border, you must: 
Shop for and buy new border 
Gather supplies for removing old border 
Move and cover furniture 
Remove old border 
Hang new border 
If you want to get your photo albums arranged, you must: 
Determine if you’re going to use books, boxes, or scrapbooks 
Purchase the necessary supplies 
Put stickers with months and years on the floor 
Identify and sort photos into piles or on the computer 
Print them, if not printed already 
Arrange in albums 
If you want to get the balloon down, you must: 
Back the car out of the garage 
Move snow blower, bikes, and wagon out of the way of the ladder 
Get down the ladder 
Get someone to hold the door 
Bring the ladder inside 
Set up ladder and cut down balloon 
Without clearly listing the pieces of the project (on paper or in your head), the task will simply swirl around in your head. With the project listed as a series of individual action steps, you will eventually be able to finish one big job. If necessary, schedule only one piece of the big project for the day, so you have time to fit it in with the mortgage bill you have to pay and still see progress.
If you never break larger projects down into manageable steps, you might not ever have time to complete them, because the rest of the small stuff will take all your time. When you approach your to-do list, make sure to include a small piece of a larger project, so you can see movement on your goals.
PLANS quiz item 6
6. Prepare for the next day the night before.

I’m Not Ready for This Day to Be Here!
A productive day must start well each morning so the day will be organized and pleasant. The way you begin each new day will have a direct impact on how the whole day shapes up.
One way is to get a good head start on it. As the night draws nigh, you put your plans in place for the next day. When the sun comes up, simply execute your plan rather than create it from scratch.
BETTER YET, A WEEK AHEAD. You’ve probably all heard the advice to put out the clothes you’ll wear the next day the night before— both for you and your children. Take that a step further. How about picking out clothes for the week and then tucking the outfits inside a colorful hanging sweater organizer labeled with the days of the week? This takes one step out of your family’s morning routine. And it lets your kids get dressed themselves, without you having to worry they’ll walk out the door looking like ragamuffins. We have a temperature sensor and transmitter outside; a quick glance at the receiver on the counter tells us if the boys need a light jacket or heavy coat, both of which can be found in their cubbies by the garage door. Having clothes in predictable places helps your children become more independent in dressing themselves.
GET THE KID’S DAY STARTED. Pack (or have your kids pack) a box lunch if they don’t buy at school; make sure the clothes are selected down to the last hair bow and shoes; lay out breakfast dishes; fill up the backpacks (don’t forget homework, permission slips, lunch money, show-and-tell, gym clothes, musical instruments, etc.).
SETTHINGS UP IN ADVANCE. Dump out the days’ vitamins from your vitamin sorter; load your briefcase; run the dishwasher; set the coffeepot with the timer for the next morning. Lastly, if you have the energy, do your own personal grooming routine (shaving legs, shaping eyebrows, taking care of skin, filing nails, etc.).
PREPARE MEALS THE DAY BEFORE. Before he goes to bed in the evening, John looks at his menu list, takes something out of the freezer for the next day, and puts it in the refrigerator. Set up your breakfast. Measure out the water for your oatmeal and have it waiting on the stove. Put all your fruit, milk, and yogurt into the blender pitcher and store it in the refrigerator overnight.
A little bit of work now setting up your evening systems will save you much time in the morning. Just like you, I’m often exhausted at the end of the day. You may have just enough energy to clean up dinner and crawl into bed. But by developing the habit of doing as much as you can at night, your days will run more smoothly and take less of a toll. So leave as little preparation as possible until the last minute. That way, when you come downstairs in the morning, you can quickly grab your cup of coffee and get breakfast moving. You’ll thank yourself for all the planning you did the night before.
PLANS quiz item 7
7. Plan for chaotic transition periods during the day.

Surviving the Witching Hour
Transitions are the most difficult times of the day: from nighttime to morning; from workday to evening; and from evening to bedtime. These transition periods are called “witching hours,” and they are fraught with stress and chaos. Every person, every household, has at least one witching hour, sometimes more. Even though transition times are only a small portion of the day, they can pack enough punch to spill over into the rest of it. However, with proper planning, you can flow through these high-stress periods more easily.
FROM WORKDAY TO EVENING. We have affectionately dubbed ours “the five o’clock melt-down hour.” We’ve been working hard all day. The kids have been stimulated at school. When we pick them up, they have a million things to talk about. Dinner needs to be made and the table set. The kids start to fight. Meagan talks to me a mile-a-minute, as ten-year-old girls do. I can feel my blood pressure rising. Before long, I’m short-tempered and hungry. My ears are ringing from the sudden rise in decibels. “Will you kids just be quiet?” I shout, which makes things worse. Sensing my stress, James starts teasing Johnny, and Johnny begins whining, to which John responds by sending everyone to his or her room. What a great way for the night to begin!
Rest assured that this is the normal scenario in households across America—yes, even in The Productivity Pro’s house— trust me. But you can plan for this witching hour and do something about it once you know what the patterns are.
Because John is the chef in our family and is busy cooking dinner at our witching hour, it makes sense for me to pick up the boys from day care. With Meagan having returned on the school bus, it also makes sense for her to drive with me and download her day so she isn’t competing for attention with the boys at home. Since they’re hungry and cranky when they get home, it makes sense to pick them up at 5:00 instead of 4:45 so they can eat a snack with the class. Once we get home, Meagan sets the table and helps John while I take the boys to another part of the house, connect with them, and keep them occupied. Once John rings the dinner bell and we sit down to eat, our entire household mellows out.
FROM EVENING TO BEDTIME. Perhaps bedtime is your battle, trying to do baths, brush teeth, read books, and get everyone ready for the morning. When it comes to bedtime, a consistent routine is the best way for kids to transition from awake to asleep. Don’t wait until they say they’re sleepy—it may be too late! Start their bedtime routine at the same time each night, and use a checklist to remind and guide them through the process. Set aside at least thirty minutes every night so you don’t have to rush. Even before your kids can read, you can use a checklist using pictures and stickers. Our kids each have two checklists of activities they must complete—one for the morning and one for the evening. We simply have to say, “Do your checklist,” and most of the time (many times with encouragement and reminders like “where are you on your checklist?”) things get done without repeating the message ten million times—and getting frustrated doing so.
You can even put timed deadlines on each activity so they know where they should be in the one hour of time designated to get out the door. At first, give rewards for making the deadlines. After a while, start to use penalties: for example, miss more than two deadlines and you lose your television time.
Here is a sample checklist to get you started that you can modify to meet your needs. This list was created when my daughter was in first grade (obviously, they change as the child gets older, although some older children still need reminders to flush!). If you’d like to download and modify electronic copies of these checklists, visit www.TheProductivityPro.com and look for Free Stuff under the Resources menu.
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When your children get to bed easily, maybe, you won’t feel too rattled to relax. You might even think about tackling the mountain of bills and filing you’ve been putting off.
FROM NIGHTTIME TO MORNING. Perhaps your witching hour is first thing in the morning, trying to get everyone out the door. Assuming I’ve set myself up for a great day (see quiz item 5), I want to get my morning off to a great start. If I have scheduled to be in my office all day, my morning goes something like this: get myself ready first so I’m not shouting directions and moderating disagreements from inside my bedroom; toss the comforter on the bed; focus on the kids, making sure Meagan is up and getting the boys dressed for school (John usually drives them to day care in plenty of time to participate in the school breakfast—healthy, faster, and cheaper); have my breakfast and coffee; take a few steps around the house and tidy up; toss in a load of laundry if something can’t wait until the weekend; put my husband’s stray papers into the newspaper bin (a subject of another conversation); unload the dishwasher. Then I’m ready to begin my day!
As for my children getting themselves ready, here is a sample checklist we created for Meagan that can be a model for you.
[image: image]
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Understanding your transition times, figuring out your patterns, what happens when and why, and then scheduling and planning for them will make a big difference in making your witching hour disappear.
PLANS quiz item 8
8. Prevent crisis by preparing well in advance.

Urgent—Urgent—Emergency
No matter how well you plan, an unexpected emergency will occasionally sock you right in the kisser. School closes unexpectedly for a day. The cat runs away. The garage door won’t open. The kids wake up with fevers. The car won’t start. To cover these contingencies, make sure you have a backup strategy, a Plan B, and perhaps a Plan C and D, in place. At a minimum, make arrangements with a neighbor if you have an emergency day-care pickup need. Keep a helper’s cell phone number with you at all times. My mother-in-law steps in when we have a day-care emergency, and we know how blessed we are that she is available and willing.
However, there’s a difference between a true emergency and a crisis that was created because you didn’t do something in a timely manner.
Here are some examples: 
Wrap the present days before the birthday party (not in the car on the way). 
Refill your prescription several pills before you take the last pill (not when you’re out, forcing you to wait at the pharmacy thirty minutes before work). 
Find your tax receipts a month before taxes are due (not when you’re forced to file an extension). 
Buy greeting cards before your card box is empty (not when you have to go to the store to buy one single birthday card). 
Get your car checked out when you hear a noise before it breaks down (not when you’re on the side of the road calling AAA). 
Restock toilet paper before you run out (and are forced to use tissue). 
Stock up on stamps before they’re gone (and you have to stand in a one-hour line during lunch to mail a single bill). 
Take your printer in for maintenance before it breaks down
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CHECKLIST FOR GETTING READY AT NIGHT

CHECK OR STICKER ITEM

Do forty minutes of reading

Do homework

Give notes to Mom from backpack
Set and clear table

Eat snack

Brush teeth

Check pet’s water and food bowls
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PRODUCTIVITY QUIZ 1
PLANS

To what extent do1 .

1. Have a personal mission statement for my lfe.

2. Maintain a st of my lf’s goals and dreams,
and make plans for their accomplishment.
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6. Prepare forthe nest dayth ight beore,
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Towhat extent do 1.

PRODUCTIVITY QUIZ §

POSSESSIONS

Have a systemaic plan o get and stay organized. 1

Eliminate dutter and resist adding more

Keep my briefcase tote, or purse organized
and cltterfree.

Maintain cltter-fee drawers and closets.

Organize memorabila such as photos
and keepsakes.

Keep kids' toys, clothes, and books organized.

Set up and maintain my kitchen in an
organized fashion.

Keep my car organized and dean,
Set up an effective offce space in my home.
Keep my house neat and tidy up daiy.

TOTAL FOR QUESTIONS 41-50
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PRODUCTIVITY QUIZ 6
PAPER

Towhat extentdo1..

Consistenty purge my fles withou fesr.

Create and maintain  ling system that allows
me o ind papers sl

Follow a daiy processing system for
ontop of the mil and papervrk.

g
Handle my bils n  timely fshion and keep

up vith bookkeeping,

Know whereto put everypiece of paper | receive.
Handle phone cals and voice mail productively.

Use technology to reduce paper nd complte
tasks quickly

Keep insurance, medical documents, wills, and
important papersup-o-dat and easy o locate.

Use  calendar system to track family members
schedules.

Organize and keep up with my reading
TOTAL FOR QUESTIONS 51-60
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CHECK OR STICKER

TEM

Go potty
Flush potty
Eat breakfast
Get dressed

Put on shoes and socks (wear tennis shoes if
it's PE day)

Feed fish

Make bed

Clean up room
Put away pajamas
Torn out light
Wash face

Put on lotion
Brush teeth

Put snack and lunch in backpack






OPS/images/Stac_9780307418982_epub_005_r1.jpg
PRODUCTIVITY QUIZ 3
PERSONALITY

o what extent do! .

21, Convl perfectonism, reslizing tht some
things are good enough.

22, Refuse requests when appropiste.
23, Askfor help when I need

24. Avoid procrastinating on what  know |
should be doing

25, Know and honor my enery levels
throughout the day.

26. Communicate early o avoid confusion
and rework.

27. Consistently meet and usully beat deadines.

38, Focus on completing one task before geting
disracted by another

25, Mainaina positve attude.

30. Stop ting o plesse sl of the peaple
alof thetme.

TOTAL FOR QUESTIONS 2130






OPS/images/Stac_9780307418982_epub_010_r1.jpg
7
.
»
5

7.
7
7.

PRODUCTIVITY QUIZ 8
pLAY

To what extent do |

Close the mental offce door and tum offwork 1
each day

Leave work on time, 5o | can gethomeand 1
enjoy my personal ife.

Keep my strss level ow: .
Rest,rela,and play daly '
Go on a long vacation eachyear. .
Creste fond memories and radtons with 1
thepeople | love.

Haveregular familytime withloved ones. '
Make ime for  avorie hobby. '
Force myselfto slow down and stop rushing 1
sround.

Take care of myselfon  regular bsis. '

TOTAL FOR QUESTIONS 71-80
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CHECK OR STICKER ITEM

Go potty

Flush potty

Take shower (every other day)
Wash face

Brush hair

Get pajamas on

Feed fish

Make sack lunch, if needed
Make sure room is clean
Get bed ready

Put on lotion

Trn out light

Pray

Kiss parents goodnight
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PRODUCTIVITY QUIZ 7
PosT

To what extent do 1.

Hire outtask requiring 3 level of expetise |
dortthave.

Hire outsimple chors 1o helpers.

Have goods delivered to avid unnecessary
time st th store.

Complete shopping effiently
Run errands efficintly

Function efectively 3 the socisl,child, and
familycoordinatr.

0o routne chores on aregulr bass and.
Keep my house dean,

Conduct preventive maintennce an my home,
Prepare meals quickly and systematiclly.

Expec family members to do thei e share
of the housework.

TOTAL FOR QUESTIONS 61-70
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CHECK OR STICKER

ITEM (CONT.)

Put in show and tell if it’s related to learning
Put library book in backpack if it's Monday
Put daily folder in backpack

Brush hair

Fill pet’s water bowl and food if empty

Put on coat
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PRODUCTIVITY QUIZ 2
PRIORITIES

Towhat extentdo1...

1. Spend enough time with the people who are
desrto me.

12, Volunteer inways that feed my spirt and
make  asting contribuion.

13 Eliminate tme-z3pping addictions from my lfe.

4. Limit my children’s acivties to
manageable levels.

5. Make my heakh 3 numberone priorty.
16, Exercise consistently,

1. Enjoythe way | spend mest of my dy.
8. Practce heshhy esing habit

15, Get enough seep.

20. Make time to feed my intllct and continue
my learning

TOTAL FOR QUESTIONS 1120
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PRODUCTIVITY QUIZ 4
PESTS

To what extent do.

31 Confront problems head-on and make
decisons quicly.

52 Completetasks | start dor' et prjects sl
33 Keep itemuptionsfom wasting my ime.
34, Creste shorcts toget hings done quicky.
35. Combine ctvitesand routines.

36, Make good use of down time

57, Tum offthe technalogy when 'm vith
my loved ones.

55, Know and svoid my biggest time wasters and

disractions.

39. Make productive use of diving or commuting

40, Eliminate sggravation and save time when
traveling o fing.

TOTAL FOR QUESTIONS 31-40
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