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This is not your father's productivity handbook.

Here, we take a fresh, new look at the timeless topic of time management as it needs to be practiced in the Information Age. Information is the currency of power, and you need to know how to manage it to maintain your competitive edge. The effective use of information is as important to your personal productivity as the traditional time management tools and techniques from the past.

Traditionally, time management was a topic restricted to the tools and techniques that help you squeeze more out of each day—gadgets, to-do lists, fancy calendar systems, and the like. The Productivity Handbook identifies a treasure trove of such tools—they're still necessary—but it also introduces a new way of looking at productivity. Productivity doesn't just mean doing more things faster. It means being more effective by living a balanced life.

In light of this, I developed what I call the productivity triangle, which encompasses time, information, and communication. At one base are traditional time management tools and techniques. At another are skills for increasing your ability to absorb information effectively. Add to this better communication skills. Combined, you have a formula for long-range personal planning skills as well as the foundation of physical, psychological, and emotional well-being. This is the way to gain better control and balance in your daily life. These are the real tools you need to maximize your personal productivity.

This concept is applied to the parts of The Productivity Handbook.

Part I, Time, offers you tools and techniques, including daily planning tips for managing multiple priorities, overcoming procrastination, effective delegation, managing interruptions, and maintaining personal balance while working against a set life plan of action, helping you to live your days with purpose rather than by accident.

Part II, Information, is designed to help you take in more of the right kind of information and do it more efficiently It includes tips on how to shrink your inbox, write effective notes, improve your memory, and remember names.

Part III, Communication, reveals a wealth of tips to help you be a more effective communicator, which is crucial to your overall productivity. This part includes tips on how to maximize your connections and make new ones, lead more productive meetings, and be a better public speaker.

Obviously, these three parts are interdependent. You may be good at managing your time and absorbing information but not be as good at communicating your information. You may have strengths in absorbing and communicating information but be weak in managing your time. In today's world, it is not enough that you cover one or two bases of the productivity triangle. You have to practice and master all three.

Part IV, The Big Picture, brings together the tips and techniques learned in the previous chapters and helps you apply them to your values and your life goals.

The philosophy behind The Productivity Handbook is that time management must be put in the context of the big picture. It's not about how quickly you can accomplish something today, but how effectively you can leverage your time over the course of your lifetime. This is true productivity and the only real way to fulfill your dreams. Read this book as your first step toward achieving the goals you never thought you had time to accomplish. Use it at work and in life.

Most of all, enjoy your journey!

Donald E. Wetmore
Stratford, Connecticut
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In this section, you will acquire
tools and techniques to help you
get more done in less time and
with more balance in your life.
Practice is the key to your success.
Incorporate the suggestions offered
in each chapter into your daily
routine and watch your personal
productivity soar.




1
BALANCE

THE FOUNDATION OF A PRODUCTIVE LIFE
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John didn't get his raise because his boss told him that his work always comes in late. But John has a good reason for his tardiness: He never has enough time. Today it was because he had to stop for gas on the way to work. He couldn't fill his tank yesterday because he was working too late and the gas station closed before he could get there. He was working late yesterday because he came in late to work that morning. He was running late that morning because he had to iron a shirt, and because of that, he didn't even have time to eat breakfast. He couldn't fill up the tank the night before, either. He had to make it to his after-work softball game, and on the way, he had to stop to put air in his leaky tire because he forgot to get it fixed last weekend. Last weekend was busy because he had to watch the game on Sunday. After all, the guys at work would all be talking about it on Monday and he did not want to feel left out. His colleagues’ opinions of him are more important than his own.

Even though John has the tools and techniques to better control and manage his time, he doesn't use them because it is so much easier to drift and spend the day responding rather than taking the initiative. Anyway, what would the others say if he achieved more than they did?

John believes that people succeed when they get lucky breaks. They hit it just at the right time, while John, without having ad luck, would have no luck at all.

John believes that's true for himself and for his family and always has been and always will be. We cannot change who we are or where we came from or the bad fortune that is our fate. We have to learn to accept what life gives to us and ask for no more.

So, John went home that night without his raise and promotion. It was just as he expected.

THE REAL MEANING OF PRODUCTIVITY

If you ask most people what comes to mind when they think about time management and personal productivity you will typically get answers that refer to the tools of time management: to-do lists, notepads, and PDAs (personal digital assistants such as Palm handhelds and BlackBerries). These are useful and essential tools for enhancing your productivity (and will be discussed in this book), but they themselves are secondary to a more fundamental requirement: a balanced life built on a sturdy foundation. As in John's case, small problems can lead to major breakdowns. Any house built on a weak foundation is destined to collapse, and so will a life if it isn't balanced. The foundation of your life consists of seven areas:


	Health


	Family


	Financial


	Intellectual


	Social


	Professional


	Spiritual




You may not spend the same amount of time in each area or time every day in each area, but if you do over the long run, then your life will be in balance and your foundation will be sound.

My point about the relationship between productivity and life balance is best explained by describing what happens if you don't have balance. Take health, for example. With the stresses of daily life, let's say you are not getting a sufficient quantity or quality of sleep. Tired people have no energy. They have trouble thinking, speaking, and making decisions. Tests reveal that tired people have difficulty remembering things and tend to feel more emotional and unstable. They may also be impatient, antisocial, and unimaginative.

In fact, there's a good chance that you're tired right now even as you read this page. Three out of four of us are just flat-out tired all the time. Go up to ten strangers, at any time of the day, and ask them, “Are you rested?” “Did you get a good night's sleep?” “Are you a bundle of energy today?” Three out of four people will tell you how tired they are.

Many people are tired because they stay up too late to provide enough time for their bodies to get sufficiently recharged. Others do not get the quality of sleep they need. They are filled with lots of stress and feeling out of control because they do not have the tools or refuse to use tools to take more control over their time each day

Your fatigue will affect all seven areas of your life, starting with your family, social life, and professional life. It may also affect your capacity to be financially secure, intellectually fulfilled, and spiritually sound. In other words, a deficit in one area can and does affect every aspect of your life.


A deficit in one area can and does affect every aspect of your life.
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You can load up lots of tools into your time management toolbox. You can have the best new gadgets, the tidiest to-do lists, and the best intentions, but if you are too tired to access these tools, they do you no good.

And your health is just one of seven areas that, if neglected, can throw your entire life (and productivity) off balance.

THE SEVEN AREAS OF A BALANCED LIFE

For a truly productive life, you need to keep the following in balance.
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The health category covers your physical health—how rested, fit, and vigorous you are.

As I mentioned above, health is the area that we tend to value the least until we don't have it anymore. Some 2.4 million people will die in the United States this year, 75 percent of whom will die prematurely. For example, the number-one killer is heart disease. More than one in three of us will die of that one cause alone. Some of the causes of heart problems are hereditary and environmental, but most are within our control. Diet, weight, exercise, and stress can be controlled. But it takes a commitment.

We all have the best intentions to stay healthy by getting more sleep and exercising. But 90 percent of the people who sign up for health clubs today will stop going in the next ninety days. We start off by going two or three times each week and then something comes along so we skip a week and then it's two weeks and then we are out of the loop entirely

Neglecting your health may cost you time to correct the damage you have created. A friend of mine had back surgery a few years ago and at the conclusion of her treatment her surgeon advised her to conduct a daily routine of simple calisthenics and stretches to prevent a recurrence of her back problem. Not a major task, perhaps ten minutes a day

Unfortunately she could never find the time to follow this simple but important prescription and now she spends about twelve hours a week going to physical therapy to undo a problem she created.

The bottom line, as it relates to health and productivity is that you have to take time for health and fitness today or you will have to take time for sickness and illness tomorrow. If time management means anything, it means making choices every day that add a few extra years at the end of your life, giving you more time to manage.
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The family category covers your immediate family of husband, wife, significant other, children, parents, and so on and your extended family of cousins, aunts, uncles, and close friends.

Few need to be convinced about the importance of spending time, quality time, with family and extended family. For many, the events of September 11, 2001, brought that issue closer to home.

This year there will be approximately 2 million marriages in the United States. That is so nice! And there will be approximately 1 million divorces. How sad. And what a waste of time! The years of upset over a bad relationship will waste more time than you think. The emotional and financial implications of a crumbling relationship can set you back for years.

The primary cause of divorce is a lack of communication. The average working person spends less than two minutes a day in meaningful communication with his or her spouse or significant other and less than thirty seconds each day in meaningful communication with his or her children. And we wonder why 50 percent of the marriages are going down the drain.

Now, when couples begin their relationship, they spend time together. They go places together and they laugh and cry together. Then the relationship is confirmed and stuff comes along that keeps them apart. He travels here and she works nights and like two ships in the dark they pass each other and eventually lose sight of each other.

A sales manager asked me once, “With my busy schedule, how do I take my four year old on vacation this year?” I thought for a moment and replied, “You take her when she's four years old.” Likewise, there is only one way to tell your seventy-year-old mother that you love her. You have to tell her when she's seventy years old. Sometimes, the most obvious answer eludes us. Take the time—now.
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The financial category covers your financial health and money-related goals.

Each of us spends, on average, 50 percent of our waking hours making a living. The average American works around forty-five hours a week and spends another couple of hours each day for preparation and commuting time. In total, the average American spends about fifty-five hours a week, or about half his or her available time, making a living.


The emotional and financial implications of a crumbling relationship can set you back for years.
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Earnings levels in this world range anywhere from zero (do nothing and get nothing) to the billion-dollar salaries of Bill Gates and Oprah Winfrey. I don't know much about these people beyond what I read in the media. They seem to be talented, but the notion that they are billions of times more talented than the average person is not realistic. Do they have more time than the average person? No, of course not. They have the same amount of time as all of us. The answer? They achieve billions times more than the average person because they use their time differently.

The difference between those who are wildly wealthy and those who are not is that successful people take time away from their expense column and allocate it to their investment column. In other words, they use the time they have better and therefore earn more per working hour. Highly productive achievers leave their televisions off and spend that same time pursuing further education, sharpening their communication skills, and other activities that will produce more income over their work life and afford them more rewards during their lifetime.
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The intellectual area covers the knowledge that you acquire and apply toward your life and, in particular, your career.

Some experts suggest that half of all human knowledge was unknown to us twenty years ago. The amount of information has doubled during the last twenty years from the beginning of time and is doubling even faster as we move forward. Each day some 50,000 volumes of information are being added to the Internet. That's the equivalent of a good-sized municipal library. How do you keep up?

The sharp increase in information affects your career most of all. Not too many years ago the rule was that you came into this world as a young person, and you learned a skill, trade, or profession. That knowledge base served you for a working lifetime of forty-plus years. Sure, you would improve as time went on, but you drew substantially from that skill set acquired early on in your life.


Your success five years from now depends on what you are doing this week and month to upgrade your skills and polish your talents.
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Today, for most of us, if we continue doing what we do in our various occupations without any improvement over the next several years, we face the real prospect of obsolescence. You may be the best (and most productive) designer of buggy whips, but if the world doesn't need buggy whips, you're out of work. Your competition, especially in business, is advancing all the time. Not only are young people graduating from college with fresh skills that are sometimes valued more than those acquired over a lifetime, but also your competitors may have been increasing their knowledge in ways you haven't.

You may be productive now, but you need to invest time in your education to be productive over the course of your entire life. Your success five years from now depends on what you are doing this week and month to upgrade your skills and polish your talents. Don't focus only on how you can be productive today in this moment, but how you can accomplish your goals over a lifetime.
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The social category covers all of your relationships with friends, colleagues, and people you meet. We all value these social relationships; without them we would live as hermits.

Besides the emotional benefits of having friends, the help of other people can save you enormous amounts of time, getting you answers, making introductions, or giving you advice that would take you forever to gather. I am not suggesting that those who do not have the cooperation of other people cannot be productive. Of course they can. They just cannot be as productive.

And the sad thing about this is that the people who haven't developed their social skills will never know what they missed. They will never know the invitations they did not receive or the networking opportunities that were never offered to them. They will never know the words of encouragement and pats on the back that could have pushed them forward at a time when they were stalled.
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The professional category covers job satisfaction and career ambition.

Imagine having a new job starting tomorrow. The job is to sit at a desk for eight or nine hours straight and stare at a wall. You are not allowed to work on the computer, talk on the phone, or read a book. You just have sit there hour after hour. Now, you would receive the same paycheck on payday and have the same benefits. Would you take it?


The help of other people can save you enormous amounts of time, getting you answers, making introductions, or giving you advice that would take you forever to gather.
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My guess is you wouldn't. What would be missing in this easy but meaningless job is that internal satisfaction that comes to you from having done a good job, having made a difference in the world. Independent of the financial compensation, we all need to feel like we are putting some footprints in the sand, that our actions have made a difference. This is crucial to a balanced life. Why be productive in a career that you don't find fulfilling? (Chances are you won't be anyway)

A fulfilling career doesn't have to be a traditional office job. For many years, my wife, Nancy, was a full-time housewife working each day to raise our four children and run our household. Nancy did not receive a salary for her work, but she went to bed each night knowing that she had made a lot of difference in many people's lives.
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The spiritual category covers the tools you have to cope with and transcend everyday problems.

While I do not advocate any particular religious philosophy or creed, I know most of us practice a faith in one of many ways, from organized religion to forms of yoga. But beyond the issue of religion, when I refer to the spiritual area, I also refer to your outlook on life.

Through the years, I have met so many people who have said to me, “Show me how to get rid of my current set of problems and my life will be just perfect!” I always respond with the truth: When you retire your current set of problems, you have another fresh set coming right at you. Life is a constant series of problems. You are never without problems.

Productivity does not require you to rid your life of problems, but it does require you to handle your problems better. Your spirituality will help you to achieve this balance and maintain an outlook on life that will empower you to do more things. The time you invest in spiritual pursuits or meditation will help you in the other areas of your life. Without that center, you may find yourself struggling.
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If you don't consciously balance your life, someone, or lots of someones and somethings, will gladly step up and take control of it for you.
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Throughout the rest of this book, keep in mind these seven areas of a balanced life for if they are not in balance, none of the tips and techniques here will be effective over the long term.

Put another way, productivity is the art, science, and practice of taking better control of the twenty-four hours of each day in a way that fosters balance and harmony. If you don't consciously balance your life, someone, or lots of someones and somethings, will gladly step up and take control of it for you. Your family will clamor for all your attention. Your financial ambitions may eat up all your time. You might spend all day and night building your career. Likewise, a busy social life might deplete the other six areas of your life. In the long run, your overall productivity diminishes. It might even reach a point where you can't even continue what you have been doing because of a crisis in another area. You can't let that happen.


2
THE BIG TO-DO

THE IMPORTANCE OF DAILY PLANNING
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In one famous chapter of Lewis Carroll's Alice in Wonderland, Alice comes to a fork in the road. Unfamiliar with the territory, she turns to a big smiling Cheshire cat for directions, “Do I go left or right?”

The cat in turn asks Alice a poignant question, “Where are you going?”

Alice replies, “I don't know.”

The cat retorts, “Well, then take either road.”

If you don't know where you are going, you will never know when you get there. What difference does it make which road you are on?

I do not believe there is any intrinsic reward in being a manager, a CEO, a parent, or anything else for that matter unless you know where you are going and whether or not that path is taking you to where you want to go. You can be the world's most productive person, but it doesn't matter unless your efforts are directed toward a goal.

You walk around every day with a book under your arm. Let's call it your Book of Life. It has seven chapters in it, one for each of the seven areas of your life: health, family, financial, intellectual, social, professional, and spiritual. Every day you live is a new page.

How do you want the book to end? What will it say about you and your life? What will it say about your family? How far will you have gone in your career? Were you in good health and spirits for much of your life? Will there be a happy ending?

Why focus on the last day of your life? Because that is the only day in your life when you cannot change the way the story ends. Until then, it does not matter what may be broken or damaged in your life. Whether you have financial struggles, professional difficulties, or relationship issues, you have the opportunity to change your future. How? By working backward to figure out what you have to do each day to get to where you want to go.

I like to use the example of former President Bill Clinton to illustrate the point. Thirty years before Clinton became president of the United States, he was a member of a youth group called Boys Nation. On a trip to Washington, D.C., he and his friends toured historical sites and met President John F. Kennedy in the Rose Garden at the White House. (In fact, there is a famous photograph of young Clinton shaking hands with President Kennedy in the garden.) Clinton says that this was the moment when he decided to become president.

Of course, Clinton did not go from teenager to president overnight. It was a long path with many steps along the way The difference between the very successful and the less successful is not that the successful people are moving faster on the path; rather, they are traveling with foresight. (The purpose of this book is not to show you how to go faster because that just burns you out a lot faster.)


You can be the world's most productive person, but it doesn't matter unless your efforts are directed toward a goal.
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Clinton went through many little steps to achieve his big goal. First, he was the governor of Arkansas for several years. To be the governor, he first served as the attorney general for the state of Arkansas. To be the attorney general, he worked as a law professor. To be a law professor, he had to go to law school and pass the bar exam. To get into the right law school, he had to do well in college. To get into the right college, he had to do well in high school. And to do well in high school, he had to do a good job on his history exam on Wednesday.

See it? That's the little step in this journey of a thousand miles. When you identify where you want to go in any area of your life and work your way backward to identify the steps, you will always find that the next step is within your reach. Suddenly, your goal is realizable.

Clinton wasn't born with the financial resources that would guarantee success. Surely, he encountered people who laughed at him. But he had the discipline and the foresight to ignore the skeptics, study hard, and plan ahead. He must have known that becoming president of the United States starts with, say, acing freshman history.

The lesson here for you is that when you have done the hard work of determining where you truly want to go in your life, you need to work your way backward to figure out what you need to do this year, this month, this week, and this day. When you break your goals down into steps, you'll see that it becomes easier to decide exactly how to spend your time.

The best way to do this is to have a daily plan.

YOUR DAILY PLAN

An old expression comes to mind: “If you want to get something done, give it to a busy person.” True, isn't it? You've probably noticed how productive you become the day before you leave for a two-week vacation. You become a fireball of activity because you have to get those things done before going away. The good news is you do not need to go on vacation to give you that same sense of urgency. You can create that same environment each day by building a great to-do list each night, drawing on your inventory of “have tos” and “want tos.” Here's how to do it.

1. Start a Daily To-Do List


When you identify where you want to go in any area of your life and work your way backward to identify the steps, you will always find that the next step is within your reach.
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If you want to manage it, you have to measure it. First, get a pad of paper or your PDA and start your list. Visit your





























































































YOUR MONTHLY CALENDAR




	



	

	















YOUR NIGHTLY COMMITMENT
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