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Preface

One winter I had an early meeting in Dublin. The meeting was set for 7.30 a.m. and I was staying out in the suburbs. Dublin traffic has become pretty notorious over the last ten years and so I set off early to make sure I wasn’t late. As it turned out I overcompensated and arrived in central Dublin just before seven.

It was a horrible morning - pouring rain and with a high wind. It was the kind of weather where an umbrella isn’t going to do you any good. The rain will be blowing in from the side and your clothes will be wet before you know it. I parked in one of the city’s Georgian squares and sat listening to the radio, killing time until my meeting.

A few minutes after I arrived, a light went on in the basement of one of the buildings. Shortly after that a car pulled up. A man got out as the rain lashed him. He opened the rear door and, reaching in, took out a bundle, shielded with a coat. It was clearly a small child and he hurried his bundle out of the car and down the steps to what, it turned out, was a playschool or crèche. Moments later a woman got out of the car and followed him down with a second bundle.

I suddenly realised that what was going on was nothing more than the kids being dropped off for their day at playschool.

For the rest of that day and ever since then I have often found myself thinking about that family. Simple questions: What time were they all up at so that they could get their kids there at that time? What time would the kids be collected that evening? And what time would they be home? And have eaten? And eaten what? And gone to bed? How much time would they have spent with each other that day? And how were the four of them when the weekend came? Exhausted? Happy? Relieved?
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And more profound questions: Were the parents happy doing these things? Was this what they really wanted to do with their lives? And what would the kids remember of their childhood? What would the parents remember of the kids’ childhood? And was this the way life has to be in the twenty-first century?

I was reminded of the widely known quote by Thoreau, the American philosopher: ‘Most men live lives of quiet desperation.’ Whenever I thought of this family I remembered this quote. I found myself wondering whether it was accurate or just something that had passed into the collective consciousness. Eventually, one day, I tracked it down and found what Thoreau actually said. ‘Most men live lives of quiet desperation and go to the grave with the song still in them.’ It sent - and still sends - a chill down my spine.

It is for this family, and all similar families, that I have written this book.




Introduction

It is possible to spend less time in work and do at least as good and - almost certainly - a better job. If you’re a manager you can do this and achieve better business performance from your organisation. Outside of work, it is possible to spend more time on the things you really want to spend time on. You can go to work each day and not feel oppressed by the weight of things you have to do. You can work solid, enjoyable days and leave at a reasonable hour. You can have far more time in your life for the things that really matter to you. This is the essence of Work Less, Achieve More. If these ideas appeal to you then you’ve come to the right place.

You may have tried other books, methods or techniques which claimed or promised to do the same thing. You may have attended expensive training courses or bought classy-looking ‘systems’. And yet it may be that you still find yourself working long hours and not getting enough time for the things that are really important to you.

This book is different. It is different for two reasons. First, the core idea of the book is mind-numbingly simple and the techniques that flow from that core idea are equally simple. There are no prescriptive methods or complex flowcharts or forms to be filled out. You don’t have to buy special stationery or organisers or tools. Instead you learn one simple idea, three simple techniques and you’re up and running. And in case you can’t wait to find out, the simple idea is that of ‘not doing things’ and the three simple techniques are:

• Saying ‘no’ nicely;

• Prioritising viciously;

• A little planning is better than a lot of firefighting.



The other reason the book is different is that it is not a one-size-fits-all solution. People are different. Different things work for different people. An idea or method or technique that will transform one person’s life will leave somebody else cold. I have seen this over and over again in teaching this material. Work Less, Achieve More allows for that. It is basically a huge menu of things to try. All of the things on the menu work. All you need to do is to find the stuff on the menu that works best for you.

I have taught these ideas to thousands of people over the last twenty years. They have been used in some fairly spectacular undertakings. For example, the people who planned and executed the Special Olympics World Games - the world’s biggest sporting event in 2003 - were trained in and used these ideas. That event was widely regarded as an outstanding success. So we’re talking thousands of satisfied customers. Nobody has ever phoned me up and said, ‘I tried them and they didn’t work’. You try them; they’ll work for you.

If you’re not happy with the way your life is at the moment, if you want to make a major change in the amount of time you spend at work, readjust your work/life balance or reshape your entire life, this book will give you the tools to do exactly that. It will also - almost certainly - significantly reduce the amount of stress you have in your life.

As I’ve said, the tools are not complicated - they’re very simple and use very simple ideas. But if they’re so simple how come everybody’s not using them? The answer to that question is that to do any of the three things above requires you to change your behaviour. You have to change your habits. And unfortunately there’s probably nothing harder in the world. This book can supply the ideas and the tools but you have to provide the pixie dust - the will to want to change things a little or a lot. You do that and you’re in business.

The book is divided into five parts. Part One ‘Essentials’ describes the basic philosophy and key concepts of Work Less, Achieve More. It also gives you some tools to get you started. Perhaps the single most important concept in Part One is the idea of supply and demand, an idea taken from economics. I show how it also applies to time - your time.

You should read Part Two ‘Your Job’ if you want to spend a lot less time at work or fix your work/life balance. If you do the things I ask you to do in each of these chapters then by the time you complete Part Two, you should  have made the changes you want to make to your working life and to your work/life balance.

Part Three ‘Your Organisation’ does something which I believe is unique in books of this type. People often blame the organisation for which they work for a lack of work/life balance. They blame the culture of the organisation or its management or the sector in which the organisation operates. Part Three shows you that while there may be truth in all of these things, there is usually a more fundamental issue in operation. That issue, once again, is supply and demand - this time viewed at an organisational level. Part Three talks about this issue and what can be done about it. If you are a worker in such an organisation it should explain a lot. If you are a manager in such an organisation you will see how this could all potentially be fixed or certainly improved - and your business performance improved at the same time.

Part Four is entitled ‘Your Life’ and shows you how to extend these ideas to your whole life. If you really want to make real, substantial, lasting change in your life, then this part of the book will enable you to do that.

Finally, both as a way of inspiring and encouraging you and to give you further ideas on how you could use the tools, Part Five is devoted to case studies. These are people who weren’t happy with their work/life balance and decided to do something about it. They used the techniques described in this book and their experiences and achievements are described in Part Five. You can use these to find somebody whose situation is perhaps similar to your own and use their experiences as a guide to help you.

These ideas work. All that’s required from you is to give them a shot. The actor Michael Caine is only one of the people whom I’ve heard say that ‘life is not a rehearsal’. Indeed it’s not. Life is a performance. In fact, for each of us it’s the performance - the only one we’re going to get to give. Make sure you make yours a good one.




PART ONE: ESSENTIALS

The first part of the book gives you: • The essential ideas behind working less and achieving more (Chapter 1); 
• Some insights into your own situation (Chapters 2 and 3); 
• Some quick wins (Chapter 2). 



Chapter 2 also contains the first 30-day calendar for you to follow.




CHAPTER 1

The Basic Idea




Time management and extreme time management 

During any given day/week/month/year or indeed, your whole life, there are always a bunch of things contending for your time and attention.

These things come from a variety of sources:• Things you have to do - your job, the weekly shopping, paying your bills and so on;
• Things you like to do - your hobbies, spending time with your family or friends, travel etc;
• Things you hate to do but have to do anyway - paying your taxes, waiting in queues or traffic jams, that kind of thing;
• Things you would really like to do if you got the chance - that ambition you’ve always secretly (or not so secretly) nursed.



Each of these things wants to be done, wants you to spend your time and effort on it. Think of each of these things as a building block. Now think of the overall pile as a great tower of building blocks tottering its way up to the heavens.

During the corresponding day/week/month/year/life, there is another pile of things. This is the pile of things that you will actually do that day/week/month/year/life. For most people the second pile is many times lower than the first pile. In other words you can’t do everything. Some things get done but many things remain undone.

If you go on a conventional time management course or read a time management book or invest in a time management ‘system’ then - unless it’s a very bad course/book/system - you should be able to improve the amount of stuff you can get through every day.

But time management doesn’t in any way solve the more fundamental problem. How do I make everything in the first pile fit into the second pile? How do I get all this stuff done? How do I marry the demands of my job with those of my family and of the society within which I live and my desire to put time into my hobbies/interests and my personal aspirations for my life? How can I get through this enormous pile of stuff given that there are only twenty-four hours in a day, 365 days in a year and an unknown (but finite!) number of years in my life?

There’s only one answer. It’s simple, it’s obvious and - for many people - it’s utterly terrifying.

The only answer to this question, the only logical solution to this problem is that you’re going to have to find ways to not do a vast amount of things. This is the only way you can ensure that the right things get done - and by ‘right’ I mean the things that are important to you.

Conventional time management plays around the fringes of this problem. It enables you to get a bit more stuff done thereby giving the illusion that you have solved the problem described above. But you haven’t solved the problem, and conventional time management won’t solve it. For that you need something far more radical. If you want to solve this problem you need extreme time management. Extreme time management is the idea that we’re not going to do lots of things.

This, then, is going to be our overall philosophy. And notice that this is not something that is commonly taught. Indeed, quite the opposite. From an early age we are programmed to do things. We start our school life as a child with our teacher giving us things to do which we have to accept. Then, as our school career progresses we get homework, projects, assignments. If we go on to some kind of third-level education we get theses, dissertations, term papers, projects. Finally, we arrive in a job and from then on until we retire, it’s going to be objectives, key results areas, job descriptions - always things we have to do.

But you actually have to be able to not do huge quantities of stuff. Yes, I’m talking to you! You have to develop skills that will enable you to do this. Not doing stuff is as essential a business skill as any other skill you have learned in your career - chairing a meeting, writing a report or anything else.

Extreme time management. Working less but achieving more. If you’re not up for it, then maybe you should read the next section.




On wake-up calls 

In the first case study in Chapter 16, the writer talks of ‘the wake-up call’ and maybe this is something a book like this can do. It can provide a wake-up call. It can open up the vista of other possibilities. But you also may be able to recognise a wake-up call for yourself.

To put it very bluntly, if you find yourself doing what I might call ‘something mad’ in order to keep your current life together, then you should probably consider that as a wake-up call. What is something mad?

The following would all qualify and are only some examples:• Checking into a hospital accident and emergency department or going to the doctor because you’ve had a panic attack or palpitations;
• Driving dangerously or very dangerously to make some appointment or meeting or commitment;
• Dangerous - to yourself or other people - behaviour generally. Driving with a few too many drinks after work, for example - the drinks taken because of the need to ‘unwind’;
• Really losing control, with a family member or work colleague, over something that - by any objective standard - would not merit it. I’m talking about a situation where the response is out of all proportion to the original issue;
• Engaging in behaviour that would have to be regarded as ‘weird’ if anybody were to see you doing it;
• Feeling that you are ‘on the edge’ and one more thing will tip you over;
• Feeling that some (or all) aspect(s) of the life you are living is/are intolerable by any objective standard.



You get the idea. Life isn’t meant to be like this. Sure, life will have its ups and downs but all of your life isn’t meant to be like this. Life is meant to be joyous and happy and fun and an adventure and full of possibilities.

So, if it isn’t for you, it’s time to do something about it.




The funnel 

Picture yourself at your desk, beavering away. Now imagine that you and your desk are actually inside a giant silo. You sit at the bottom and the top of the silo is open to the sky. People - bosses, peers, work colleagues, loved ones, family members, various officials or employees of government bodies or institutions, you yourself, anybody really - can throw stuff in the top. All of this stuff then falls down onto you where you have to deal with it. You’re probably not so much sitting at your desk as slumped over it, the weight of all these requests on your shoulders and your back.

It seems to me that for many people this is daily reality. They are trapped inside a world where they have to continuously deal with an endless (and probably increasing) stream of stuff dropping onto them.

Now imagine a different picture. This time it’s not a silo; it’s a funnel. The same people throw the same volume of stuff in the top, but now the stuff flows down a funnel. The funnel has three filters in it and these filters screen stuff out so

Our funnel will contain three filters, as we’ve already said. The three filters are:


You can think of the three funnels like this:
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yoursalftoak fo such rferences a the
Conclusion o eachjob and 1o t ask your hame
Cleaning customers whether they might have
leads into businesses. 1€ the posh partof
cown then presumably there ae business
‘ownersthere. However, hese wil form o
farthe part of this pla.

1422

Dometings and get See previous comment.

deals

151

Setupspreadsheet for 1 Youdothis during that firse week.

tracking payments and

152

Setup bankaccount 025 Youdothis duringehat first week. Tha'syour
iniial 8 days"hollday gone.

1531

Business cards and 1 Youre going o dothis on aregularworking day

headed stationery during yourunch break.

1522

Brochure 7 Youre goingto work onhisa nights,acouple

‘ofhours anighe (.. a quarter o a day every
Hight). At hat rat e il take 7 days. )
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Thakeandrateyour  1Makeandrats your 1 Make and rateyour
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aready. alreay, sirady.
2AllowanA for 2Allowan Afor 2AllowanA for
nexpectedStull, unexpected sl unexpected suff.
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4Recordhowmuch  4Record howmuch 4 Record howmuch
time goos nto time goes nto time goos nto
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SMakeyourlistfor  SMakeyourlisefor 5 Make your it for
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26 27 28
Thakesndrateyour 1Mk andrate your 1 Make and rateyour
st ifyouhaven®t it ifyouhaven't s fyouhaven't
aready. iy, already.
2AllowanA for 2AllowanAfor 2AllowanA for
nexpectedstuff. unexpected sff. _unexpected suff.
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SMakeyourlistfor  SMakeyourliscfor 5 Make your it for
tomarrow. tomorrow. <omoreow.
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tomorow's sttoday. _tomorowslisttodsy. _tomamow's st todsy.
7Besureyoufinsh  78esureyou finsh 7 Besure youfinsh
thedaywithalistof  thedaywithalistof thedaywithalistof
Sufftobe done stuffta bedone stufftabe done
8Gohome. " -

30

TMake andrate your st 1T you haven' aresdy.
2 Allowan A for unexpected suf.

3o the As andDs.

4 Record how much time goesnto unexpected seff
5 Make yourlis for tomorrow.

600 some oraloftomenow's s todsy.
7Be sur you inishthe day with st of stff be done tomorrow.
8o home.
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Exampie WORK (EFFORT) DURATION (ELAPSED TIME)

LAmestingofsixpeople G peopletimes2hoursis  2hours
lasing two hours 12 person-hours

2.Somebody reviewing L persontimes 1houris  1hour
some document oreport 1 person-hour
Toranhour

3.Somebody reviewing 1 persontimes Lhouris  1week

some document orreport 1 person hour
Toranhourbut being.
givenaweektocome
Backwith comments

4.Somebody workingfor  1persontimes 16dayss  16days
sixteen daysfull-time 16 person-days
5.Two peopleworking full-  2peopletimesdaysis  8days

e fo ight days 16 person-days
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P oo WORK(IN  HOWIT WAS CALCULATED.

PERSON.DAYS)

Wiritjob specifcation o5 Assume i akes hlfaday o raf e and get

sndgie ttathe righe.

Jobeentre

1313

Vit whil theydo. o Docsn'tinvolve any work from us.

theirthing.

1314

nkerviow applicants 1 Assume thatth Jobcentre comes up with, sa,

Sndehoose one four applcants and you nterviw them overa
dayattheJobcontre

1321

Vi advertizements. o5 Assumecakes halfa day o raf it and et

forcommunity ierigh.

noticeboards

1322

s cals come n,meet, 2 Assume you end up nterviewing ten people at

nterview and pick 1.5 Hours each and thatyou pick four of hese.

people That's 15 hours - alt2 (8- hour)days.

1411

Doleafiet drops n 1 Assume aday tocrafe he eafetand et ight.

pmarket areas ‘Acsume you wil do two drops amonth; that's
24Tnayear. Assume you will get your kids (or
Somebody'’s ids) o do the actualdrops and that
youwill pay them perdrop as opposed fo
‘quantiying their time

Do cold-call and et s Assume 6 days ofcod-callingoverayear.

mestings

1422

Domeings and got s Assume 1 day's cold-calling iz 100 cals and

deals yieds 1 meeting. (Sounds awul know but that
Would be about figh Inmy experience. Assume.
the 6 meetingsrequir proposals tobe written.
Assume halfthe proposalsconvert inco deas.
‘Assuma half .y foramesting and halfa day to
wite s proposal. (st one might (ke abit
Tonger but aftr hat, he irst one shouldserve
s template for theothers o that they canbe.
writtenmore quicky.)

151

Set upspreadsheet for 1 Assumeitcanbe doneinaday.

racking payments and

152

Set up bankaccount 025 Youllprobably have o gotherein person rather
than being able to doit averthe phone o
by ema

1531

Business cards and 025 Assume you go down o yourlocal printshopto

headed stationery doitand tha you pay them ratherthan counting.
hei time.
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P oo WORK(N  HOW ITWAS CALCULATED.

pesson-Davs)

Learm the industry and 1 You decide o gvethe whole thing  kick-start

setpricing by takinga wesk offout of your holdsy
entilement o gt the bllalling. This means
that for that week you can work fl-time on
sk, . youravalabily i ful

121

Makealis of roducts o5 Youdo tis during that frs wok.

andsaquipment

needed

122

Buythestutfpuc 1 Youdon' reallywani todo this unilloser to

amangementsinplace the time when you have your rewin place. You

foregularsupply doitone Saturday during th time tht the
Jobcentre s waltng orforeperson applications
o come inand you're waitng or replie from
commaniy neticeboards.

1311

Goandulktothe. 025 Youdothis during tha st week.

Jobcentre and find out

howthey canhelp

1312

Viic job specifcation o5 Youdo tis during that frs wok.

andgive ttothe

Jobeencre

1313

Vit whilethey do 2 The Jobcentresaysthatthey T alow four wecks

theirthing. forapplcatons fo come nforth foreperson's
job.

1314

nterview spplicants 1 You decide you'lhavetotake another day offto

dchoose ane nterviow the spplicants orthe foreperson's

job.Since you dont have nfinite hoiday
entidements andyou do actually want to take
Some holidays 35 Rolldays, yourevise your
orginalidea o take  days offin one block.You

ecide o take 4 of them now and 1todo the






OEBPS/ferg_9780755360468_oeb_001_r1.gif
Day M T W T F TOTAL AVG

Time spent on
unplannedstuff 2 3 15 6 25 15 3
(in hours)






OEBPS/ferg_9780755360468_oeb_005_r1.gif
VGURPROIECTS  Projectmames

Towrs

BUSINESS A5 USURLIDAY 108"

proparing/witng reports
Avtending raining
Training ther people
Mansging people
Annuteave.
Emailinbox
ncerruptions
Phone calls

Trips

Visies

Meetings

Fillngin or people
Recruitment
Publichaldsys
other

Newsuft

TomL

Namier ofweeks for
which youwant o
cslculate svaiabiley

Number of daysper
week thatyouwerk

otat number ofwork
daysinthe period
yourv chosen

umber of hours per
daytha youwork

otat number of hours
wailable i the period
thac you'reookingac

2

150






OEBPS/ferg_9780755360468_oeb_030_r1.gif
Loy

S A
S TS
ST (0T
ST (105)
T—Jooms v
Y 1 22
o Jsowizfower
s Joome_Jovre
2 T
3 0 0TS
[Bo5E —fovor
[Roreez [eoe
46D 39100 000/ 1M 00009
SN o o 57T 0% 55 1 0
sy ums wxses om_al

Yoou sy Buryun o ued sus.






OEBPS/ferg_9780755360468_oeb_024_r1.gif
108 WORK(N  HOW ITWAS CALCULATED
peRsoN-DAYS)
Website 2 Similarly orthe website which you decide to o

Deliverthe work.

yoursell. It wiltake you 12 days (st a quarter of
day every ight).

Here's how i willllwork.The (hopefully, lots
ofcalls will ome nto your mobile phone. Snce
Jouwill probably be st work when this happens,
Jouwill ave t all chem back. here wilbe &
message on your phone that sas that

When you cll hem back, you il fgure out
‘what they want and price the work.Ifyou et the
dealthen you willthen pass the ob ontothe.
foreperson who willschedulethe crewand do
thework.

There remains th sticky question o howyou
et paid. You decide eventually that you have no
reslchaice, The homeowner will ay the money
tothe foreperson andyoul colec the money
offthe foreperson at the weekly meeting.

This means th foreperson willknow exactly
howmuch you're making,incressingche.
Iikelihood that they might tae theirown green
cloaningserices. But for the moment, you's
going o have to lvewith that.
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7

Using whatever
technlques youhave
comeup withsay
niclyforhalfaday,
eithe the morming or

Say o' nicelyto
something ove the
weakend.Saynoto
something youdidn't
wantto do anduse.

Say morniclyto
something over the.
weekend.Saynoto
something youdidn't
want o do and use

theaftemoon. thetimesavedfor  the timosavedor
somethingyoudid  somethingyou dd
wantto do. wanttodo.
12 13 14

Say o' nicelyforthe
whole day.

Say ot nicelyto
something over the
weekend.Saynoto
something you didn't
wantto do anduse
hetime saved for

Say o' nicelyto
something over the.
wekend.Saynoto
something you didn'c
want o do and use
thetime saved for

somethingyoudid  somethingyou dd
wantto do. wantto do.
19 20 21

Say ot nicelyforthe
whale day.

Say o nicelyto
something ove the
weakend.Saynoto
something youdidn't
wantto do anduse
the'ime saved for

Say morniclyto
something over the.
weekend.Saynoto
something you didn't
want o do and use
thetime saved for

somethingyoudid  somethingyou dd
wantto do. wanttoda.
2% 27 2
ETE Sy mormicayto

something over the
weakend.Saynoto
something youdidn't
wanto do anduse
thetime saved for
something you did
wantto do.

something ovr the.
weekend.Saynoto
something you didn'c
want o do and use
thetime saved for
somethingyou did
wanttodo.
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Follow yournew Follow yournew Followyournew. Followyournew,
routineandmark  routineandmark  routinoandmark  routineand mark

today off i youwere
successfulinfollowing

today o i youwere
successful i following

today ofifyouwere
successfulin following

codayoffifyouwere
successulin following.

s planned. eas planned. ieas planned. icas planned.
8 9 10 11
Follow your new Follow yournew Follow yournew. Follow yournew

routine and mark
today offif youwere
successtulinfollowing
e planned.

foutine and mark
today offifyouwere
Successfulln following
i€as planned.

foutine and mark
today offifyouwere
Successtulin following
icas planned.

routine and mark
codayoffifyouwere
successulin following
icas planned.

15

16

17

18

Follow yournew
foutine and mark
today off i youwere
successfulinfollowing

Followyournew
routine and mark
today off i youwere
Successfulin following

Followyour new.
foutine and mark
today o youwere
successfulin following

Follow yournew.
routine and mark
codayoffifyouwere
successulin following

s planned. tas planned. tas planned. itas planned.
22 23 24 25

Follow yournew Follow yournew Followyournew. Follow yournew

routineandmark  rowtineandmark  routinoandmark  routineand mark

today offif youwere
successfulinfollowing
s planned.

codayoffifyouwere
successful i following
ieas planned.

today ofifyouwere
successtulin following
icas planned.

codayoffifyouwere
successulin following.
icas planned.

29

30

Follow yournew
foutine and mark
today off i youwere
successfulinfollowing
s planned.

Followyournew
foutine and mark
today off i youwere
Successfulin following
tas planned.
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X WORK(N  HOW ITWAS CALCULATED
peRSON.DAYS)

Lesrnthe ndustry and 8 Weslready said 1 day on the nternet plus

setpricng. Contacting some other cesning companis.

121

Makealistof products o5 Estimate halfa day of addtional esearch and

and quipment making phone calls o suppliers to check

necded availabiey and whethertherearo alterative
produce
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Buy thesuff/put 1 hisnvolvesgoing round suppliers and picking

amingements nplace up the suffof amanging to have i dellvered.

for regular supply Maybe alsoseting up accounts with suppliers.
Let'sassume thatyou can get verything you
need from o more thanthree uppliersand that
‘what wilhappen afte thi intal work s that
they i deliver o you.
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Goandtalktothe 025 Assume acouple ofoursoutof your day o .

Jobeentre and ind ot tathelobeentre and mect somebody.

Howthey can help
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Time spent on
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want o calculte svaiabiey tooveride

3 lus [ menumberofasysperweck thatyou | Acceptehe defauitors days perweek
work. orenterto overide

3 [16 [Totatnumberotworkdaysinthe | Calulated L4 multiplied by L5)
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4 |17 | Thenumber ofhours perday youwork | Accept the default of hours pr day

orenterto overide

s [15 [ menumberofhours perweekyou | Caculated (16 multipled by L7)
work.

6| 84810 | Thenames of your projects.Incude | Enterthe namesof your prjects
any project which tarts,ends,starts
and nds, o passesthrough the perod
Jouve chosen

” Businessas usual"day job'things | Selectwhich of these applytoyou

s Thisis o cover new things that come | No action

Slong nche next 4 weeks,(n most
obs € nevitable that now things wil
come siong.
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SPECKFICATION _ SPECIFICATION _ SPECIFICATION _ SPECIFICATION
Planned work i s 3 2 1
person-days)
Planned duration 10 3 5 2
(indays)
Planned budget 1800 500 0 200
o)
Actual work i 7 4 2 1
person-days)
Actus duraion 1 4 s s
Gindays)
Actua budgee 2100 1200 0 300
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Ting whatover Do whateveryou Tsingwhatover Do whateveryou
cochniques youhave  want. cochiques youhave  want.

<ome upwithsay ‘no” <ome upwithsay ‘no”

icely forhalf a day, icelyfor halfa day,

citherthe morning or citherthe morning or

the atemoon. he atemoon.

5 B 10 11

Downateveryou sing whatever Dowhateveryou sing whatever
want. techniquesyouhave  want. techniques youhave

come up withsay ‘no”
nicelyforhalfaday,
eitherthe morming or

come upwith say "
nicelyforhlfaday,
eitherthe morming or

theaftermoon. theaftermoon.
15 16 17 18

Say o' nicaly forthe Do whateveryou Say o' ety forthe Do whateveryou
whol da. want. whole day. wane,

22 2 2 25
Srttodsy sndses | SeeDay 22 Seevny 22 Seemy22.
what s the longest

continuous periodof

time thatyou cansay

1o’ nicaly for. Try and.

build it up.Aweek

wouldbe a goodand

impressive targe, I

youall, reset the

Cock and start sgain.

29 30

Seevay 22, Secw22.
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Follow yournew
routine and mark
today offifyouwere
successulnfolowing.
eas planned.

Follow yournew,
foutine and mark
today offifyouwere
Successtulin following
e planned.

Follow yournew,
routine and mark
codayoffifyouwere
Successfulin following
icas planned.
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13

14

Follow yournew
Foutine and mark
today offifyouwere
successfulnfollowing.

Follow yournew
foutine and mark
todayoffif youwere
successfulin following

Followyournow,
routine and mark
codayoffifyouwere
successfulin fllowing

s planned. s planned. itas planned.
1 20 21

Follow yournew Follow yournew Followyournew,

routineandmark  rowtneandmark  routiveand mark

today offif youwere
successfulnfollowing.
eas planned.

today offif youwere
successfulinfollowing
s planned.

codayoffifyouwers
Successful i following
icas planned.

2

27

2

Followyournow
routine and mark
today offifyouwere
successulnfollowing.
tas planned.

Followyournew
foutine and mark
today offifyouwere
Successfulin following
it planned.

Followyournow,
routine and mark
today o youwere
Successfulin following
itas planned.
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Setyour facd times
s follow them

igiously.

Donecheckemails -
evenifyouhavethe
capabilty athome to
oo,

Don't check emals -
evenifyouhavethe
capabilty athome o
oo,

12

13

14

Tifyouhad llowed
yourslf fou fxed
times aday,reduce,
ietothreeand
followthem
rligiously.
Otherwise follow
whatevertimesyou
have decided upon
eligiousy

2Aethe end ofthe day.
recordifreducing
the number of fixed
times tothree.
caused youany
serious probiens.

ontcheckemais -
evenifyouhavethe
capabiltyat home to
oo,

Don'e check emals -
evenifyouhavethe
capabllty athome to
oo,

1

20

21

Titdropping tothres
times aday madeno
diffrence thenstay

fourtimes s foryou

2Followyourset
times relgiously
tody.

on'tcheck emais -
evenifyouhavethe
capabiltyathome to
oo,

Don't check emals -
evenifyouhavethe
capabilty athometo
o',

26

27

28

Tifyoure atthree
times aday,reduce
ittotwo. Atthe and
of the dayrecord -
doing this makes
any serious
difference.

20therwise follow
yourse imes
religiously.

3Resisethe
temptaion tocheck
emals just before!
g0 home’. Whatever
Was youriast set
ime should bejust
hat

Donecheckemals -
evenifyouhavethe
capabilty athome to
o,

Don'e check emals -
evenifyouhavethe
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a1
Does the project have a plan? Yes  No

(crcle one)
Yes - goto Q2

No - STOP - apply colour code blue and give the project a score of 0.
Record this score below.

Q2.

Is the project on target? Yes  No
(circle one)

Yes - STOP - apply colour code green and give the project a score of

5. Record this score below.

No-gotoQ3.

Q3.

How much is the project off target? Alittle Alot
(crcle one)

Alittle - STOP - apply colour code amber and give the project a score

of 3. Record this score below.
Alot - g0to Q4.

Q3.

Is the project out of control? Yes  No
(circle one)

Yes - STOP - apply colour code red and give the project a score of -1.

Record this score below.

No - apply colour code amber and give the project a score of 3.

The project score
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P oo WORK(N _ HOW ITWAS CALCULATED \

peRsON DAYS)

537
Brochure 175 Assumeyoudothis yourselfusingyour
‘computerand colourprinterthat you have.

Website 3 Assume you buy abook and doasimple website
yourselusing ot of common content between
the brochure and the i, Alternatively gt your
K o his/hertechiechum to do  and pay hem.

Deliverthe work 5 Youmake the big asumption that your
Foreachiob landed, foreperson s going o beable o doallof this.
dothe following: Maybe this means that '  preecuisie forthe
“Getacrewthere jobthat they've worked n this ind o business
(one o more peopie) efore - or atlast hve some background in
Wit the correct planning, logistic, that kind of thing.
<quipmentand Notice again the value ofbuding the plan
supplies and fnding outhis partcularnugget. I you
+To'ge thejob done Have todo-l the organising o eachjob, you'l
(@) v yourselfa ervous breakdown and (o)
probabiy end up beingfred as your new venture
takes overyour i and yourday Job. Thisway.
yourforeperson akes careof all tis suff-but
thenmust be paid ccordingly.

So'n terms oftime wht you have o count
here s the ime you willspend mansging he
foreperson, Le’ asume that you decde to
have aweekly meeting o review upcoming work
forthe week. Maybe you wildothis some time
overthe weckend forthe following week. Maybe
the st fow meetings will ave o b face toface
butafer that some of them can be by phone or
emallwith maybe jus  orenightlyor a monehly
facetofce. Assume 52 mectingsoverthe year,
butlose  fow for holidays(yours ortheirs)
say 40 weekly meetings of o more than an
Hour each. Count your ime because you're
going o be paying them for theirs. 40 hours s
£lahoun days

Tom: a1
person-days






