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			Book Presentation
The 10 Natural Laws Of Successful Time & Life Management by Hyrum W. Smith

			Book Abstract

			MAIN IDEA

			The real measure of a successful life is whether or not inner peace is achieved.

			Inner peace is the transcendent feeling of fulfillment and personal well-being which comes whenever a person is living their life in conformity with their inner core values. The simple concept of making sure your daily activities reflect your deepest core values lies at the very heart of effective time and life management.

			Important Note About This Ebook

			This is a summary and not a critique or a review of the book. It does not offer judgment or opinion on the content of the book. This summary may not be organized chapter-wise but is an overview of the main ideas, viewpoints and arguments from the book as a whole. This means that the organization of this summary is not a representation of the book.

			Summary of The 10 Natural Laws Of Successful Time & Life Management (Hyrum W. Smith)

			Part 1. Managing Your Time
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			THE PERSONAL PRODUCTIVITY PYRAMID

			This pyramid, otherwise described as the personal fulfillment pyramid, shows the four main steps that lead from identifying your highest values to accomplishing your daily activities:

			
					Identify your personal governing values, and prioritize these values. (Law 3).

					Effective long-range and intermediate goals are the bridge between values and activities. (Law 4).

					From the perspective of your goals, you can then create and manage a daily task list. (Law 5)

			

			If you set goals that are not aligned with your values, you may accomplish a good deal but still feel personally unsatisfied because you will be neglecting the things that matter the most to you deep down. Similarly, if you create a daily task list that doesn’t reflect your goals, you’ll be busy but unproductive.

			LAW 1: You control your life by controlling your time.

			Main Idea

			The real objective of any time management program is to achieve inner peace, but the best perspective from which to accomplish this is to stop thinking “time management” and instead think “event control”.

			Supporting Ideas

			Inner peace is defined as having serenity, balance and harmony in your life through the appropriate control of events.

			Many people get so caught up trying to manage events over which they have no control that they get discouraged and become conditioned to accept less than they could be if they live their lives to the fullest possible extent. Other people live their entire lives thinking that at some unspecified time in the future, they’re going to have more time to do what really counts and less interruptions.

			The real key of time management is that the greater amount of control you have over those things that are most important to you, the better you will feel about your life’s accomplishments and the higher amount of self-esteem will be generated.

			Therefore, rather than asking”How do I get more time?”, instead ask these two questions:

			
					What are my highest priorities in life?

					Of these priorities, what do I value the most?

			

			Once you’ve identified these factors, the key issue then becomes how do you go about getting control of the most critical events?

			From this perspective, time management becomes much more than a simple game of trying to be more and more efficient. It turns into an exercise of trying to spend the maximum amount of time on those things that are most important rather than most urgent.

			There is an important distinction between something that is vital and something that is urgent. Generally speaking, an urgent task demands immediate attention, but may not necessarily be very important. Some of the most important tasks in life are never urgent, even though they are extremely vital. Other tasks may never be important but they will appear urgent.

			The secret is to identify your vital activities and instill them with a sense of urgency so they can compete effectively with the numerous urgent but unimportant tasks that will come along every day of your life.

			Key Thoughts

			“Doest thou love life? Then do not squander time, for that’s the stuff life is made of.”

			– Benjamin Franklin

			LAW 2: Your governing values are the foundation of personal fulfillment.

			Main Idea

			A set of governing values are the clearest answers you personally can give to those two questions:

			
					What are my highest priorities in life?

					Of these priorities, what do I value the most?

			

			Supporting Ideas

			Every person lives life according to their own personal set of character traits and beliefs which are considered to be the most valuable and worthwhile. This is a unique value judgment that each person makes for himself or herself.

			There is, however, a difference between having a set of values and identifying those values. Some people go their entire lives without stopping to think about which values are most important to their happiness and peace of mind.

			One way to identify your personal values is to write your own personal constitution - a prioritized list of your governing values with a brief sentence or paragraph describing what each value means to you personally.

			Until you write your personal constitution, you cannot effectively plan your time.

			In a survey carried out in the United States in 1992, the following values were most commonly mentioned:

			
					Spouse

					Financial security

					Personal health & fitness

					Children and family

					Spirituality/ Religion

					Sense of accomplishment

					Integrity and honesty

					Occupational satisfaction

					Love for others/Service

					Education and learning

					Self-respect

					Taking responsibility

					Exercising leadership

					Inner harmony

					Independence

					Intelligence and wisdom

					Understanding

					Quality of life

					Happiness/Positive attitude

					Pleasure

					Self-control

					Ambition

					Being capable

					Imagination and creativity

					Forgiveness

					Generosity

					Equality

					Friendship

					Beauty

					Courage

			

			In the final analysis, every person has to identify their own unique set of values. Nobody else can impose their values on another. The exercise requires absolute and total openness and honesty.

			There are no “right” or “wrong” answers to the exercise of developing a personal set of governing values - a personal constitution. You don’t even have to defend your choices to any other person.

			The foundation for effective time management, however, is your governing values. Therefore, unless you take the time to identify those values for yourself, no other time management techniques will work.

			LAW 3: When your daily activities reflect your governing values, you experience inner peace.

			Main Idea

			If you set goals which are not aligned with your governing values, you’ll end up being very busy but not necessarily productive. That is, you’ll accomplish a great deal but you won’t feel any sense of achievement in the things achieved.

			To avoid neglecting the things that matter most to you personally, take the time to organize your governing values in order of importance. That way, whenever conflicts arise, you can avoid frustration by consistently acting on whichever value is more important than any other.

			Supporting Ideas

			Once you’ve identified your governing values, the next step is to prioritize them in order of importance. This is a vital step in preparation for those numerous occasions when goals conflict with a wide choice of conflicting daily activities. If you don’t rank your values, you may unintentionally spend time on something of low value at the expense of something of vital importance. In addition, you may sometimes be faced with having to choose between two positives, and your priorities will help decide which course of action to persue.

			Generally speaking, a person’s career is the area in which most time is invested. Thus it follows that if a person follows a career choice which is out of sync with their governing values, they will be stressed and unproductive. That frustration can accumulate over the years, and cause people to have a major meltdown at critical times.

			To maintain balance between governing values and daily activities, a person should regularly ask:

			
					What is the long-range priority of this project?

					For whom and by when must this task be completed?

					What parts of this project could be delegated to another person?

					Is this project more important than any other at the present time?

					What would be the worst that would happen if I don’t complete this project?

					Have I allocated enough time for myself and my family in estimating the time required to finish this project?

					Are any of the tasks involved in completing this project in conflict with my personal constitution?

			

			Value-based goal setting is designed to generate balance and harmony rather than stress. Inner peace comes from a close alignment of beliefs and actions.

			If the set of values you have identified in your own personal constitution doesn’t motivate and inspire you, take the time to review your choices once again. They should represent the most exciting achievements you can imagine.

			Key Thoughts

			“What matters most in life should never be at the mercy of less important things.”

			– Hyrum W. Smith

			LAW 4: To reach any significant goal, you must leave your comfort zone.

			Main Idea

			Specific, measurable and realistic goals are the bridge between your governing values and your daily activities.

			Supporting Ideas

			Goals are planned conflicts with the present status quo. Achieving any goal means leaving the familiar and venturing into a new area. Many people don’t like to leave their present comfort zones, and therefore never set goals. By failing to set goals, they also fail to ever make any meaningful progress.

			Long-range goals describe what you want to accomplish. Intermediate goals and daily tasks break it down into how to actually do it.

			Effective goals are:

			Specific - stating exactly what is to be accomplished. Measurable - with dates and ways to show progress. Action-Oriented - specifying things to be done. Realistic - within reach if you stretch and work hard. Timely -achievable within a reasonable period of time.

			Most people find it helpful to set goals in each of the following areas:

			
					Physical well-being

					Family/Spouse

					Spiritual/Humanitarian

					Financial

					Company/Career

					Company/Strategic

					Community/Political

					Education/Personal Development

			

			Broadly speaking, there are three common obstacles to leaving your comfort zone:

			
					Peer pressure.You may be afraid of what your friends, family or work associates will think, and therefore you try and live in harmony with their values rather than following your inner urges.


					Walls.Sometimes you may feel walled in by past mistakes or circumstances. You may feel that circumstances beyond your control make it impossible to set out in a new direction. Remember: It really doesn’t matter what other people think.


					Fear of Change.Some people would much rather live with a familiar problem than try to change and risk coming into contact with a new and unfamiliar problem.


			

			In the final analysis, these fears should never stand in the way of setting goals which will enable you to follow your dreams. In most situations, present failure is not the end of the world, and you have the opportunity to come back again next time smarter and better prepared to succeed.

			Nothing can stop a determined soul.

			Key Thoughts

			“There is no chance, no destiny, no fate, that can circumvent or hinder or control the firm resolve of a determined soul.”

			– Ella Wheeler Wilcox

			LAW 5: Daily planning leverages time through increased focus.

			Main Idea

			If you will just take 10- to 15-minutes every day to plan your day, everyone you know will be amazed at how much you are able to achieve with your life.

			Supporting Ideas

			Common excuses for failing to plan time include:

			
					I don’t have time to plan.

					I already know what I need to do.

					Planning doesn’t work. I have too many interruptions.

					I feel tied down with long “To Do” lists.

					I don’t know how to plan effectively.

			

			In reality, there is not one person on earth who cannot find 15-minutes a day to sit down and plan out their next day. To do this:

			
					Find a place where you can be uninterrupted.

					Review your long-range objectives.

					Be realistic in the amount of free time you’ll have available.

					Set specific daily goals for tasks.

					Tray and anticipate any obstacles that will come up.

					Prioritize your daily tasks.

			

			That’s all you need to do to plan your day and increase your total effectiveness by a large and measurable degree. You can later add refinements such as using planning diaries or whatever suits your personal style, but the essence of the daily planning session is summed up above.

			Your daily planning should also include time for reflecting on two questions:

			
					What are your highest priorities in life?

					Of those priorities, what do you value the most?

			

			You can further refine and improve your daily planning session by creating a meaningful prioritized daily task list by:

			
					Making a list of everything you would like to accomplish that day, including tasks that are not urgent.

					Assign a value to each item on the list, with an “A” for something vital, a “B” for something important and a “C” for something relatively trivial.

					Give a numerical value to each item on your A-list. Then do the same for your B-list and your C-list.

			

			You now have a prioritized list that specifies which tasks are worth finishing first. You can the focus on your A-1 until that’s achieved, and then move on to your A-2 and so on.

			You can further refine your planning system by using integrated planning tools which include space for all categories, by adding financial record storage and so on. However, these embellishments are simply enhancers, and the greatest single gain in productivity will come from starting to plan your day each day regardless of the exact accessories used.

			Key Thoughts

			“The more time we spend on planning a project, the less total time is required for it. Don’t let today’s busy work crowd planning time out of your schedule.”

			– Edwin Bliss

			Part 2. Managing Your Life
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			THE REALITY MODEL

			The Reality Model is designed to help understand why people act the way they do, and the clear connection between what a person believes and how they act.

			Taking each element in turn:

			
					Needs. The most widely accepted basic psychological needs are:	The need to live.

	The need to love and be loved.

	The need to feel important.

	The need to experience variety.




					Most if not all human behavior can be viewed as an attempt to satisfy one or more of those needs.

					The Belief Widow. Needs are non-directional. Direction on how we personally go about meeting our needs comes firstly from our own beliefs. Your underlying beliefs exert a strong influence on how you act. The belief window is neither good nor bad, but merely represents whatever you hold to be true.

					Rules. For each belief in your window, you subconsciously create a set of rules to govern your behavior. Your subconscious mind is consistently telling you that if that’s what you believe, then this is the way you should be acting.

					Results and Feedback. If the ultimate results of your behavior meet your needs, the feedback will be positive. By contrast, negative feedback indicates you need to re-examine your needs and the belief you are following to meet those needs. The tricky thing is that results quite often take a large amount of time to become apparent.

			

			LAW 6: Your behavior is a reflection of what you truly believe.

			Main Idea

			There is a clear connection between what a person believes and what they do. Whenever a person’s behavior doesn’t seem to be reflecting what they claim to believe, there are some conflicting beliefs buried in there somewhere.

			Supporting Ideas

			Successful life management often requires a person to permanently change any behavior which is counter-productive. The mechanics of how to bring about a change in behavior is clearly set out in the Reality Model.

			Specifically, to change the way a person acts, you simply need to alter their beliefs until it becomes plainly in the self-interest of the person to make those changes

			
			
			
			
			
			
			LAW 7: You satisfy needs when your beliefs are in line with reality.

			
			
			
			
			
			
					Identify the behavior pattern which is not producing the results you desire. What is going wrong in your life and not turning out as planned.

					Identify all the possible beliefs which could be the reason you act that way.

					Project forward the ultimate results and future behavior which will follow if you continue to act on those beliefs. Decide whether this represents the destination you want your life to reach.

					Identify alternative beliefs which would produce better results if followed over the long-term.

					Project forward what would be the end result and future behavior if those alternative beliefs were incorporated into your own set of personal beliefs.

			

			
			
			
					Tell the other person, “I have a problem.”

					Give the other person a non-threatening description of the problem, from your perspective.

					Describe to the other person how their behavior in this area makes you feel.

					Let the realities of the situation work in your favor and motivate the other person to make a change on their own initiative.

			

			
			
			LAW 8: Negative behaviors are overcome by changing incorrect beliefs.

			
			
			
			
			
			
			
					Overeating

					Overworking

					Smoking

					Bragging Oversleeping

					Child and spouse abuse

					Over-exercise

			

			
			
			
			
			
			
			
			LAW 9: Your self-esteem must ultimately come from within.

			
			
			
			
			
			
			
			
			
			
			
					What do you really want deep down? Separate the “should-haves” from the “ought-to’s” and decide on what it is that really matters to you the most.

					What patterns or situations have worked for you in the past. When you’ve been successful, what were you doing? Can you recreate those circumstances again, and continue to do so consistently?

			

			
			
			
			
			
			LAW 10: Give more and you’ll have more.

			
			
			
			
			
					The Abundance Mentality

					The Servant Leader
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