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			Book Abstract

			Main Idea

			A robust, professional quality time management system is actually an ongoing feedback loop consisting of four steps:

			[image: ]

			The objective of time management from the inside out is to design a scheduling system that fits your needs like a glove. Since every person is unique, there is no definitive “right” or “wrong” way to manage your time. Instead, the ideal time management system for you purely and simply makes you feel good because you feel productive.

			The real measure of success in time management isn’t how much you achieve – it’s how you feel about how you’re spending your time. Achieve the right balance and you’ll approach every day with enthusiasm and look back on your life and your career with satisfaction.

			About the Author

			JULIE MORGENSTERN is the founder of Task Masters, a time management consulting firm. As well as being the author of Organizing from the Inside Out, Ms. Morgenstern is a frequent guest on television and a popular speaker. Task Masters’ clients have included American Express, Microsoft and Sony Music.

			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 Time Management From The Inside Out (Julie Morgenstern)

			1. Learn

			Main Idea

			Obstacles to good time management come in three varieties:

			
					Technical errors – the absence of the requisite skills and techniques of time management.

					External realities – environmental problems beyond your direct control.

					Psychological obstacles – the hidden, internal habits which can sabotage your attempts.

			

			When you understand the variety of the obstacle you face, the way to move forward will often be obvious.

			Supporting Ideas

			Technical Errors

			Common technical errors in time management include:

			
					Tasks that have no specific time assigned to them and thus keep on getting put off for a future date.

					Setting aside the wrong time for specific tasks – for example, attempting to approach a task that requires concentration when your personal energy levels are low.

					Being unrealistic and not allowing enough time.

					Being unable to delegate a task to someone else.

					Approaching a simple task in an overcomplicated way.

					Failing to remember everything you need to do.

					Trying to work in a disorganized physical workspace.

			

			Technical errors are usually easily rectified. In fact, once you realize you’re suffering from a technical problem, the solution will often be just as obvious. Simply put, once you understand a technical problem, make the necessary adjustments and everything is in order. You can then move forward with confidence.

			External Realities

			Common external realities which can impede the effectiveness of a time management system are:

			
					Having an unrealistic workload – whether it is self-imposed or assigned by someone else.

					Health problems.

					Being in a transitional situation – personal life changes, moving, starting a new job, etc.

					Being forced to work in an environment where there are plenty of potential interruptions and distractions.

					Having a disorganized partner – professional or personal.

			

			Unlike technical errors, external realities cannot be easily rectified. There are often significant hurdles standing in the way. Also, by definition, external realities are often beyond your direct control in any event.

			Therefore, the key with minimizing the impact of external realities on your time management system is to develop ways to adapt to them. If you approach these problems with the objective of developing a pragmatic solution, you’ll be finding a way to move forward.

			Also, cut yourself a little slack. There’s no reason you should take the blame for something which is an external reality. Instead, acknowledge it, find ways to work around it and keep pressing forward.

			Psychological Obstacles

			The most common mental blocks to achieving more are:

			
					You have unclear and non-specific goals and priorities– and therefore no basis for rational decisions.


					You enjoy being under pressure, therefore nothing getsdone until it is a chaos situation.


					You hate having downtime – and therefore you keepyour mind cluttered and your schedule tightly packed.


					You’re so busy trying to help other people you ignoreimportant areas in your own life.


					You’re afraid to fail – therefore, you blame others or your circumstances instead.

					You don’t feel worthy of success.

					You’re afraid of upsetting the status quo.

					You enjoy being involved in a project and feel empty when the project is completed – regardless of the outcome.

					You’re a perfectionist – and can’t tell which tasks are worth loads of effort and which ones aren’t.

					You’re afraid that too much structure will stifle your creativity.

			

			With any luck, finding better ways to first deal with technical errors and then external realities will help to diminish some of these psychological factors anyway. Also, just realizing what you’ve been doing and why will also help in dissolving these psychological obstacles.

			If these types of issues do continue to be problems, try and identify exactly what the source of these feelings is. If you can do that, the best way to overcome whatever is holding you back will usually be glaringly obvious.

			Key Thoughts

			“Being organized, whether with your space or time, is all about being ready. It’s about feeling in command so that you are prepared to handle all of the opportunities, distractions and surprises life throws your way. We live in a complex, fast-paced world filled with infinite possibilities and opportunities. When you develop good time management skills, instead of being overwhelmed by it all, you can celebrate it. You know what to choose. You feel clear and focused, ready to take on life.”

			– Julie Morgenstern

			“Time management from the inside out is about designing a schedule that is a custom fit for you. It’s about identifying what’s important to you and giving those activities a place in your schedule based on your unique personality needs and goals. And it’s about feeling deeply satisfied at the end of each day.”

			– Julie Morgenstern

			“It is my observation that the single most common obstacle people face in managing their days lies in the way they view time. Most people think of time as intangible. In the journey from chaos to order, it is often easier to organize space than time, because space is something you can actually see. Organizing time really is no different than organizing space. In other words, just as a closet is a limited space into which you must fit a certain number of objects, a schedule is a limited space into which you must fit a number of tasks. Your days are not infinite and endless. When you think of it this way, time is not so intangible and elusive. In fact, each day is simply a container, a storage unit that has a definite capacity you can reach.”

			– Julie Morgenstern

			2. Analyze

			Main Idea

			To develop a customized time management program, you need to identify and articulate four key factors:

			
					What works well in your current time management system.

					Your preferred choices in this field.

					Your natural energy cycle and sources of personal energy.

					Your personal big-picture goals.

			

			By knowing these factors, you’ll be better prepared to develop a system that builds on a foundation of personal success rather than taking a stab in the dark.

			Supporting Ideas

			Building On What Already Works Well

			Your present time management system may leave something (or possibly everything) to be desired, but there will most likely be some parts that are working well for you. If you take the time to write these down, you can begin to think about ways to expand and build on these skills in other areas of your life.

			This doesn’t need to be a difficult step. Simply take the time to realistically analyze everything you are doing well at present. Write your answers down, so you can organize your thoughts. Even the trivial things may be worthy of emulation in other, more important areas of your life.

			You can also enhance the value of this exercise by doing the converse. Write down everything that doesn’t work about your current time management system. Then start looking carefully and deliberately for activities you need to eliminate to improve your productivity.

			Your Time Management Preferences

			Since time management is individualized, the ideal system will amplify your personal preferences. Think about whether you prefer:

			
					Working / relaxing / exercising individually or withothers.


					A crowded schedule or an open, responsive schedule.

					Predictability or spontaneity.

					Tight deadlines or long lead times.

					Working in silence or with background music.

					Working with your head or working with your hands.

			

			The list can go on and on, but if you take the time to identify (and write down) the basic characteristics of a time management system you’ll like the most, you then have a set of parameters to work with rather than something vague and ambiguous.

			Your Natural Energy Cycle – And Energy Sources

			Some people do their best work early in the day, others later or even late at night. There’s no right or wrong answer, just a personal preference. If you identify when you perform the best, you’ll know when key tasks should be scheduled in your personalized time management system.

			Also, think about how you best like to boost your energy level. Some people like to do something physical, others prefer a nap, still others eat a snack or do something else. Specify what works for you, and write it down. Again, a personalized time management system will factor in these types of activities when they’re needed.

			Big-Picture Goals

			When you can see your big-picture goals clearly, the day to day clutter won’t be a distraction. You’ll be able to rise above the chaos, and move unerringly towards what you want to achieve in life and business.

			The process of specifying big-picture goals doesn’t need to be more complex than two steps:

			
					Express your lifetime goals.Write down what you want to achieve in the major areas:
	Work

	Family

	Self

	Finances

	Romance

	Friendship

	Knowledge

	Home

	Spirituality


If you have difficulty doing this, answer these questions:
	Where do I want my life to be 10-years from today?

	What is one thing I can work on now (and add others later)?




					Specify yearly activities which lead to those goals.For each lifetime goal, list the activities you can do in the coming year which will ultimately lead to achieving those goals. Note these will change from year to year and anticipate that, but focus specifically on the next 12-months. What is it realistic for you to do within that period which will head you off in the direction of your lifetime goal?
There’s no limit. List as many or as few yearly activities as you think appropriate for each lifetime goal. (And again, there’s no right or wrong answer – just your own personal preference). And you will be revising this list frequently, so don’t worry if you miss something important out the first time through. It can be added later.


			

			Develop your own personal goal chart, which may look something like this:
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			Key Thoughts

			“Time management is the ultimate in self-improvement, because it is the foundation that will enable you to achieve your goals in every aspect of your life.”

			– Julie Morgenstern

			3. Strategize

			Main Idea

			Armed with your big-picture goals and 12-month activity lists, you can now develop an ideal time schedule and tools to help keep everything on track. To do this:

			
					Develop a time map that hits the right balance between your various priorities.

					Select a daily planner that works for you.

			

			This step focuses on allocating time to the daily tasks that will cumulatively build towards your 12-month activities list.

			Supporting Ideas

			Developing a Time Map

			A time map is simply a written record of where you spend your time. It categorizes how much time you spend on specific tasks. By compiling a time map, you can keep track of the amount of time you spend working towards your yearly activities – which in turn determines the amount of time spent on achieving your own big-picture goals.

			To make the best use of a time map:

			
					Find your current starting point.Try keeping an accurate time map for a couple of weeks. Write down how you actually spend your time each hour, or even each 30-minutes if you prefer. At the end of the week, total how much time you’ve actually spent working towards each 12-month activity.
Note that you may already be doubling up – that is, some of your present activities may count towards two different 12-month activities. If so, that’s great. Ideally, the more you can double up like that, the better. At this point, however, just make certain you have an accurate picture of where your time currently gets applied.


					Create your new ideal time map.Start with a blank time map for the next week, and your personal goal chart. What you want to do now is block out time zones where you can be working on tasks that lead towards your 12-month activities. The challenge will then be to gradually and regularly come up with better and better ways to increase the size of those productive activity blocks of time.
Note that your ideal time map needs to cover all your waking hours. Your objective is to create a balanced time map that allocates time to the tasks you feel are most important, and which will provide the greatest personal value.
It’s important at this stage to avoid ambiguity. Be specific and concise. Make your ideal time map as full or as loose as you prefer. As usual, there are no rigid guidelines in this. You’re free to do whatever you prefer.
Once you’ve come up with a time map that accurately reflects your big-picture goals and your personal preferences, try it for a week or two. Then come back and make adjustments. Look for opportunities to multitask or layer two activities simultaneously. That’s a smart approach to managing your time.
Anticipate that you won’t get this right the first time you attempt it, so be patient. Keep on refining your time map until you arrive at something that makes sense for your specific situation. And don’t forget to schedule the most important activities and tasks at times when your personal energy level is highest.
Once you develop some expertise in time mapping, you can start to add polish and enhancements. Gradually, you’ll begin to differentiate between “must do” and “nice to do” activities. Over successive generations of time maps, you can gradually work at expanding the amount of time allocated to the “must do” type activities and tasks.
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			Selecting a Daily Planner That Works For You

			A good daily planner:

			
					Is an extension of your personality.

					Fits your own preferences.

					Can be customized however you want.

					Becomes the day-to-day centerpiece of your time management system.

			

			There are four types of planners available:

			
					Wall or desk calendars.

					Paper based planners.

					Computer programs that run on a PC.

					Handheld electronic planners.

			

			Again, there are no hard and fast rules about which type of planner you should use, except it should be the type you feel most comfortable using. There is, however, one important point – you must have just one planner, whatever type you choose. If you try and use more than one planner, everything will get very confused very quickly.

			Paper-based planners:

			
					Don’t require that you learn a software package.

					Allow you to use writing – which is natural and easy.

					Are rugged and don’t require batteries.

					Can be flipped backwards and forwards easily for an overview or comparison.

					Can be stored for future reference easily and permanently.

					Can’t do searches on a keyword or phrase very easily.

					Can be bulky.

					Can’t easily be backed up for security purposes.

					Can’t be accessed by other people (like a secretary) very easily or productively.Digital planners:


					Can perform keyword searches easily.

					Allow data to be grouped and rearranged infinitely.

					Can be backed up easily and reliably.

					Can be used on a network if desired so other people (like a secretary) can access and update it.

					Only allow one screen at a time to be viewed – making it difficult to see the larger picture at times.

					Can have only restricted access to information which has been archived.

					Are not as quick as a pen and paper.

					Are difficult to use for people who have a personal preference for visual and tactile things.

			

			In other words, there are advantages and disadvantages to both types of planners. There will also be other external demands to be taken into account in the selection of the best planner system. And even after you make the decision on which type of planner to go with, there will also be a range of options to select from – day-at-a-glance, week-at-a-glance or month-at-a-glance, for example.

			Again, the key is to find a system that best suits your needs and preferences, and focus on making that work. Once you decide on a planner format you like, invest some time in learning how the planner works. Learn all the shortcuts and power user tips that most planners will provide.

			Also, try customizing your planner. Use the planner in ways that are different from the way others have used it in the past – in other words, be a little creative and imaginative.

			To get the most from your planner:

			
					Make certain you use it for every project, for every phone call, for every appointment, for every person’s contact details and for every list you put together. Don’t make any exceptions – otherwise, your planner will get out of date and of little use.

					If you’re using a paper planner, stick Post-It notes onto pages when tasks are to be completed. That way, you can throw away the Post-It note at the completion of the task – or pull off the note and stick it on a future day’s page.

					Use your planner as a paper management tool. File everything you need to keep and make a note in your planner about what you need to do and when. With a good planner and a few files, you should be able to completely clear your desk.

			

			Key Thoughts

			“The final thing to remember in your quest to find a planner that works for you is that none of them is absolutely perfect. You can find one that you love, adore and come to depend on, but I have never met anyone whose planner didn’t have a couple of irritating quirks. Pick a planner you really like, customize it to your heart’s content and then learn to live with its foibles. It will be a supportive, dependable friend for years to come, helping you achieve your goals and live your life to the fullest.”

			– Julie Morgenstern

			“For paper planners, the brand is largely a matter of aesthetics. Go to a well-stocked office-supply store and actually handle the organizers you’re considering. Choose one with a presentation of time that makes sense to you and fits the way you work. For computer planners, consider whether the user interface presents time in such a way that you can easily work with it.”

			– Julie Morgenstern

			“We all have so much we want to do, and it’s hard to keep track of time. Achieving balance means dividing your time into the right proportions

			
			
			
			
			
			
			
			
			
					S: Sort tasks by category

					P: Purge whatever you can

					A: Assign a home to tasks

					C: Containerize – Set time limits

					E: Equalize – Refine your schedule

			

			Main Idea

			
			
			
					S – Sort potential tasks by category.

					P – Purge or eliminate whichever tasks add no value.

					A – Assign a home to every task you decide to schedule.

					C – Containerize tasks and keep them within the time allotted.

					E – Equalize your schedule – refine, maintain and adapt it.

			

			Supporting Ideas

			
			
					Unexpected visitors who drop by.

					Material received on a daily basis by mail or e-mail.

					Telephone calls.

					Web sites.

					Meetings with other people.

					Books and magazines.

					Sudden changes of thought.

					An impulse to procrastinate.

					The need to stretch, get some exercise or eat.

			

			
			
			
			
			
			
			
			
					Does this fit in with one of my chosen activities?

					How long will this take me to do?	Keep a detailed log for a week or so. Write down how long your tasks actually take, and use those as starting points for future estimates.

	Track your estimates. Write down the time you estimated something would take beforehand, and then how long it took in reality. Compare your estimates. Do you consistently underestimate by half the time it will take? If so, simply double each estimate you make in the future.

	Try blocking off a specific period of time (say 30 minutes) and see how far you get on your task in that time. Use that as a rule-of-thumb for projecting what the entire task will require.

	Talk to someone else who’s done something similar. Ask them how long you should allow.

	Make a generous allowance for anticipated time wasters that invariably crop up – like travel time, setup time, time to reflect on the work, cleanup time, breaks, etc.




			

			
			
			
			
			
			
			
					What will be the consequences if I delete this task altogether?

					Is there some way I can streamline this task?	Find steps that can be eliminated.

	Create checklists for repetitive tasks.

	Develop simple routines.

	Prepare a workspace with everything close at hand.

	Set up automatic payments.

	Create templates and guides.

	Hire someone else to do tasks for you.

	Simplify your filing system.




					Can I realistically delegate this task to someone else?	Present the job accurately.


	Be available while the job is underway.


	Review and evaluate the result.




			

			
			
			
			
					When am I going to do this task?	By urgency – so that you’ll get the highest priority tasks completed first and the less important tasks completed only if there’s enough time available. That builds a tremendous sense of accomplishment.

	By the duration of the task – with those that can be accomplished quickly first and the longer tasks later. That increases the sense of getting through a long list.

	By energy or interest level – doing the difficult things while you feel best and the routine things later. That allows you to get the unpleasant tasks out of the way so you can have some fun.

	By geography – so you can layer as many tasks together as efficiently as possible.




					Where am I going to do this task?

			

			
			
			
			
			
			
			
			
			
					Minimize interruptions and their impact.	Organize your workspace in a way which avoids eye contact with potential interruptions.

	Establish visiting hours for people you work with.

	Set aside a regular time to handle phone calls, e-mails and voice mails.

	Develop joint progress reports that are circulated to everyone involved in a project.

	Keep your planner close at hand so you can jot down ideas as they occur to you.

	Plan ahead for breaks – preparing snacks or having something completely different you can do for 10-minutes to clear your mind.




					Conquer procrastination.	Are you simply delaying making a decision?

	Are you genuinely unprepared?

	Do you feel a little overwhelmed by the goals you’ve set?

	Do you loath the tasks you need to do?

	Is this just a bad time for you?

	Do you work better with pressure, or without it?




					Overcome perfectionism.

			

			
			
			
			
			
					Monitor how you’re doing each day.

					Have a tune-up every two months.

					Adjust to the times of crisis that will arise.

					Forgive yourself when you fail.

					Celebrate your successes.
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