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  FOREWORD


  Time wasted is existence, used is life.


  Edward Young


  Since this book was first published in 1987 under the title of How To Manage Your Time there has been an explosion of interest in time management. Google, for example,
  offers you around 130 million items under that heading. Just as we are suffering from information overload from the media and Internet, not to mention constant emails and often intrusive mobile
  telephone calls and texts, so we are being offered ever more advice often from very self-interested sources about how to solve all our problems of time.


  Only someone with their head in the sand like an ostrich would deny that there are such time problems. Balancing all the real demands on your time, however skilled you are at
  multi-tasking, is not always easy. This is especially true if you are a single parent or part of a family where both partners work.


  Technological innovations such as those mentioned above can of course save us time in a wonderful way. But they can also be time management minefields. There are people, for example, whose time
  is hopelessly fragmented by mindless responses to every email that comes across their screen. There are even addicts to mobile phones and texting who have forever lost complete solitude or time to
  think.


  In fact your salvation doesnt lie in technology at all, not even in the original innovation of clocks and watches that are now quartz-accurate to the second. Technology makes a good
  servant to humanity but a very bad master. What gives us a degree of control over our time is a combination of reflective thinking and clear thinking. If you are willing to invest some time in
  those two activities, then you will, I trust, find this book to be a helpful guide and an encouraging companion.


  You will notice that the book has a simple framework  the Ten Principles of Time Management  as summarized at the back. These are the fundamentals or basics of the subject, the
  ones that you need to graft into your mind, so that they are as much a part of you as the air that you breathe.


  Some of the principles require reflective thinking on your part, especially those concerned with time and life. That leads on to reflections about your own values, the stars you
  steer your life by. Although we are hardly aware of it, these values are the major determinants in almost all our choices or decisions. How we spend our time is the expression of them.


  Now it is impossible and unnecessary to be too precise about values, your own or other peoples, but you should at least have a good working knowledge of what is important or significant
  for you in life and what is not. Others may see it differently but you are you. Our first calling is always to be ourselves  well, our best selves.


  Reflective thinking will take you thus far but it wont take you all the way  you also need to be able to think clearly about the daily tactics of time management. As I shall leave
  you to discover, most of the Ten Principles are really invitations to do some clear thinking about your purpose, aims and objectives, about what business you are in and what business you are not
  in, about the policies that can save you time in decision making when in repetitive situations. You will find, too, that I stress the importance of the skill of being able to make plans that are
  both definite and flexible. That is a necessary condition for being effective in any field of life.


  May I add lastly my hope that you will find inspiration in these pages as well as principles, strategies, techniques, systems, rules of thumb and practical tips. For you will not become a master
  of your time overnight. It is a long journey, one with plenty of uphills and downhills, dark valleys and dry deserts. May this book be for you a well of continual inspiration, a source of hope and
  encouragement that will keep you ever moving forwards on the journey.


  
    John Adair, 2009
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      But I have promises to keep,


      And miles to go before I sleep.
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  TIME MANAGEMENT IN PERSPECTIVE


  What is time? How did the concept of time management arise? What is the relation of time management to life as a whole?


  These are not easy questions to answer. Possibly for that reason they are ignored by most other books on time management. Let us not make that mistake. For the attempt to view time management in
  its historical perspective may yield some important insights.


  This chapter invites you to identify your assumptions about time management. How far are they your beliefs, consciously adopted and held? You may find that some of them are more or less
  unconscious assumptions, picked up from our common history and culture. For we inherit a tradition. It helps if we understand that tradition and build upon the foundations.


  THE NATURE OF TIME


  A sense of time as transitory is deeply human. As far as we know animals do not experience it. Tempus fugit  time flies  is a universal refrain. But what is time? Ancient philosophers were as much puzzled as we are:


  
    
      For what is Time? Who is able easily and briefly to explain it? Who is able so much as to comprehend it in thought as to express himself concerning it? And yet what in our
      usual discourse do we more familiarly and knowingly make more mention of than Time? And surely we understand it well enough when we speak of it; we understand it also when in speaking with
      another we hear it named. What then is Time? If nobody asks me I know; but if I wanted to explain it to someone that should ask me, plainly I do not know.


      
        St. Augustine, philosopher and theologian (354430)

      

    

  


  In terms of our definition of time, things have not changed much since St. Augustine wrote those words. We all know what we mean by time but we cannot say what it is.
  Philosophers and physicists are less sure, for their speculations and calculations have not yet thrown more light on the matter.


  If you are travelling at a speed faster than another person, time will go slower for you. If you flew around the world at 500 miles per hour with an atomic clock on the seat beside you, when you
  returned to where you started your clock would be about one hundredth of a millionth of a second slower than its twin on the ground.


  Albert Einsteins discovery of this relativity provoked much thought about the relations of the dimensions of time and space. At very great speeds time does go slower. For general or
  everyday purposes, however, Einsteins discovery adds nothing to our understanding of time, for we dont travel at the kind of speed he had in mind. But Einstein has added to the
  mystery of time.


  The nearest we can come to grasping the concept of time is to look upon it as a dimension, like space: it is the dimension in which change happens. The rate
  of change varies enormously: mountains form and crumble over millions of years while men are born and die over decades. Being human we tend to measure time and change in terms of our life span.


  Although we know that each hour has sixty minutes and each minute sixty seconds we experience time in different ways. Sometimes we are not aware of it at all. Sometimes it goes faster and
  sometimes slower. Time has its own psychology.


  No young man believes he shall ever die, wrote the literary critic and philosopher William Hazlitt. There is a feeling of eternity in youth; perhaps the young are prodigal with
  time because they feel they have so much of it. Yet boredom, not knowing what to do with time, can be the other side of the coin.


  As we advance in life we acquire a keener sense of the value of time. For some people nothing else seems of any consequence; and in this respect they become misers. But for others time can again
  hang heavy. For a very old person sitting in hospital waiting to go home time can seem like eternity. Yet for such a person, paradoxically, there may be only days or hours of time left.


  Time often seems to me to go more slowly in the dark than in the light, just as time waiting to see the dentist or for a train to arrive can drag its feet.


  There are other illusions. Generally, when we are looking forward intensely to something, the shorter the time the longer it seems to us. Is that because we measure it in shorter
  units? Or simply because we are conscious of time and think about measuring it?


  Time spent in purposeful activity can fly past. That may be why, as we grow older, time can seem to be speeding up  years go by faster, days are like hours,
  and hours minutes. Providing we are busy, that is.


  Perhaps this is why time management is most likely to be attractive to busy people.


  A CLOCKWORK REVOLUTION


  The ordinary man is not bothered by our comparative ignorance about the nature of time. What matters to him is that he can measure time. If, like the great majority of the
  worlds population, in this century as in previous ones, he lives by farming or herding, his time is measured for him by natural events: dawn, sunrise, high noon, sunset and nightfall. He
  needs no more accurate measure for his daily activities. We all live by natures clock. Day follows night; season follows season. These cycles are stamped upon us.


  Why, then, do we need clocks? Who needs them? Even the most ancient and most natural of artificial clocks  the sundial  can seem an intruder on the business of living. In his
  history of time measurement Revolution in Time (1983) David Landes quotes an actors amusing lament from a play performed in ancient Rome:


  
    
      The gods confound the man who first found out


      How to distinguish hours. Confound him, too,


      Who in this place set up a sundial,


      To cut and hack my days so wretchedly


      Into small pieces! When I was a boy,


      My belly was my sundial  one surer,


      Truer, and more exact than any of them.


      This dial told me when twas the proper time


      To go to dinner, when I ought to eat,


      But nowadays, why even when I have,


      I cant fall to unless the sun gives leave.


      The towns so full of these confounded dials . . .

    

  


  The sundial as a form of clock had grave limitations. It would not work in countries where clouds obscured the sun for much of the year. By the end of the fourteenth century
  some ingenious Europeans succeeded in inventing mechanical clocks complete with a series of gear wheels driven by weights. Fitted only with an hour hand and lacking in accuracy they yet served both
  to show the time and strike it out on bells in churches and city squares. The clock next to St. Marks Cathedral in Venice is a fine surviving example.


  Gradually clocks became smaller until relatively wealthy people could own a portable clock for domestic use. The key technological step was the invention of the coiled spring, which could be
  made even smaller. From table clocks the European craftsmen developed the pocket watch. Not until the 1860s did the Swiss mass-produce a reliable cheap watch for the man in the street; not until
  the First World War did wristwatches become popular.


  Meanwhile clocks became ever more accurate, measuring minutes and seconds. John Harrisons marine chronometer lost or gained no more than one second a day by the time it was fully honed in
  the mid-eighteenth century. Only the relatively recent introduction of quartz technology has brought that degree of accuracy to the common household clock and wristwatch. The use of quartz means
  that we can now personally measure our time in seconds. Todays atomic clocks are even more accurate than that.


  TIME DISCIPLINE


  A commercial sense of time  time is money  seems to have been born among the Italian merchants of the late Middle Ages. It was mixed with the religious
  concern inculcated by the Church and heightened by the haunting imminence of death. Few reached their allotted span of three score years and ten.


  The Black Death wiped out between a quarter and a third of the population in the fourteenth century; also the century when mechanical clocks made their first appearance. Life was short and
  uncertain: death stood at ones shoulder. Therefore time must be used to the full.


  Leon Alberti was a partner in a firm of Italian merchants in the early fifteenth century whose correspondence has survived. From his letters it is clear that young Alberti deserves to be
  recognized as a pioneer of modern time management.


  In the morning when I get up, he wrote, the first thing I do is think to myself: what am I going to do today? So many things: I count them, think about them, and to each I
  assign its time. He continued, Id rather lose sleep than time, in the sense of the proper time for doing what has to be done.


  Sleeping, eating and the like could always be done tomorrow but not so with todays business. Alberti set himself to watch the time, and assign things by time, to devote oneself to
  business and never lose an hour of time.


  With the excitement of a man who has glimpsed a great truth he concludes: He who knows how not to waste time can do just about anything; and he who knows how to make use of time will be
  lord of whatever he wants.


  The English Puritan preachers in particular gave practical instructions in plain language to their congregations on how to save time and use it. For example they advocated the keeping of journals or diaries as a means of daily self-examination, thereby creating a practical time management tool. They advocated the daily planning of time and lay Puritans
  heeded the message. Sir Matthew Hale, a Puritan judge in Restoration England, followed his daily morning prayers by sitting down and making a careful plan for the day ahead.


  It is no surprise then that Protestants led the way in the manufacture of pocket watches, especially in France and Switzerland. Where people had once relied upon the night watchmans cry,
  the tolling of church bells, or the striking turret clock in the market square, now they could watch the time at home or on their person. Lives could not be ordered in a style once reserved
  for monastic communities. Time had become more personal.


  All those activities that depend on people meeting and parting could now be organized by the clock. Generals could synchronize the great movements of troops; railways could be run in accordance
  with complicated timetables. None of this was possible before the widespread use of clocks and watches.


  Remember that time is money, wrote US Founding Father Benjamin Franklin in Advice to a Young Tradesman (1748). In 1723 Franklin had run away from his Puritan parents in New
  England, but not before he had imbibed the Puritan virtues of thrift, industry and conscientiousness. The sons and grandsons of the Puritans, breathing the more secular air of the eighteenth
  century, did not abandon the principle of managing time. They changed the ends. In place of the glory and enjoyment of God in this world and the next, they substituted the mundane pursuits of
  wealth, health and happiness. Do you love life? said Franklin. Then do not squander time, for that is the stuff life is made of.


  TIME IS LIKE MONEY


  Time discipline, then, can be applied to any ends. It is a transferable skill. In history there has been a shift from religious to secular ends  especially in the
  making of money. This is not irreversible. There is no reason why the principles of time management now taught in a business context cannot be applied to spiritual and intellectual life. For
  example, the businessmans proverb  time is money  can help us towards a personal philosophy of time.


  Human understanding advances partly by the use of analogy. This is especially true when it comes to talking about such abstractions as time. Franklin was not the first to compare time to money,
  but since his day it has become the most common analogy. It is worth reflecting carefully about it.


  Both time and money are limited resources. Thats the point of the analogy. Therefore time (like money) is a valuable commodity. It can be borrowed, saved or squandered  all words
  springing from the original and basic analogy. Indeed there is a whole system of smaller metaphors under the time is money umbrella, such as:


  
    
      Yesterday is a cancelled cheque


      Tomorrow is a promissory note


      Today is ready cash. Use it!

    

  


  The invention of banks, virtually unknown in Puritan days, adds another dimension to the analogy. Many of our forefathers pictured Time as a bald old man with a
  forelock, carrying a scythe and an hourglass. Perhaps today we would imagine Father Time as a bank manager, threatening us with notice of our impending bankruptcy and turning towards us a digital
  clock.


  All analogies break down at a certain point. Time is patently not money. It is only when we begin to think about the ways in which it is not money that our
  sense of its uniqueness comes home. You can make money; you cant make time. Money isnt finite. Sand in the hourglass is not like money in the bank. As the Chinese proverb says:
  An inch of gold cannot buy an inch of time. Time really is infinitely more precious than money.


  The time is money analogy is operational, not a mere literary ornament. It is a positive and practical help to look upon time as money. For money is a widespread yardstick of
  value. If we see our time as being more valuable than money we have it about right. As most of us try to save our money and invest it wisely, how much more should we try to avoid wasting our
  time and to invest it with energy to good effect?


  Arnold Bennetts book How to Live on Twenty-Four Hours a Day (1907), ran through fourteen editions in the US. Although Bennett was mainly concerned in proving that a clerk commuting
  daily to the City of London could find plenty of time to read good books if he chose to manage his time well, the same principle could be applied once again to money-making. Motor magnate Henry
  Ford gave 500 copies of Bennetts book to his managers; another motor company president issued 18,000 copies, one to each employee.


  [image: ]


  The daily miracle


  Philosophers have explained space. They have not explained time. It is the inexplicable raw material of everything. With it, all is possible, without it, nothing. The
  supply of time is truly a daily miracle, an affair genuinely astonishing when one examines it. You wake up in the morning, and lo! your purse is magically filled with twenty-four hours of the
  unmanufactured tissue of the universe of your life! It is yours. It is the most precious of possessions. A highly singular commodity, showered upon you in a manner
  as singular as the commodity itself!


  For remark! No one can take it from you. It is unstealable. And no one receives either more or less than you receive.


  Talk about an ideal democracy! In the realm of time there is no aristocracy of wealth, and no aristocracy of intellect. Genius is never rewarded by even an extra hour a day. And there is no
  punishment. Waste your infinitely precious commodity as much as you will, and the supply will never be withheld from you. No mysterious power will say: This man is a fool, if not a knave. He
  does not deserve time; he shall be cut off at the meter. It is more certain than government bonds, and payment of income is not affected by Sundays. Moreover, you cannot draw on the future.
  Impossible to get into debt! You can only waste the passing moment. You cannot waste tomorrow; it is kept for you. You cannot waste the next hour; it is kept for you.


  I said the affair was a miracle. Is it not?


  You have to live on this twenty-four-hours of daily time. Out of it you have to spin health, pleasure, money, content, respect, and the evolution of your immortal soul. Its right use, its
  most effective use, is a matter of the highest urgency and of the most thrilling actuality. All depends on that.


  
    Arnold Bennett, How To Live on Twenty-Four Hours (1907)
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  The time is money analogy is central to Bennetts argument. Why not concern yourself more with How to live on a given income of time,
  instead of How to live on a given income of money! Money is far commoner than time, he writes. When one reflects, one perceives that money is just about the commonest
  thing there is. The supply of time, though gloriously regular, is cruelly restricted.


  Which of us lives on twenty-four hours a day? And when I say lives I do not mean exists, nor muddles through. Which of us is
  free from that uneasy feeling that the great spending departments of his daily life are not managed as they ought to be? Which of us is not saying to himself  which of us has
  not been saying to himself all his life: I shall alter that when I have a little more time.


  We never shall have any more time. We have, and we have always had, all the time there is.


  The realization of this profound and neglected truth, as Bennett called it, should lead us to examine, in subsequent chapters, how time is wasted and to formulate some practical
  steps for improving our use of it.


  KEY POINTS: TIME MANAGEMENT IN PERSPECTIVE


  
    	
      Time is as mysterious as space. It is the dimension in which changes happen, balanced by relative continuities.

    


    	
      Time can be measured with exceptional accuracy by clocks. Mechanical clocks have a profound influence on us. They make us even more time-conscious than our ancestors,
      although our increased life expectancy may make us less so in other respects.

    


    	
      Clocks exert a discipline upon us. The Puritans in particular inculcated in Britain and the US a sense of the preciousness of time and the sinfulness of wasting it. Thrift,
      industry and punctuality go hand-in-hand.

    


    	
      Not everyone operates on the time is money analogy. Actually time is infinitely more valuable than money. It deserves to be treated with even greater
      respect.

    


    	
      Only when you have perceived and assigned the right value to your time  more than gold or silver  are you able to benefit from
      the practical suggestions in the remaining chapters of this book. A fresh realization of the intrinsic worth of your time engenders a burning desire in you to use it well.

    

  


  
    
      It is not possible to hold the day.


      It is possible not to lose it.


      From the face of a sundial (1695)
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  COMMON TIME PROBLEMS


  Look in a mirror and you will see your biggest time waster. Until you come to grips with that reality, few if any of your personal time problems will be overcome.


  Ironically the worst offenders are often those who seem to be working the hardest and longest. They may appear very busy but they are often not very effective. They do not always manage their
  time well.


  This chapter aims to help you to identify some of your own and other peoples major time problems and their causes. You may see elements of yourself in the five case studies to follow.
  They are like mirrors that are being held up for that purpose. If you do recognize yourself in one or two  or even all  of them, do not despair. Awareness and self-understanding are
  the first steps towards a complete cure. The whole of this book is intended to enable you to acquire good time management habits.


  
    
      The case of the procrastinator


      Robert Deal was potentially a good manager in many ways, especially in his relations with his staff. But they found his habit of procrastination infuriating. Even with
      minor matters he tended to postpone decisions until tomorrow  but tomorrow never comes. Two of his team members sometimes came out of his office
      complaining to each other, He has all the information we can afford to get and now is the time for decision but, once more, its back to us for more work. Mr. Deal was not
      incapable of decisiveness, however; he had just slipped into the habit of putting things off until tomorrow. This was especially noticeable when he was faced with unpleasant matters. Standards
      had been slipping in the office. A major personnel problem needed to be sorted out. Both issues were shelved until a more convenient time, but the time never seemed right. Reports, letters, and
      urgent requests piled up on his table. In the end this habit of procrastination proved his undoing. Typically, he delayed reading a letter warning about a forthcoming meeting, and went
      unprepared into the lions den. The new chief executive fired him after the meeting.

    

  


  Procrastination is often the vice of people who like to consider work rather than actually do it. As one of the characters in Jerome K. Jeromes Three Men in a Boat
  (1889) said, I like work; it fascinates me. I can sit and look at it for hours. I love to keep it by me: the idea of getting rid of it nearly breaks my heart.


  What is procrastination? How does it differ from, say, delaying a decision until more information is available? It can best be defined as putting off the doing of something that should be done
   intentionally, habitually and reprehensibly.


  If you suspect that you are prone to procrastination always ask yourself: Why am I putting this off? If you can see no good reason  and dont confuse reasons
  with excuses  then brace yourself and take action this day. Never leave that till tomorrow which you can do today, wrote Benjamin Franklin.


  Procrastination will mean that you are just about keeping up with last weeks business. By offloading todays work onto tomorrow you are simply
  storing up work for yourself. Tomorrow becomes the busiest day of the week.


  Avoid delays! Resolve not to postpone what is ready to be done today. There is no time like the present. Wellington ascribed his unbroken victories as a military general to doing the
  days business in the day.


  Be suspicious of yourself or others when deferment or delay is counselled. It may be just one more step on the road to dilatoriness. A wise person will indeed delay certain decisions or actions;
  there may genuinely be
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  DEVELOPING A PERSONAL SENSE OF TIME
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  HOW TO IDENTIFY LONG-TERM GOALS
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