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5分钟摘要





英文



为了克服步调混乱的坏习惯，你可能会很自然地想到，要采取下列2种做法的其中一种：


	试着不让太多繁杂事物闯进自己的生活，这样就不会有那么多事情要安排、那么多东西要找地方摆。

	弄清楚自己为什么会觉得，有些事物非得留着不可。解决根本病因，不要只是处理表面症状。



过去克服混乱的方法，通常比较倾向第一种做法，想出更新、更好的方法，不仅方便自己安排时间，也可以妥善收纳物品，这样在必要的时候才能找到东西。可惜，现代人每天都生活在资讯爆炸的环境底下，使得第一种做法愈来愈显得无济于事。到了现在，要消化掉每天接收到的各种资讯，几乎是不可能的。做事更有条理以及尝试阻绝资讯不断流入等做法，充其量是治标不治本，你真正需要的是更强有力的方法。

显然，克服混乱的第2种做法，应该能够为我们带来更多长期效益。换句话说，这种做法是要直捣造成混乱的原因，而非只是试着应付混乱造成的后果。例如，有些人之所以不敢扔东西，是因为担心日后还会用到。要从根本克服这种不安，其中一种做法是不断问自己：“如果弄丢了这份文件，最糟的状况会是什么？”或者你可以反过来想，如果有必要，要重新整理这些文件会有多难。找出每一种混乱习惯背后的根本原因，就可以深入问题核心，不会只是应付问题造成的结果而已。

换句话说，要摆脱混乱，就不能只是试着改变表面上的混乱状况，这充其量只能算是权宜之计。你反而应该试着了解，自己究竟担心会发生什么状况，然后按部就班地处理各种不安。有时候，光是去找出自己担心的原因，就已经解决了一大半问题，不过有时候则必须采取进一步行动。面对内心真正的想法或不安，混乱的情况自然就会减轻。



MAIN IDEA





中文



To overcome a cluttering habit, you can logically expect to take one of two approaches:


	Try to restrict the inflow of "stuff" into your life—so there are less things to organize and find space for.

	Better understand why it is you feel the need to hold on to things—and address those root causes rather than the symptoms.



The conventional solution to cluttering has usually been along the lines of the first approach. That is, develop new and improved ways to organize your life and to store things so they can be found when needed. Unfortunately, with the explosion of the amount of information that is flowing into people's lives every day, the shortcomings of this approach are becoming obvious. It is now almost impossible to deal with everything that comes along. Getting better organized and trying to restrict the inflow of information are at best a band-aid approach to cluttering, when really something more robust is needed.

Clearly, the second approach to cluttering has the potential to deliver more long-term benefits. In other words, this involves striking at the source of the clutter rather than trying to better deal with the consequences. For example, some people are afraid to throw things away because of a fear they will need that item in the future. To deal with this fear at its very source, one approach is to consistently ask yourself: "What's the worst that could happen if I lose this piece of paper?" Or alternatively, you might consider the replace ability of most paper documents if needed. By doing that for each source of your cluttering tendencies, you get to the heart of the matter rather than simply trying to deal with the result.

Put another way, to clutter-proof your business, don't try to change your outside circumstances alone. At best this is only a stop-gap measure. Instead, try to understand what it is you fear will happen. Then systematically deal with each of those fears. Sometimes, just the act of identifying your fears will be all that's required, while at other times further action will be called for. Address those true inner beliefs or fears and the clutter will naturally subside.



1．找出不安的来源也就是造成混乱的真正原因　
英文



主要观念

弄清楚自己混乱的原因，就能够进行必要的改变，一劳永逸地克服这种倾向。混乱不只是混乱，更是深层问题引发的症状。找出造成混乱的真正原因，状况自然可以迎刃而解。

支持概念

什么情况会让你开始陷入混乱？


	觉得自己被资讯的洪流淹没——拨不出时间判断哪些资讯重要、哪些不重要，因此会保留所有资讯，以防万一。

	没有安全感——担心今天扔掉的东西，明天会用上。

	自我洗脑，认为自己记性不好——因此所有事物都紧抓在手边，不敢靠记忆。

	觉得自己做事没有条理。

	不信任自己的判断力。

	希望凡事都能在掌握之中——即便是那些没有人可以掌控的因素。

	担心办公桌太整齐，会让老板以为自己没有什么生产力。

	觉得条理和整齐，是很没意思的事。

	投注在太多目标上——试图在有限的时间里做太多事。

	觉得自己实在不可或缺。



换句话说，有成千上万的理由会让人变得混乱。逐一检视上述状况，或许可以找到自己能够认同的原因。要体认到，混乱的源头是人，不是因为事情。只要充分认清自己的状况，理性分析造成目前混乱的原因，就掌握了克服混乱的关键，让自己未来的生活可以有条不紊。千万不要尝试用更多时间，规划克服混乱的方法，反而应该直捣黄龙，找出让自己混乱的原因，从这个原因着手。


“事情不会混乱，混乱的是我们自己。了解自己混乱的原因，就可以彻底改变混乱的状态。让人生上轨道、让思绪有条理，比整理档案还要重要。要克服混乱，认清时间有限比管理时间更有效。”

——麦克·尼尔森





Identify Your Fears Why You Actually Clutter　
中文



Main Idea

When you better understand why you clutter, you can then make the permanent changes needed to overcome this tendency. Clutter is always a symptom of a more deep-seated problem rather than the problem in and of itself. Uncover the real cause and the cluttering will naturally take care of itself.

Supporting Ideas

When Do People Start Cluttering?


	They feel overwhelmed by a flood of information—and they are unable to take the time to decide what's important and what's not. Therefore, just to be sure, they keep everything.

	They are afraid—that what gets thrown out today will be needed tomorrow.

	They convince themselves they have a bad memory and therefore everything needs to be kept close at hand rather than committed to memory.

	They feel disorganized.

	They feel they cannot trust their own judgment.

	They try to control everything—even those factors that are beyond anyone's control.

	They are afraid a tidy desk will indicate to the boss that nothing productive is going on.

	Being organized and tidy seems boring.

	They are over-committed to too many goals—and try to do too much with the time that's available.

	They feel indispensable.



In other words, there are loads of reasons why people become clutters. If you look through this list, you may find some rationale that you'll identify with. Be aware of the fact that cluttering is all about the people involved, not the things. If you are aware enough to rationally identify the reasons why you clutter at present, you have the key to uncluttering your own life in the future. Don't try to spend more time developing systems to organize your clutter. Instead, cut it off at the source. Identify why you personally clutter and address that issue first.


"Things don't clutter. We clutter. When we understand why we clutter, we can permanently change how we clutter. Getting our files in order is secondary to getting our life and minds in order. The solution is more about time acceptance than time management."

—Mike Nelson





2．不见的资讯，等于没用的资讯　
英文



主要观念

掌握了多少资讯其实并不重要，重要的是在必要的时候，能够用上多少资讯，这才是真正有意义的事。

支持概念

管理资讯应有的心态

大多数混乱一族最担心的事情是，“我前几天才清档案柜，果然在2天后，就要用到之前丢掉的那些档案。”

就是因为这种心态，大多数混乱一族暗自决定，要保留所有东西，避免未来再犯同样的错误。这样一来，就不可能会重蹈覆辙了。只可惜，在当今资讯爆炸的情况下，这种决定也会造成意料之外的后果，使得混乱一族囤积过多资讯，反而再也找不到真正需要的资讯。

要解决这种两难的状况，可以采取下列方法：


	实际一点——认清一件事：世界上的资讯，绝对不是一个人可以全部取得和保存的。

	放自己一马——明白自己不可能每件事都拿捏得恰到好处，因此如果真的不巧扔掉自己日后需要的资讯，也不必太在意。

	尽可能把各种资料用电子档的型式，储存在电脑里——尽量不要使用纸张。

	设计符合自己习惯的归档方式——而且要确实使用。

	适度取舍——判断哪些资料在未来会用得上，哪些不会。




“我相信，人只要思绪清楚，都可以做到有条不紊。我也认为，不同的人需要的帮助也不同。有人可以靠看书来激励自己，有些人需要他人鼓励，另外有些人需要有人带领，还有些人需要别人指点迷津。”

——Organizing Matters公司负责人 琳达·杜尔罕





Information Is of No Use If It Can't Be Made Available　
中文



Main Idea

It really doesn't matter how much or how little information you have. What's important is how much information you can produce when you need it. That's really all that counts.

Supporting Ideas

The Proper Information-management Mind-set

The big fear of most clutters is: "I cleaned out my filing cabinet the other day and, sure enough, two days later I needed one of those files I threw away."

With this in mind, most clutters have made a mental decision to avoid this mistake in the future by holding onto everything. That way, it becomes impossible to fall into this trap. Unfortunately, with the flood of information nowadays, that same decision also has an unintended consequence—clutters end up storing so much information that it becomes impossible to find something they actually need.

The solution to this dilemma?


	Become a realist—acknowledge that there is more information in the world than any one person can acquire and hold on to.

	Cut yourself a little slack—and realize that you're not going to get the balance right all the time, so don't sweat it if you make the odd mistake throwing away something you need later.

	Wherever possible, store things in electronic format on your computer—in an effort to eliminate as much paper as possible.

	Create a filing system that makes sense to you—and use it consistently.

	Hit a good balance—between what's likely to be important in the future and what's not.




"I believe anyone of sound mind can be organized. I think different people need different kinds of help. One person can read a book and pull himself up. Someone else needs a cheerleader. Another needs a leader and someone else a teacher."

—Linda Durham, Owner, Organizing Matters Inc.





3．认清混乱习惯背后的不安　
英文



主要观念

会觉得有些事物非得留着不可，根本原因是缺乏安全感。不管是哪一种不安，都是形成混乱心态的最主要原因。发掘这些不安，就掌握了克服混乱习惯的关键。

支持概念

正面思考可以减轻不安

混乱一族有很强的不安全感，不过先等一下，想想当个混乱一族有哪些优点。例如：


	灵感丰富——混乱一族比较擅长想点子，比较不擅长执行。

	生活刺激——混乱一族喜欢找东西带来的刺激感。

	自由自在——混乱一族都喜欢随心所欲。

	引人瞩目——混乱一族喜欢别人认为自己很有个性。

	与人为善——混乱一族立志协助同事。

	完美主义——即使是不那么重要的专案，混乱一族也完全乐意花几个小时进行规划。

	自订节奏——混乱一族照自己的步调走，无法掌握各项工作花了多少时间。

	视觉导向——多数混乱一族相信，东西如果没有摆在眼前，就会忘掉有这个东西，因此他们会把东西放在自己看得到的地方。



当个混乱一族是有许多好处的。光是体认到这一点，应该就可以减轻部分不安。然而，关键在于培养并且应用一些实用的技巧，帮助自己发挥这些人格特质的优点。



Recognize that Fear Is Behind the Cluttering Habit　
中文



Main Idea

The urge to hang on to stuff is rooted in insecurity. Fear, of one kind or another, is at the very heart of a cluttering mind-set. Uncover those fears and you have the key to overcoming the cluttering habit.

Supporting Ideas

Proper Thinking Can Alleviate Fear

Clutters have loads of fears, but just for a minute, consider the advantages of being a clutter:


	Spontaneity—clutters are better at coming up with ideas than they are at executing them.

	Excitement—clutts like the drama of finding things.

	Freedom—clutters like being able to do whatever they want.

	Attention—clutters like being considered a character.

	Helpful—clutters live to help their co-workers.

	Perfectionist—clutters are perfectly willing to spend hours on a project, even if it is inconsequential.

	Unrestricted by timetables—clutters work to their own schedule and lose track of how much time anything takes.

	Visually oriented—most clutters believe that once something is out of sight, it's out of mind. Thus, they keep things where they can see them.



There are numerous positive aspects to being a clutter. Just this knowledge alone should help alleviate some fears. The key, however, is to develop and apply some practical techniques that will help you apply those character traits as strengths.



4．了解并善用自己的学习型态　
英文



主要观念

学习可以概分为下列5种类型：


	视觉型——透过观察来学习

	听觉型——透过聆听来学习

	情感型——透过感觉来学习

	逻辑型——透过理解来学习

	动觉型——必须靠实际接触来学习



愈了解自己偏好的学习型态，就愈容易想出遏止混乱的方法。

支持概念

不同学习型态用不同方式管理


	如果你属于视觉型——绘制圆饼图，显示自己目前的做事方法，到底让自己花多少时间在找东西。接着就要设定目标，渐渐缩小那一块饼。

	如果你属于听觉型——找个咨询对象，这个对象要愿意经常和你讨论你进步的幅度。向咨询对象报告自己改善的成果，听取对方的意见，这么做可以刺激你进步。

	如果你属于情感型——把每一项自己想记住的事物，都搭配上一种正面情绪，然后就可以把这些情绪当作索引，找到自己需要的事物。

	如果你属于逻辑型——研究混乱会妨碍生产力的原因，了解有条理、有效率的好处，并且建立一套立论，说明自己为什么要更有条理。

	如果你属于动觉型——让自己投入必须亲自动手做的工作，善用实作获得的经验，让自己比任何人都了解工作细节。





Understand Your Personal Learning Style and Apply That Style Effectively　
中文



Main Idea

There are five broad categories of learning types:


	Visual—people who learn by seeing

	Auditory—people who learn by hearing

	Emotional—people who learn by what they feel

	Logical—people who learn by understanding things

	Kinesthetic—people who need physical touch to learn



The better you understand your preferred style of learning, the easier it becomes to develop ways to stop cluttering.

Supporting Ideas

Different Methods for Different Learning Styles


	If you're visually oriented—develop pie charts that show how much of your time is actually devoted to finding things in your current system. Then, make it your goal to shrink that part of the pie task.

	If you're audibly oriented—find someone who will be willing to discuss your progress on a regular basis. Give them a report on the improvements you're making, and get their feedback. This will stimulate your progress.

	If you're an emotional learner—assign a positive emotion to every thing you want to remember. Then use those emotions as an index to find what you need.

	If you're genuinely logical—study why cluttering is counter-productive. Learn what the advantages of being organized and efficient are. Develop a rationale for why you should get better organized.

	If you're a kinesthetic learner—immerse yourself in the hands-on tasks. Use this to your advantage. Become better at the details than anyone else you know.





5．改变人生从改变用字遣词开始　
英文



主要观念

用字遣词会影响自己对事物的感觉，因此，要克服混乱的倾向，就要用其他用词取代自己原本习惯使用的字词，营造出适切的情绪。

支持概念

换个说法换种心情


	把“待办事项”更名为“进行中事项”——因为列为“待办事项”会让人产生抗拒感和挫折感，而“进行中事项”会让人觉得，自己是在已经奠定的基础上继续努力。要进行规划工作，这是较为积极的做法。“进行中事项”不能列太多项，最多6到7项。

	把“截止日期”更名为“终点线”——因为每个人在做事情的时候，都喜欢冲过终点线的感觉，没有人会觉得，被截止日期追着跑是很开心的。为工作附加正面的意义，激起自己更大的热忱。

	把“必须”更名为“应该”，甚至是“想要”——因为人生中其实没有几件事，是真的像我们想象得那么严重的。

	在每个工作天，预留出现意外状况的空间——因为人生中每一天都会出现意外状况，因此在安排时间时，要预留一些弹性。





To Change Your Life, Change Your Vocabulary　
中文



Main Idea

The words we use affect the way we feel. Thus, to overcome a cluttering tendency, replace your old vocabulary with different words that send the right emotional signals.

Supporting Ideas

Different Expressions for Different Moods


	Replace a "To Do" list with a "Doing" list—since items on a "To Do" list generate feelings of rebellion and frustration, whereas items on a "Doing" list show that you're building on what is already happening. It's a more positive approach to planning. And keep your "Doing" list simple with at most six or seven items.

	Replace "Deadlines" with "Finish Lines" —as everyone loves to cross the finish line in anything they do, whereas nobody really gets excited about meeting deadlines. Attach a positive connotation to generate greater enthusiasm.

	Replace "Have to" with "Ought To" or even "Want To" —since very few things in life are ever as serious as we make out.

	Allow for "unexpected events" to soak up some time in each working day—because they will crop up every single day of your life. Therefore, build in some flexibility when planning your schedule.





6．动手前，先想象最后的结果　
英文



主要观念

克服混乱的习惯，可以帮自己腾出更多时间去做最有实效的工作，因为不必再花那么多时间寻找自己要用的东西。在准备克服自己的旧习之前，要在脑中牢记这个想象。

支持概念

自问自答作决策

每次下决定，都可以让自己不必事后又回头思考同样的问题。因此，自己做主、相信直觉，直觉是助力，不是阻力。

例如，下次当桌上摆了一份文件的时候，停下来问自己下列几个问题：


	这份文件重不重要？

	少了这份文件，最糟的情况会是如何？

	我能不能采取什么行动，避免日后可能产生的不良后果？



接下来就要根据文件的重要性，适切处理这份文件。例如，只要收到重要文件，就可以考虑以下5种做法：


	根据内容进行相关工作，然后把文件归档或销毁。

	记下文件内容，然后加以销毁。

	把文件交给其他人处理。

	把文件记在备忘录里，稍后再处理。

	直接把文件丢掉。



作出决定，就能把时间空出来，专心做下一件事。



To Make a Start, Visualize the End of the Process　
中文



Main Idea

Overcoming the cluttering habit frees up more time for you to do what's most productive, because less time will be spent hunting for the things you need. Keep that vision clearly in mind as you set out to conquer your old ways.

Supporting Ideas

The Q&A Decision-making Method

Every time you make a decision, it frees you from having to revisit that same issue again in the future. Therefore, take charge and trust your instincts to work for you rather than against you.

For example, the next time a piece of paper crosses your desk, ask:


	How important is this?

	What's the worst that will happen if I don't have this piece of paper?

	Can I take any action that will avoid those negative consequences?



Then follow through and handle the paper in a manner appropriate to its importance. For example, whenever you receive an important document from someone, you might come up with five options:


	can handle this document—and file or destroy the original.

	I can make notes about this document and then destroy it.

	can delegate this to someone else to handle for me.

	I can put this in a tickler file to deal with later.

	I can simply throw this document away.



Making this decision then frees you to move forward and concentrate on something else.



7．了解克服混乱习惯的重要性　
英文



主要观念

堆叠的文件会严重干扰你的工作时间，尽量不要让堆积如山的文件，堆放在办公室四周。

支持概念

过滤文件保留的必要性

要扫除桌上堆积的文件，先准备好荧光笔、剪刀、电脑和字纸篓，然后再问自己以下4个问题来过滤这些文件：

■是不是过期了？

如果已经过了回覆的期限，就把文件当垃圾扔掉，如果期限还没过，就用荧光笔标出必须回覆的时间。

■还有没有保留的意义？

如果没有必要留就扔掉，如果手上的某个专案还会要用到这份文件，就用荧光笔标出文件上重要的部分。

■能不能摘出要点？

例如，能不能把重要的事项记在记事本里，然后把文件扔掉，还是只要保留文件的一部分就可以了？这就是剪刀派上用场的地方。

■是不是真的有必要归档？

如果没有必要，就把文件扔掉，或者如果你觉得这样做太草率，就先把文件保存1年再丢掉。



Understand the Importance of Overcoming the Cluttering Habit　
中文



Main Idea

Piles of paper can seriously clog up your workday. Do everything you can to eliminate those huge piles of paper lying around your office.

Supporting Ideas

Screen Documents for Relevance

To get rid of a pile of paper, work through it (armed with your highlighter, scissors, computer and waste basket) asking yourself four questions:

■Is this outdated?

If the reply-by date has already passed, trash it. If not, highlight the date you need to reply by.

■Is this still relevant?

If not, trash it. If it is relevant to one of your projects, highlight the key words on the document.

■Can this be summarized?

For example, can you type the key facts into your organizer and discard the paper? Or do you need to keep just one part of the document or another? This is where your scissors come in handy.

■Do I genuinely need to file this?

If not, throw the piece of paper away or, if that seems too radical, store it in a box where you keep it for a year and then discard it.



8．体认到现在花的时间可以替未来省下更多时间　
英文



主要观念

我们有时候会把不必要的东西搁在桌上，因为没有别的地方可以摆。找个自己有把握找得到资料的地方储放重要资料，借此防微杜渐。要根据自己的状况妥善设置储放空间，会要花些时间，但是这么做长期下来可以省下更多时间。

支持概念

归档方法要合用，还要配合学习型态

规划一套归档方法，这套方法要让自己觉得合用，还要符合自己偏好的学习方式。举例来说：


	属于视觉型的人，可能会喜欢用透明的塑胶档案柜或是用铁线架来归档，方便自己清楚看见每份文件。市面上甚至有透明的档案夹，这种档案夹也可能很有用。

	属于听觉型的人，可能偏好用描述特定声音的词条来归档，这个声音可以让人联想到特定专案。你甚至可以加进几句简单的金句，为归档工作增添趣味。

	属于情感型的人，可能会希望档案里有充足的篇幅，便于加进有关人员的描述。

	属于逻辑型的人，根本不需要任何协助就可以规划出归档的办法，他们已经有自己惯用的归档方法。

	属于动觉型的人（透过实际接触来学习的人），可能会喜欢用便利贴来归档，这样就可以随着专案进行的阶段，把便利贴改贴到不同档案上。





Accept That Time Spent Now Saves More Time Later　
中文



Main Idea

Sometimes people keep more things on their desk than needed because there's no other place to put them. Address this issue early by creating places where you can store key information with confidence. It will take some time to set things up properly according to your unique circumstances, but it will save more time over the long term.

Supporting Ideas

A Comfortable Filing System that Suits Your Learning Style

Develop a filing system that you feel comfortable with and that suits your preferred style of learning. For example:


	Visually oriented people might like filing systems that use plastic, see-through crates or wire shelves where everything can be seen. There are even transparent file folders available that may be helpful.

	Auditory learners may prefer to keep files that have notes about the specific sounds that are associated with a project. Perhaps small sound bites can even be embedded to add more drama and interest.

	Emotional learners might prefer their files to have sufficient room to make notes about the people involved.

	Logical people won't need any help at all developing a filing system. They will already have in place something that makes them feel comfortable.

	Kinesthetic learners (who learn by touching objects) might like a filing system with sticky notes that can be moved around as projects progress through various stages.





9．运用80/20法则　
英文



主要观念

在你归档的文件中，大约有80%永远不会再派上用场的。因此，不要认为归档文件本来就是应该花这么多时间，长期来说，有没有妥善管理档案，影响其实不大。

支持概念

花时间克服混乱的5大迷思

许多混乱一族都会以为，要做到有条不紊很简单，只要花时间找到适当的方法就可以了。事实上，在这方面有5大迷思广为流传，分别是：

■迷思1——扫描器可以解决所有问题

只不过，扫描一份文件要花3分钟的时间，而且会占去电脑硬盘一大块空间。除非这份文件真的很重要，这么做才有意义。扫描器没有办法像神迹一般，治愈你混乱的习惯。

■迷思2——只要把所有东西都存进电脑，就可以找得到

好吧，这有可能有点道理。不过先决条件是，你必须懂得怎么在电脑上妥善归档。如果只是把每份文件都丢进同一个资料夹，到了要用的时候，就得从一长串的档案中逐一搜寻。一定要规划一套简单又符合个人状况的归档方法。

■迷思3——正确的归档方法只有一种

如前所述，适切的归档方法，是针对你个人偏好的学习方式量身订做的，并没有一体适用的归档方法。就是要使用自己适用的方法。

■迷思4——如果大家都可以找到档案，我就省事了

这会是种棘手的状况，最好的办法或许是制订一套制度，由公司上下每位同仁评量其他人的归档方法。如果借此发现一些有创意的建档方法，可能得发展成一套全公司都适用的归档方法。虽然这种做法，比不上让每位员工规划自己惯用的方法，但是的确能解决一部分未来可能发生的问题。

■迷思5——暂存档案夹可以让自己掌握进度

这种做法理论上来说很棒，不过实务上却经常被滥用。如果有妥善的归档方法，根本不需要暂存档案夹。然而，如果一定要使用暂存档案夹，务必要在当天工作结束之前，把所有暂存档案夹清干净。如此一来，那些不必留存在暂存档案夹的档案，就不会一直搁在档案夹里。


“这只是个开始，跟着你会发现符合自己风格的新工具和技巧，试用看看，反正又不会有什么损失，顶多损失混乱而已。只要发现某些适合自己的方法，就会觉得自己真是有创意。条条大路通罗马，有些人可能会选择风景秀丽的曲折路线，只要这条路线适合你，就慢慢走吧！不管对一个有条有理的人来说，你的风格有多么怪，只要适合你，大可沿路洒上面包屑，让那些有条有理的人跟随自己的脚步，你还是一样会走到外婆家，而且还会有趣得多，因为你的奖励会是牛奶和饼干，而不是代表杂乱无章的大野狼。”

——麦克·尼尔森





Use the Clutterer's 80/20 Rule　
中文



Main Idea

About 80 percent of the papers you file will never be referred to again in the future. Therefore, don't spend as much time filing things as you'd like to. In the long-term view, whether or not you keep good files probably won't make that much difference.

Supporting Ideas

Take Time to Dispel the 5 Myths of Cluttering

Many clutters have a mental image that getting organized is simple. All they need to do is to find the time to put the right system in place. In fact, there are five myths in this area that get loads of airtime:

■Myth#1—A scanner will solve all my problems

The only problem is that scanning a document takes about three minutes and chews up some large chunks of hard-disk space on a computer. It only makes sense to do that if the document is truly important. Having a scanner won't magically cure your cluttering tendencies.

■Myth#2—If I keep everything on my computer, I'll find it

Well, that's potentially true, but only if you have a decent system for filing your documents on your computer. If you simply put everything into the one file, you create a huge list to go through whenever something is needed. Develop a system that's simple yet applicable to your circumstances.

■Myth#3—There is only one correct way to file papers

As previously mentioned, a good filing system will be tailored and customized according to your unique preferred learning style. There is no "one size fits all" approach to filing. Use a system that makes good sense to you.

■Myth#4—If everyone can find things, they won't need me

This can be a tricky situation. Possibly the best approach is to establish a policy that everyone company-wide has their filing system evaluated by their peers. If this uncovers some creative filing systems, you may have to develop a company-wide approach to filing. It's not as good as letting people develop their own preferred system, but it does defuse some potential future problems.

■Myth#5—Some action files will keep me on track

This is great in theory, but frequently gets abused in practice. If you have a decent system, action files should not be required. If you absolutely insist on using them, however, make certain that all action files are cleared out at the end of each workday. That way, material that doesn't need to linger in those temporary files won't.


"This is only the start. You will find new tools and techniques based on your individual style. Use them. What have you got to lose? Only your clutter. When you discover something that works for you, you feel creative. There are many paths to the same destination. Some may take the scenic route, and if that's what works for you, meander along. No matter how odd your style may seem to an organized person, if it works for you, and you can leave a trail of breadcrumbs for them to follow, you'll get to Grandma's cottage just the same. It will be more fun because your reward will be milk and cookies instead of the Big Bad Wolf of disorganization."

—Mike Nelson





10．错误难免，不必太在意　
英文



主要观念

在逐渐克服混乱习惯的过程中，万一偶尔出现重蹈覆辙的状况，不要气馁。如果偶尔走回头路，只要重新把心力放在长期目标上，迈开脚步继续前进。

支持概念

永远要给自己多一点空间

有些人会希望尽量在有限时间里，挤进愈多工作愈好，混乱一族对时间的概念跟这些人完全不同，要善用这一点。与其把会面时间安排在“早上9点整”，不如跟对方约“早上9点左右”。

混乱一族要改头换面，也要运用同样的观念。没有人有办法立刻达成卓越成就，因此，对自己宽容一点，如果你确实为了进步付出努力，就要为自己的努力感到满意，不要因为自己偶然的过错踌躇不前。要体认到，养成新习惯是要花时间的。

以下提供几项实用的建议：


	截止期限如果比较长，一定要再次确认——这样才不会因为期限比自己认定的早，造成自己手足无措。

	注重生活品质，不要太在意成就多少。

	绝不设定“截止日期”——改设定“终点线”或是“专案完成日期”。

	一定要预留充分通勤时间——预留自己认为合理时间的2倍。





You're Going to Make Some Mistakes. Get Over Them　
中文



Main Idea

As you make progress in overcoming a cluttering habit, don't get discouraged by occasional backward steps. If you have sporadic relapses into old habits, refocus on your long-term goal and start moving forward again.

Supporting Ideas

Always Give Yourself More Space

Clutters have a completely different sense of time from those who are trying to cram as much as possible into any given moment. Instead of setting appointments for "precisely 9:00 a.m.", set appointments for "about 9:00 a.m. or so".

The same applies to your efforts to become a reformed clutter. Nobody ever achieved anything great right away. Therefore, be tolerant of yourself. If you're making a genuine effort to move forward, be happy with that rather than lingering over your occasional missteps. Acknowledge that it's going to take time to form a new habit.

Some practical tips in this area:


	Always double-check long-term due dates—so you won't get caught out by dates that are earlier than you realized.

	Concentrate more on the quality of your life than the quantity of your accomplishments.

	Never set deadlines—set finish lines or project completion dates instead.

	Always allow plenty of travel time—twice what you reasonably expect to need.





11．太有条理一样会让人很有压力　
英文



主要观念

混乱一族（即便已经洗心革面）跟条理一族比起来，还是会觉得桌面上或办公室里应该多摆点东西，才觉得自在。不要清理掉太多东西，让你觉得自己在工作的时候好像没穿衣服一样。在自己身边，摆些可以提升自己生产力和效率的东西。

支持概念

找到最自在的自己

要弄清楚自己到底要多混乱，才会觉得自在，这一点非常重要。目前，你的作风可能还是偏向“堆积”，会觉得自己有必要让工作更简便。这当然很好，不过在把作风转变成“丢弃”的过程中，要小心自己可能会矫枉过正。很有可能因自己一心想改变，一股脑丢掉太多东西。

有趣的是，没有人可以帮你决定怎么做才恰当，每个人都得自己决定要在什么状况下工作。对某些人来说，干净的桌面可以让思路清晰，注意力集中，而对另一些人来说，干净的桌面却会造成压力。只有你才知道，干净的桌面对自己到底会有什么影响，也只有你才清楚，什么方法可以让自己工作起来最有效率。

让目标引导自己

尽管如此，还是有一项实用的建议，那就是永远要把重点摆在远大的目标上。一坐在办公桌前，就在眼睛看得到的地方，放个能够传达自己远大目标的东西，要摆什么东西完全看你自己，举例来说：


	有些人摆张圆饼图——用圆饼图显示自己打算怎么分配时间。

	还有人会摆代表长期目标的图片——譬如他们想买的东西，或是想获得的奖品。



这种做法的基本观念是，人会自然而然地朝着最能生动想象的目标努力。因此，在自己身边摆些物品，提醒自己远大的目标是什么。让这个意象影响自己的每项决策，包括要怎么安排时间，还有工作环境要多整齐。



Too Tidy Is Stressful As Well　
中文



Main Idea

Clutters (or even reformed clutters) need more stuff on their desks and around their offices than non-clutters to feel comfortable. Don't get rid of so much stuff that it leaves you feeling naked at work. Surround yourself with whatever you'll need to be productive and efficient.

Supporting Ideas

Find Your Most Comfortable Self

Understanding just how much clutter makes you feel comfortable is very important. At present, the balance might be too far on the "accumulate" side of the equation and you feel the need to simplify your workday. That's fine, but in moving more towards the "discard" style, be aware that you can actually go too far. In your enthusiasm for change, it's entirely possible to get rid of too much stuff.

The interesting thing is that nobody else can set this balance for you. Everyone has to decide for themselves how they like to work. For some people, a clean desk stimulates clarity of thought and focus. For others, it generates stress. Only you will know how it affects you. And only you can specify what makes you work most effectively.

Let Your Goals Guide You

One practical suggestion, however, is to always keep the big picture in focus. When you're at your desk, have something in eyesight that communicates your goals. What you use is up to you. For example:


	Some people use a pie chart—which breaks down how you plan to allocate your time.

	Others use pictures of long-term goals—things they want to buy or awards they aspire to achieve.



The central concept is that you'll automatically work towards whatever you visualize most vividly. Therefore, keep around you reminders of your big goals. Let that image color and influence every decision you make, including how you schedule your time and how tidy your workspace is.



12．如果价值观混淆不清永远都会处于混乱状态　
英文



主要观念

愈能透彻思考自己的价值观，就愈不会混乱。为什么？因为除非某项事物能够引导你往正确方向迈进，才会吸引你的注意，对你没帮助的事物，你就会视而不见。简而言之，要减轻混乱的状况，就要弄清楚自己要追求的目标是什么。

支持概念

利用冥想寻求本我指引

人类的生活要快乐、要有意义，就要能持续满足心灵层面的需求。不论你相信哪一种宗教或精神上的指引，多领会自己景仰对象的教诲，是不错的选择。

例如，许多改过自新的混乱一族，会运用冥想来提升工作效率。想要运用冥想来破除混乱的习惯，可以采取下列做法：


	每天拨出20分钟，不接电话，专心冥想

	想象自己工作环境干净整齐的样子

	针对手上的专案或是即将开始的专案，寻求本我的指引

	调整呼吸，进行缓慢的深呼吸

	想象自己得到本我的协助

	让本我在一天当中不断提醒自己，帮助自己做好负责的专案

	准备好了以后，想象自己回到工作上时，精神饱满、鼓舞振奋的样子




“混乱成性的人，也让混乱遮蔽了自己的心灵。如果你的灵魂就像是支撑房子的一面墙，那这面墙上一定爬满了代表混乱的藤蔓。那不是绽放美丽花朵的藤蔓，而是单调、丑陋的杂草。你觉得在哪里祷告或冥想会比较容易，是在混乱的办公室、在家里、在教堂，还是树林里？混乱会扰乱精神生活的重心。”

——麦克·尼尔森





If Your Personal Values Are Muddled, You'll Always Feel Disorganized　
中文



Main Idea

The better you've thought through your own personal values, the less likely you are to clutter. Why? Simply because you'll be attracted to those things that will help you move in the right direction and away from those things that will not. In short, to clutter less, know what you want a little better.

Supporting Ideas

Inner Guidance through Meditation

Human beings have a spiritual dimension that must be addressed on a consistent basis if they are to lead happy, productive lives. No matter what religious or spiritual teachings you follow, it makes good sense to learn more about the teachings of people you admire.

For example, many reformed clutters use meditation to enhance their business effectiveness. To use meditation as another tool to fight a cluttering habit:


	Set up a daily 20-minute period where you can stop taking phone calls and meditate

	Visualize your work space as being clean, clear and well organized

	Ask your inner self for guidance on whatever projects you are currently working on or starting soon

	Control your breathing. Take slow, deep breaths

	Visualize yourself receiving help and assistance from your inner self

	Ask your inner self to speak to you throughout the day to keep you on track with all your projects

	When you're ready, visualize returning to your office feeling energized and inspired




"The chronically disorganized have let clutter choke their spirituality. If your soul were one wall supporting your house, it would be covered with clutter vines. They wouldn't be beautiful, flowering vines. They would be flowerless, ugly weeds. Do you find it easier to pray or meditate in your cluttered office or home or in a church or woods? Clutter takes our attention away from our spiritual life."

—Mike Nelson





13．如果工作不适合永远都会处于混乱状态　
英文



主要观念

如果你发现，自己因为一直无法做到有条理而感到挫败，问题可能不是出在你身上。或许你希望能够功成名就的工作，并不适合你，或许是你担任的职务并不适合你，如果到其他地方找份不同的工作，可能会好很多。

支持概念

换个合适的工作可以解决很多问题

当然，跑去找份新的工作，只是权宜之计。更重要的是，必须清楚目前的工作为什么不顺心。否则，你可能会一再重蹈覆辙，换到没工作好换为止。

一般说来，只要能够找到自己觉得有热忱的工作，就比较可能会成功。或者更准确地说，你一定会乐在工作，不会畏缩不前。兴趣和职业愈相近，生活就会变得愈美好。如果去思考适合自己的事业，并且在这项事业上付出自己的热忱和投入，你会很惊喜地发现，自己其实已经具备那么多技能，可以被运用到完全不同的事业上。

如果你试着摆脱混乱生活，却一再失败，先停下来想想，这是不是表示自己心猿意马。换个更符合自己热忱的工作，混乱的习惯或许就会不药而愈。



If You're in the Wrong Job, You'll Always Be Disorganized　
中文



Main Idea

If you find that you're frustrated trying to organize yourself all the time, maybe the problem is not you. Perhaps your personality just does not fit the job you're trying to succeed at. Perhaps you're in the wrong job and things would be much better if you go and find a different job elsewhere.

Supporting Ideas

Finding a Suitable Job Can Solve Many Problems

Of course, running off to find a new job is only a short-term fix. More importantly, you need to gain some insight into why you feel uncomfortable with your present job. Otherwise, you just may keep on making the same mistake over and over until you eliminate a large number of career choices.

Generally speaking, if you can find something that you feel passionate about, you're more likely to succeed. Or, more accurately, you're certainly going to enjoy going to work rather than dreading it. The less the distinction between what you like and how you make your living, the more enjoyable life becomes. It's amazing how many skills you've already acquired that can actually be useful in a completely different line of business if you think about this and approach it with enthusiasm and commitment.

If you try to unclutter your life only to fall short again and again, stop and consider whether this isn't an indicator that your heart lies elsewhere. Find another job that more accurately aligns with what you're genuinely passionate about and your cluttering tendencies may sort themselves out.



14．要体认到，混乱会弄巧成拙　
英文



主要观念

混乱一族可能会自认为是逻辑思考者，这是个普遍错误的认知，其实大多数混乱一族，都是直觉或创意思考者。问题是，愈是混乱，就愈无法清楚思考，这表示混乱不只会搞乱周遭环境，还会让自己没办法一展所长。

支持概念

新科技不是万灵丹

混乱一族总是喜欢画出目标远大的大饼，但是接下来就会发现，自己的苦心都耗费在繁琐的细节上。混乱一族通常会求助于科技，譬如新的电脑或PDA，希望能破除混乱的习惯。

在你把辛苦赚来的钱，花在这些科技上之前，先停下来问自己下列几个重要的问题：

■如果真的买了某项新科技，可以改善多少状况？

不论是什么新的软件或科技玩意，只要标榜使用之后可以提升效率，混乱一族通常都难以抗拒。这就像是要寻找法宝，帮自己克服混乱一样。不用说，天底下没这回事，没有一项科技产品可以造成那么大的改变。因此，对于天花乱坠的行销说词，要抱着怀疑的态度。

■购买这项新科技会不会让自己更混乱？

要学会使用任何产品，都必须花费时间和精力。在购买科技产品之前，先停下来判断一下，自己是不是真的愿意花时间学习怎么正确使用这项产品。如果其实没那么想学，就别买了。

■尽量善用现有的工具

在花大钱让设备升级之前，先确定自己现有的工具，已经发挥最大的效能。如果把没有用的档案都删除，你可能会很惊喜地发现，自己的电脑在执行软件的时候，竟然比以前要快得多。

■不要以为：“只要硬盘够大，就不会再有混乱的问题了。”

同样地，把资讯存入硬盘，其实是件麻烦事。为了储存文件，会要用到高阶的扫描器和大容量的硬盘。接下来会引发的后续问题是，会要经常备份档案，还要把不常用的档案分类归档。面对现实，问题不在设备，在于混乱的心态和习惯。因此，不要再用虚假的安全感欺骗自己，以为真的有速效的办法。



Recognize the Self-Defeating Nature of Cluttering　
中文



Main Idea

As a clutter, you may consider yourself to be a logical thinker. This is a common deception. In reality, most clutters are intuitive or creative thinkers. The problem is that the more clutter you have, the less clearly you can think—all of which means that clutter not only messes the place up, it also stops you from doing what you're best at.

Supporting Ideas

New Technology Isn't a Cure-all

Invariably, clutters like to paint an inspiring big picture but then find their best intentions get lost in the details. Often, clutters turn to technology—like new computers or personal digital assistants—in an effort to break the clutter habit.

Before you actually use some of your hard-earned money this way, stop and ask a few key questions first:

■How much better will I really be with this new technology?

Clutters are a soft touch for any new piece of software or new gadget that markets itself using the promise of improved efficiency. This is the modern equivalent of looking for a "magic bullet" that will help us get rid of our clutter. Needless to say, there's no such thing. No piece of technology on its own will make that kind of difference. Therefore, be skeptical about all the wild marketing hype.

■Will this purchase add to my clutter?

Learning to use anything takes time and effort. Before you buy a product, pause and decide whether you're actually willing to spend the time learning how to use that product properly. If you're not that interested, don't bother buying it.

■Concentrate on making what you already have work better

Before you go for an expensive upgrade, make certain what you already have is being used to its maximum capacity. You may be surprised how much quicker your computer runs software when you delete those obsolete files.

■Avoid thinking: "If only I had a large enough hard drive, I would not have any clutter problems."

Again, the reality of storing your information on disk is messy. To store documents, you'll need a high-end scanner and a huge hard drive. That, in turn, generates the follow-on problems of having to back up data regularly and archive old files not commonly used. Face it. Technology isn't the problem—a cluttering mind-set and habit is. Therefore, stop trying to lull yourself into a false sense of security that there is a quick fix available.



15．克服混乱没有一体适用的办法　
英文



主要观念

一定要记住，混乱的根源不在于堆积如山的事物，而在于自己看待这些事物的态度。因此，你克服混乱习惯的方法，只会适合一个人，那就是你。

支持概念

找到办法的实用建议

科技不是法宝，无法治愈你混乱的习惯，同样地，克服混乱也没有一体适用的办法。对某个人来说合适又有用的做法，另一个人用起来，可能适得其反。你真正需要的解决方案，必须符合自己看待世界的角度。

要破除混乱的习惯，还有以下几项实用的建议：


	在起步之前，先想象自己希望达成的成果

	先设定比较简单的具体目标——例如扔掉一寸高的文件，或是清理出半个桌面

	找个伙伴——向对方报告自己的进展

	在过程中下更多决定

	预留归档的空间——在扔掉档案之前，可以把档案归在那边，以备不时之需

	在把任何一份档案归档之前，先停下来问自己：“这份档案重不重要？”

	相信自己在未来可以不断进步

	把自己反抗的心态，转移有意义的工作上

	聪明运用科技——尽可能在适当情况下，减少书面档案

	了解你自己独特的学习方式

	把自己的人生目标和工作结合在一起，如果真的做不到，就为自己换份新工作或是创业




“要克服混乱，认清时间有限比管理时间更有效。混乱并没有偷走你的事业，也没有偷走你的人生。杂乱的桌面不代表你是个正在努力工作的天才，也不代表你是失败的。混乱只是散乱的杂物，不等于你。”

——麦克·尼尔森





There Is No Universal Solution to Cluttering　
中文



Main Idea

Always remember that cluttering is not about having too much stuff, but about how you relate to your stuff. Therefore, the way you can deal with a cluttering tendency will make sense to just one person—you.

Supporting Ideas

Practical Suggestions

In just the same way as technology is not a "magic bullet" that can cure your cluttering habit, there is no universal approach to cluttering that will work for everyone. What is appropriate and worthwhile for one person may be counterproductive when tried by someone else. What's needed most is a solution that aligns with your own way of looking at the world.

Some more practical suggestions on how to break a clutter habit:


	Before starting, visualize the results you want

	Make small, concrete goals at first—like eliminating an inch of paperwork or clearing half your desk

	Buddy up—and report your progress to someone else

	Make more decisions as you go

	Create a backup filing place—where you can put things for a while in case they're needed before disposing of them

	Before you file anything, pause and ask: "How important is this?"

	Believe in yourself and your ability to get better and better over the years ahead

	Channel your rebellious mental attitudes to productive tasks

	Use technology intelligently—to eliminate paper files as much as possible and where it makes good sense

	Understand your own unique learning style

	Incorporate your lifetime goals into what you do in the workplace, and if that proves to be impossible, go out and find or create a new job for yourself




"The solution is more about time acceptance than time management. Clutter has not stolen your business or your life. A messy desk is not a sign of a genius at work or of failure. Clutter is just stuff. Your clutter is not you."

—Mike Nelson





16．清理桌面。杂乱的桌面会让混乱的习惯恶化　
英文



主要观念

要整理工作环境，首先要开始整理的，就是自己的办公桌。桌面整齐了，各项工作也才更有可能有条有理。先从办公桌开始，然后再整理其他地方。

支持概念

桌愈乱，人愈忙？

从桌面的状况，就可以看出你会怎么整理工作环境。如果桌面不整齐，其他地方很可能也是乱糟糟。反过来说，如果桌面总是保持整整齐齐的，那么桌面就会提醒你，其他地方也要保持整齐。

大多数人之所以喜欢让桌面凌乱不堪，最主要的原因是，可以让别人觉得自己很忙。事实上，你希望让别人觉得，你已经忙到没办法负责其他工作。然而如果你希望在目前的职务上能够有所成长，这真的是你想传达的适当讯息吗？

效率从桌面开始

整齐的书桌其实不代表高生产力，都不过是个人偏好，有些人在桌面有些文件的状况下效率最好，有些人则不是。不过，从你桌面的状况，可以看出你重视的是什么。因此，如果你真的希望能克服混乱，就从保持桌面整齐开始。



Tidy Your Desk. A Cluttered Desk Encourages the Cluttering Habit　
中文



Main Idea

The first place to start when decluttering your workspace is your desk. If your desk is tidy, then it's more likely everything else will be tidy as well. Start there and work outwards.

Supporting Ideas

Does a Cluttered Desk Mean You're Busy?

What's on your desk sets the tone for how you approach organizing your entire workspace. If your desk is untidy, everything else will most likely be the same. And conversely, if your desk is always kept tidy and well organized, you'll be reminded to do the same in other areas as well.

The number one reason why most people like a cluttered desk is it gives the impression of being busy. In fact, hopefully, it gives the impression you're so busy with what you're already doing that you can't possibly take on any additional projects. But is this really a good signal to send if you aspire to grow in your current job?

Productivity and Your Desk

The reality is that there is no correlation between a tidy desk and greater productivity. It's all a matter of personal preferences—some people work best when surrounded by bits of paper and others don't. However, how you keep your desk sends a signal about what you value. Therefore, if you're genuine about overcoming a tendency to clutter, start by keeping your desk organized.



17．如果觉得自己不知所措就先稍事休息　
英文



主要观念

破除混乱习惯就像是跑马拉松，不是短跑。如果你因为目前的进步幅度不大（或是没有进步），让自己倍感压力，深呼吸，休息片刻。然后，带着重燃的活力与对未来的热忱，再次出发。

支持概念

迷失人生方向的征兆

如果出现以下征兆，就表示你已经迷失了方向，需要休息片刻，才能重燃热忱，让人生不再混乱。这些征兆分别是：


	开始感到挫折，而且效率低落

	一个星期容许自己有一天可以混乱，当作对自己的奖赏，然而整理那一天混乱的后果，却让自己很头大

	对应有的做法感到厌烦，于是桌面又回复到过去杂乱的状况

	在某些方面有进步，却又觉得在其他方面遭遇瓶颈

	摆脱混乱的努力，好像没能赢得多大的注意或赏识

	在工作上还算是安排得井然有序，不过家庭生活则是杂乱无章



重新找回方向

只要出现上述任何一种征兆，就要注意了。该是放轻松，为摆脱混乱习惯的活动，增添一点乐趣的时候了。可以采取下列做法︰


	找个同病相怜的伙伴——这个伙伴能够理解你的感受，可以提供你精神支持

	考虑组成“混乱一族俱乐部”——邀请其他组织成员参加集会，彼此就可以交换想法和策略

	向主管请求在组织里调职——尝试完全不同的新工作

	举办全公司的竞赛——奖励工作环境整理得最整齐的员工

	进行“春季大扫除”——所有没必要保留的资料，只要超过固定时间没有人使用，就全部丢掉




“要记得，在征服自己眼前的山峰时，过了这座山还会有更多座山。把目标放在下一个高峰，运用山峰与山峰之间的纵谷，为自己充电。”

——约翰·嘉纳 （编注：美国作家）





Whenever You Feel Overwhelmed, Take a Short Break　
中文



Main Idea

Breaking the cluttering habit is a marathon, not a sprint. If your progress (or possible lack of progress) to date is stressing you, breathe deeply and take a quick break. Then get back into it with renewed vigor and enthusiasm in the future.

Supporting Ideas

Signs that You've Lost Your Way

The key warning signs that you've lost your way and need to take a break to renew your enthusiasm for decluttering your life are:


	You start feeling frustrated and unproductive

	You let yourself get messy one day a week as a reward—and tidying up afterwards is getting to be a real pain

	You've grown tired of doing things the "right" way—and now your desk is just as messy as before

	You've made progress in some areas but feel like you've hit a brick wall in other areas

	Your efforts to declutter didn't seem to attract much attention or pats on the back

	Your office life seems reasonably well organized but your home life is hopelessly cluttered



Getting Back on Course

Whenever one of these warning signs crops up, take notice. It's time to lighten up and inject a little more fun into your decluttering initiative. How?


	Find a clutter buddy—someone who relates to what you're going through and who will provide moral support

	Consider forming your own chapter of "Clutters Anonymous" —and invite others in your organization to come along to group meetings where you can swap ideas and strategies

	Talk with your boss about changing jobs within the organization—and start afresh in something different

	Run a company-wide competition—with a prize for the person who manages to best declutter their workspace

	Try doing some spring cleaning—where any materials that do not need to be kept are discarded once they have not been accessed after "X" months




"Remember that while you are climbing your mountain, there are other mountains. Keep an eye on the next peak. Use the valley between to renew yourself."

—John Gardner





18．如果觉得自己力有未逮就把专案切割成细项工作　
英文



主要观念

不要因为专案规模很大，就感到气馁，反而应该把专案切割成规模较小的、自己有把握做好的细项工作。接下来就要按部就班，完成这些工作。你可能会很惊喜地发现，把专案分割成细项工作，竟然可以达成那么多成果。

支持概念

蚕食胜过鲸吞

有时候，“模糊”对于管理或是执行专案来说，是一项资产。少安排一些分秒必争的工作，反而能够让专案水到渠成，而不是在外部因素压迫下完成。这不是要我们别设定里程碑。然而，太刻意要求要在预定的截止日期之前完成，是不会有效率的。

混乱一族通常也很懂得把心力摆在远大的目标上，比较不会被太多琐事绊住。这项特质在管理大型专案时，会很有帮助。重点是要不断前进，不要被专案弄得不知所措。用吃东西来比喻，处理专案最好的方式是蚕食，不要鲸吞。



When Feeling Swamped, Break Large Projects into Small Tasks　
中文



Main Idea

Don't get discouraged by large projects. Instead, break them down into small, manageable tasks. Then work your way through those projects one step at a time. You may be pleasantly surprised at just how much you can achieve when you break large projects down into smaller tasks.

Supporting Ideas

Don't Bite off More than You Can Chew

There are times when vagueness can actually be an asset in managing or running a project. The absence of tasks that fill every minute can allow a project to unfold at its own pace rather than at an arbitrary pace driven by external demands. This is not to say that some milestones are not desirable, but being excessively concerned about reaching arbitrary deadlines is unproductive.

Clutters are also usually adept at keeping the large picture in focus rather than getting bogged down in too many details. That can be another attribute that is useful in managing large projects. The key is to keep moving forward, and not to become overwhelmed by a project. And the best way to address that problem is to take a number of small bites at it rather than trying to swallow it whole in one mouthful—figuratively speaking.



19．记住，决策就是在赌博　
英文



主要观念

因此，不要觉得自己非得要做好每一次决定，没有人能做到100%正确。试着在大多数的时候作出正确的决定，坦然接受决定的结果，会是较适切的人生态度。

支持概念

混乱一族不满工作的9大原因

根据经验法则，混乱一族之所以不满意自己的工作，有以下9种原因：


	必须做无趣、重复性高的无谓工作

	有太多文件要追踪、归档

	没有明确设定各项工作的优先顺序

	工作占去了所有时间，没有时间留给真正有意义的个人生活

	上级设定了不切实际的完成期限

	不认同公司的经营理念

	工作排得太满，需要喘息的空间

	浪费太多时间开会

	有其他更有意思的事情要做



如何避免不满的心态？

为了避免上述各种可能的问题，以下有几点建议：


	在接任之前，先了解实际的工作情形——先不支薪工作一个星期试试看。这样就可以问问其他员工，在这家公司工作的实际状况是如何。

	询问公司是不是会允许自己参加其他部门的专案——这样就可以了解这份工作有没有足够的弹性，能不能带给自己持续的激励与挑战。

	了解其他同事每周花多少时间在工作上——因为这样可以大概了解，公司希望自己工作多少时间。

	跟未来主管的秘书聊聊，看看主管订出的完成期限，是不是切合实际。

	做点功课——了解自己未来可能的雇主。只到自己欣赏的企业应征，而且要对面试自己的主管，表达自己很希望到这家公司服务。

	了解工作时间有没有弹性——如果有些职务，可以让自己对工作时间，有部分决定权，那就是你要找的职务。

	询问自己必须参与多少场会议——以及有没有机会主持会议。这可以清楚明确地表达出自己的意愿。





Remember That All Decision-making Is a Gamble　
中文



Main Idea

Therefore, don't stress over trying to make the right calls all the time. Nobody can achieve that with 100-percent accuracy. Try to make the right decisions most of the time, and be happy with that. It really is a much better approach to life.

Supporting Ideas

9 Reasons Clutters Become Unhappy in Their Work

As a general rule, there are nine reasons why clutters become unhappy in their work:


	Having to do boring, repetitive busywork

	Too much paperwork to track and file

	No clear priorities are set

	Work takes up all available time—so there is no time left for a meaningful and genuine personal life

	Impossible deadlines get set

	I disagree with the philosophy of my company

	The work schedule is too rigid. I need some flexibility

	Too much time gets wasted in meetings

	There are other more interesting things to do



How to Avoid Dissatisfaction

To avoid these potential problems:


	Find out what a job is really like before you commit to it—by offering to work for a week without pay. Then you can ask the other people what it's really like to work there.

	Ask whether or not you'll be able to get permission to work on projects outside your own department—so you'll know whether there is sufficient flexibility to keep you motivated and challenged.

	Find out how many hours your other co-workers are putting in each week—because that will be a good indicator of what's going to be expected of you.

	Talk with your new boss's secretary to find out how realistic the company deadlines are.

	Do some research—on your potential employer. Apply for work only at those companies you admire, and express that interest to your interviewer.

	Find out how flexible the work hours are—and look for positions where you have some say about when you need to be at work.

	Ask how many meetings you will be required to attend—and whether or not you'll have the opportunity to chair any of those meetings. This indicates your intentions clearly and specifically.





20．想了解自己舍弃的是什么是人之常情　
英文



主要观念

每个人一定都会有这种想法，除非这个人就是没有想象力。因此，如果出现这种想法，不必太自责。如果你愿意，想一些“可能会是怎样”也无妨，但是接下来就要努力专心开创自己真正想过的人生，毕竟这才是真正重要的事。

支持概念

克服混乱是人生的新起点


“‘成名’原本是我人生的目标，我达到了，但就像所有虚浮的目标一样（大房子、名车等），成名并不如想象中那样让我感到满足。我收到粉丝的来信，《纽约时报》、《华尔街日报》，以及《德州月刊》等媒体刊载关于我的报道。我都是和记者约在办公室以外的地方，这样他们才不会看到我的办公室。有一天，一位墨西哥记者偷偷闯进来，因为我桌上堆满了书、文件和莫名其妙的杂物，这名记者根本没办法拍到我坐在办公桌前的照片。现在我了解到，混乱会‘遮蔽’我们自己。克服混乱让我了解到，我真正的远大目标是，自由自在以及帮助他人。‘成名’只是空虚、短暂与任性的目标。抛弃多余的事物，以及这些事物带来的混乱，是发现自我的第一步。我后来和几千名混乱一族对谈，当他们发现，摆脱混乱竟然能够为自己的人生开启新的契机，无不感到惊喜。当这些人了解到少就是多，他们的人生更加充实。”

——麦克·尼尔森

“人之所以会混乱，是有原因的。不先解决造成问题的根本原因，就把新方法和有条理的窍门硬塞给自己或是员工，就像在摔断的手臂上随便缠上绷带一样。一开始看起来好像有效，但是无法解决根本的问题。由于员工并没有改变原有的观念，所以终究还是会忽略新的方法。有时候，解决方案其实很简单，只要依个人主要的学习模式，调整归档方式与时间管理方式就可以了。属于视觉型的人会要用多种颜色标示，不然他们会觉得自己迷失在牛皮纸档案夹里。属于触觉型的人必须接触自己正在做的事。属于听觉型的人可以把声音，跟自己的例行公事搭配在一起。”

——麦克·尼尔森

“教你怎么有条有理的书，就好像减肥书一样。根据估计，每天都有大约一半的美国人，正在用某方法减肥。美国人之所需要教人怎么有条有理的书，是因为美国是个资讯爆炸、体重过重的社会，有资讯混乱、体型肥胖的现象。吊诡的是，摆脱混乱有个附带的优点，就是会变瘦。善加包装，这可能是很好的动机。或许你个人的新座右铭会是：‘瘦身，企业和个人都要瘦身。’只要曾经尝试要减肥的人都会同意，除非从根本上改变自己与食物的关系，否则我们绝对瘦不下来。除非从根本上改变自己与杂物之间的关系，否则我们没办法变得有条理。不是每个人都得像模特儿一样瘦，也不是都得过分要求条理。你可能觉得自己何必削足适履，换个新工作就结了。”

——麦克·尼尔森

“让我们有个新的开始。正如英国名相丘吉尔说的：‘这不是终点，甚至不是结束的起点，但这或许是开始的终点。’”

——麦克·尼尔森





It's Natural to Wonder About the Paths You Did Not Take　
中文



Main Idea

Everyone does that all the time, or they just have no imagination. Therefore, don't stress out over it. Linger over a few "what could have been" if you like, but then get busy creating the life you really want to live. In the final analysis, that's all that will really count.

Supporting Ideas

Declutter for a New Start in Life


"'Being famous' was my life's goal. I achieved it, but, like all illusory goals (a big house, fancy cars, etc.) it wasn't as satisfying as I thought it would be. I got fan mail. The New York Times, the Wall Street Journal, Texas Monthly and many others wrote stories about me. I met the reporters to keep them away from my office. A Mexican reporter sneaked up on us one day. He couldn't take a picture of me at my desk because the piles of books, papers and who-knows-what hid me. Now I know that we hide behind our clutter, literally and figuratively. Decluttering has taught me that my Really Big Goals are freedom and helping others. 'Being famous' was hollow, fleeting and self-indulgent. Getting rid of the excess stuff, and the disorganization that came with it, was the first step on a road to self-discovery. I've since talked to thousands of clutters. They are amazed when they discover how decluttering opens up their lives. They get more out of life when they learn that less, indeed, is more."

—Mike Nelson

"People are disorganized for a reason. Imposing systems and organizing tips for yourself or your employees without addressing the root of the problem is like applying a bandage to cover a broken arm. It looks better for a while, but doesn't solve the underlying problem. You'll end up with employees who ignore the new systems because they haven't changed their beliefs. Sometimes the solutions are as simple as adapting filing systems and time-management to a person's dominant learning modality. Visual people need more colors or they feel trapped in a Manila jungle. Kinesthetic people need to 'touch' what they are doing. Auditory people can incorporate sound into office routines."

—Mike Nelson

"Organizing books are a lot like dieting books. It is estimated that about half of Americans are on some form of diet on any given day. We need organizing books because we are a bloated, overweight society, in terms of information clutter and physical body mass. Oddly enough, a related benefit to decluttering is weight loss. Presented properly, this could be a great motivator. Maybe your new motto could read, 'Cut the fat corporate and personal.' Anyone who's been on a diet will agree that unless we change our fundamental relationship with food, we won't lose weight. Unless we change our fundamental relationship with our stuff, we won't get organized. Not everyone needs to be model slim or over-organized. It could be that you are a square peg trying to fit into a round hole and a change of position is in order."

—Mike Nelson

"Here's to a new beginning. As Winston Churchill once said: 'This is not the end. It is not even the beginning of the end. But it is, perhaps, the end of the beginning.'"

—Mike Nelson



OEBPS/Image00000.jpg
Kigehie —=2

SO ERS RTRK SRR

37 REL

Clutter—Proof Your Business

Turn Your Mess into Success

ERAKFPEILHAGERE TR, STREMEE.
REMBERTIREE, FUBTEHRR,

JahLDIREsER, THE, 4HE—EREL

HSEM A, Hikik, RHAR, FNAERIBRONE

RAfEE

Mike Nelson






OEBPS/Image00002.jpg





