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重要概念


Google整理术（Google Organizational System）


当Google已经大幅影响我们的生活，几乎随处可见时，我们是该视之如洪水猛兽，还是应该让它就此融入我们的世界，并妥善地运用它呢？为何说Google已大举入侵我们的生活？试着想象，每天上班的路上，你会使用Google大众运输（Google Transit）先调查到公司或是拜访客户时，哪一条路线比较好走；在乘车时可以用Google阅读器（Google Reader）浏览今天的新闻（注：Google Reader将会在今年7月1日正式关闭）。到了办公室，打开Gmail看看有什么新的工作；在作业时如果找不到文件档案，立刻使用Google桌面搜寻工具，不论档案被杂乱地存到哪里，只要使用搜寻功能就能找到。再用Google文件（Google Docs）修改同事刚撰写完的会议纪录，并管理其他项目内容。设定的时间一到，Google日历（Google Calendar）会告知你预定的约会或行程。下班后，想找间不错的餐馆，就开启Google地图（Google Map）查一下地址和店家介绍，然后带着愉快的心情离开办公室。

这样的例子不胜枚举，而Google的功能也会不断增强，与其说Google不断在改变世界，不如说Google改善了我们的生活，让工作更为便利。而懂得运用Google工具，就能为效率加分，让工作与生活更条理有序。此外，网络不仅在管理上带来益处，在收纳上也是一大利器。在过去，要保存一堆纸本文件，需要占用好几个文件柜；后来，我们可以用一堆计算机设备将数据数字化并储存起来；现在，我们只要可以连上网络，就能随时利用Google找到我们所需的数据，而不用再储存在自己的计算机里。

重点是，当科技已进步到存取轻松、搜寻方便的时代，上班族也应该与时俱进，调整自己使用大脑的观念。未来使用大脑的趋势将是“整合”与“思考”，而非博闻强记。作者在本期的第一章，就提到应该如何思考的11条原则，现代人应该采用切合大脑实际运作的方式，例如说：排除多任务作业，让大脑专心处理一件事；不需要记住的东西，就尽量挪出脑袋；适时地忽略限制，采用更适合自己的做法。这些都是在科技支持下，大家可以运用的整理原则。

在大量文件电子化的情况下，更要懂得为档案分类并制作标签，以便未来搜寻时可以更快速找到需要的档案。电子化的档案并非只有文字，音乐、图片、影片，同样能大量储存，如果要搜寻这些非文本文件，就要设定贴切的文件名和标签。这样在搜寻时只要输入关键词，就能轻易找到相关的数据。总而言之，要做到条理井然，就要尽量减少会让人分心的事物，并且利用工具帮助自己，在信息汪洋中快速筛选出需要的重点，或者在诸多行程中让自己快速进入状态。各项整理原则，并非适合每个人用，但只要找出符合自己情况的整理原则，不管在生活上、工作上，都能管理得更井然有序。


信息的整理要学会外包给网络


电影《阿凡达》（Avatar）中的纳美人，头发尾端有个像USB一般的触角，只要将触角和灵魂之树连结起来，就可以读取信息、获得知识。我们没有像纳美人的触角，我们的“触角”是计算机、手机等上网工具。

因为网络，我们每天要接收的信息，量和速度都远高于过去，引起了信息过载和信息焦虑。既然问题很大部分来自网络，何不包给网络去处理，让网络来帮我们解决。

企业将业务外包，能够把自身不擅长的、或是价值相对低的事务，交给善于做这些事情的承包商，企业自身就可以留有时间和精力，发挥核心能力、创造最大价值。对个人而言，将原本要占据许多脑容量的事情，外包给科技处理，我们就有能更多头脑和时间，可以用在自己真正能发挥价值的地方。就像传说中爱因斯坦说过的：“既然电话簿里有，我为什么要记我的电话号码？”

要把记号码的工作交给电话簿，得学会查电话簿，同样地，要将信息管理外包给网络，就要学会搜寻。正如本期原著作者所言：“要在信息时代生存与茁壮成长，就要懂得搜寻。”还说：“搜寻对于整理信息至关重要。搜寻不应只是用来找别人张贴在因特网上的东西，还应该整合到你运用手中信息所做的每一件事之中。要在事前就把搜寻纳入考虑，不要事后才想到要用搜寻的方式。有需要什么，就去搜寻，就不会杂乱无章。毕竟，搜寻是生存的必要元素”。

既然信息和取得信息的工具，只要上网就能得到，拉平了大家的起跑点，那么差异就在于运用信息的创意。苹果公司执行长史蒂夫·乔布斯说过：“人类的创意是天生的，他们会用一些制造者从未想到的方式使用工具。”现在风靡影迷的皮克斯（Pixar）动画工作室，原点是一套影像计算机，售价12万5千美元。后来，原本为测试计算机所成立的动画部门，被迪斯尼以2400亿美元收购，创意的价值，不言可喻。

回归根本，整理的目的，是为了让我们有发挥的空间。请阅读本期大师，学习在有形环境和无形心态上，都整理出空间，让我们能挥洒创意、享受人生！



五分钟摘要





英文



今日的世界步调迅速、信息饱和，要能应付自如，你需要有一套整理术，用来处理你所接触到源源不绝的信息、整合各项必须完成的工作，让你能够专心面对每天面临的挑战。换句话说，你需要的是能够充分利用现有科技的整理术，而不是设计过时、只会用待办事项便条的方法。

别再寻找一体适用的整理术——没有那种东西。你必须构思你自个儿的一套方法，以符合你生活及事业上面临的各种独特状况与需求。有21项整理原则，能在你构思方法时帮上一点忙。这些原则都值得你好好考虑，因为它们：


	切合大脑实际的运作方式，而非你理想中希望的大脑运作方式；

	基本概念是要以聪明的方式应用科技，让你能够更有条有理；

	讲究实际又可以扩大应用，也就是说可以应付你每天接触到的大量信息。



乱无章法势必会造成压力，要继续向前迈进，可以运用这21项整理原则，想出一套适合你的方法。整理得愈有条有理，你就会感到愈成功、压力也愈小。关键就在于别再浪费时间，每天多做一些你觉得重要的事情。



第1部分　你的思考方式　
英文



主要观念

让你个人的整理术符合你的思考方式，是很有道理的。若不这么做，就会不小心破坏了你向前迈进的最大努力。

以下有11个原则，构成整个整理术的大架构：
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支持概念


整理你的生活，尽量避免用脑过度


你的生活中充斥着各式各样的东西，争相吸引你的注意力。无论你是否察觉，你的注意力总是从一件事物，游移到另一件事物，再到另一件事物。信息会不断迎面而来，因此千万别想要注意到你接触的每一样东西。你反而应该设法整理你的生活，以尽量避免用脑过度。


“信不信由你，我们大脑运作的方式，是我们要让生活有条理时，会面临的最大挑战。坦白说，我写这本书不是在教你什么规则，规则一定会绑住你的。我的原则，只是要提出新的构想、选择和工具，让你可以设计出适合自己的整理术。”

——梅瑞尔。



用脑过度最严重的状况，就是我们想要决定哪些事要记得、哪些事要忘掉。人脑非常善于“注意”，但非常不善于“记忆”。注意身边发生的种种事物，最主要是一种生存机制，而我们无时无刻不在警戒——无论我们是否察觉到这点。当你注意到某件事情，它便会进入你的短期记忆。如果你不进一步去注意，那段记忆将会被新的事物覆盖。你的短期记忆一次只能记住5至9件事情。无论是哪一种整理术，其中一大关键都在于，设法有效地将事物从你的短期记忆中挪出，安全地存放于未来能够存取的地方。如果你能着手建立一套方法，借以持续做好存放的工作，自然而然地，压力就减小了。你可以减少用脑过度的情形，也因此感到更有生产力。


以最快的速度挪出脑袋里的事物


这应该是任何整理术的重点。能够愈快挪出短期记忆中的事物，转存于可搜寻的数据库，你就会感到愈有条理。智者很早之前就明白这点。


“一名记者和爱因斯坦一同出门散步，他跟爱因斯坦要了电话号码，以便日后可以询问其他问题。爱因斯坦欣然同意，然后走到电话亭，拿起电话簿，查到他的号码，然后念给那位记者听。爱因斯坦说了以下的话，来响应记者的错愕：‘既然电话簿里有，我为什么要记我的电话号码？’是啊，我也怀疑这个故事的真实性，不过这个故事很有趣，也说明了挪出脑袋中事物的必要，这样你才能把心力放在重要的事情上。”

——梅瑞尔




千万不要一心多用，这样比较没有效率


今天每个人都希望能一心多用，但人脑天生就不适合做这种事。道理很简单，当你一心多用，就会有碍大脑将信息置入短期记忆的能力。无论你多么努力去找理由，一心多用都会减损你的效率。

要记住事情，你必须将它从短期记忆，转移至长期记忆。研究这个过程的认知科学家，将此称为“编码”。多数人都会试图以反复念诵，来为某件事进行编码——科学家称之为“排练”。生活要过得更有条理，你需要更有效率的编码方式，因为反复排练的速度缓慢，也容易招致各种各样的潜在问题。


运用故事来记忆重要的事情


原来，如果你将一项信息与故事结合，会更有可能在之后回想起来。难忘的故事可以当作生动的钥匙，让你在日后打开长期记忆，忆起事实，这是因为事实本身通常枯燥乏味，而故事则带有色彩、动作、人物、画面和情感。大脑非常善于记住和故事相关的心智图像。换句话说，绝佳的故事会把事实置入情节之中。


“当然，要更有条理，就必须将信息片段以方便使用的顺序储存起来。要将这些片段排列出顺序，则需要将之编码，并正确地回想。你的大脑不想要回忆片段的信息，而是想回忆编成故事的信息。因此，想办法将事实置入故事之中，是让生活更有条理的不二法门。”

——梅瑞尔



如果你在试图替特定信息片段编码，并存入长期记忆之前，能够预先设想，预期你之后会如何应用这段信息，便可将之整合进适当的故事中。虽然实际上你可能无法每次都精确预估，哪些故事会适用于未来的情况，不过这还是值得努力的。现在你只要记得，生动的故事有助于日后回想，然后赋予信息一些易于回想的情节。


寻找更新、更好的做事方法


人脑除了会做短期与长期记忆的转换，它还不喜欢另一件事，那就是有太多选择，无论选择的是大事还是小事，太多选择会让我们无力招架，而使我们回复“原始设定”选择，就算那些选择是在多年前截然不同的环境中所作的。


“想出整理术来弥补大脑天生限制为什么如此重要，道理就在这里。我们想出的整理方法，应该要挑战我们对于”要做什么“和”为什么要做“的假设；要强调过滤掉琐事、专心于要务上的重要性；并且要针对现今世界迅速变迁的需求与机会，善用最适合各项工作的工具——无论是纸本或数字的工具。比方说，我就认为，许多我们过去想要记在脑中的信息，大可外包给因特网。”

——梅瑞尔




知识不是力量，分享知识才是



“从整理的角度来看，世上的每件事情都是错的。我们安排工作的方法没有条理，我们永远没有充足的时间，来做每一件我们认为必须做的事情。我们觉得自己总是左支右绌。说好听点是乱无章法，说难听点是一败涂地。”

——梅瑞尔



以下举例说明：


	我们工作为什么是从星期一到星期五、每天朝九晚五、一周40个小时？这源自工业革命时代，人开始到工厂工作，必须于一定时间内有效运作。所以如果现在你不是在工厂里上班，又何必服膺一周工时40小时的概念，徒增交通阻塞和压力？

	学校为什么还要放暑假？以往推行这个制度的目的，是要让农家子女可以帮忙收成。但如果你不是务农的，何不趁其他人上学时带你的孩子去度假，这样你想去的地方就不会人挤人了？

	当初发明汽车的目的，是要让人可以随心所欲地，在任何时候去他们想去的地方。那么我们为什么要浪费那么多时间困在车阵中，更别说依赖外国供油和地球变暖等问题了？



社会并未理出有效的秩序，而同样地，大家对于知识的想法也有了改变和进化。曾经知识就是力量，如果你具备特定的知识，那你就拥有了真正的竞争优势，所以每个人都致力于丰富自己“独一无二”的专业知识。但今天，如果你分享知识，而非试图藏私，你将会远比现在更成功，压力也不会这么大。这就是网络产生的结果。如果一个人具备特定知识，他可以尽全力加以应用，但若有一群聪明的人齐聚一堂，愿意贡献和分享各自的知识，那么这群人的成就将不可限量。在现今环境中，分享知识才会让力量快速成长，藏私是做不到的。


规划要依照真实的限制，而非自以为的限制


我们每个人都会有各自的限制，让我们无法有条有理，迈向成功。这些限制可能是：


	生理的——来自于我们真正的先天局限；

	心理的——承袭自我们觉得有影响力的人；

	强制的——来自于社会规范。



生活要更有条理，你必须更懂得务实地看待限制。你必须更懂得判断哪些是真正的限制，哪些是你自以为的。明白这两者的差异很重要，因为这样才能：


	避免浪费时间与精力，去克服根本不存在的限制。

	避免浪费时间与精力，去做几乎不可能创造出正面成果的事情，因为真正的限制会使得一件事情不可能做到。




诚实面对自己，但不要过于主观


我们每个人都不太善于判断我们真正的限制，因为我们见树不见林。换句话说，我们的限制看来是那么真实和确切，使得我们难以从实际的角度，客观评估自己的能力或环境。这就是为什么寻求他人协助，客观评估我们真正的限制，会这么重要。

下列对象都可以针对你真正的限制，提供诚实的意见：


	你的同事、同业或主管；

	你的老板或部属；

	你的挚友、同事和导师；

	你的另一半。




明白何时该忽略限制


在你深入了解，找出你的限制所在之后，便可决定其中哪些要努力突破，哪些又要认了。

比方说，无论你怎么整理你的生活，你每天能用的时间不会超过24小时、每星期就只有7天。你的时间终究会花完，因此这对于你要达成的事情，是无法打破的限制。如果过分担心这些限制，就无法理性思考，而让你身处的情境每下愈况。


“然而，找出你的限制，并据此来规划生活，并不是没有风险的。你有可能会在上面花太多心思，也看得太重。就算你的限制确实存在，且不是你所能掌控，也不代表你就该放弃手边的工作。一旦放弃，便没有空间容纳新的想法、体验和结果。但要怎么知道何时可以忽略限制？你可以拿你的资产来衡量，包括你的技能、可用资源及可获得之协助。你也可以考虑下列风险：如果忽略这个限制，最坏的情况为何？当你考虑到这点之后，那么恐惧大概就会是所面临最大的限制，而恐惧往往是最可以忽略的限制。”

——梅瑞尔




知道目标在哪里，以及该如何达成


目标是限制的反面，当你明确界定出所要前往的目的地，便拥有可用以整理信息的架构。你会有一套标准，借以评估孰重孰轻。当你非常清楚自己想要达成的目标，便比较容易变得更有条理。事实上，你的目标愈明确，不仅愈容易达成目标，也愈容易评量你的进展。衡量成败的标准，也因此变得清晰可见。

要决定目标，通常可以归结成思考以下3到4个问题的答案：


	即使牺牲所有其他机会，我也想要达成的目标是什么？

	我为什么非得达成那个目标不可？

	若无法达成目标，会产生什么后果？

	我必须采取哪些行动以达成目标？




达成目标的方法要保持弹性


知道你想要达成的目标之后，如果还能对于所要达到的成果保持一些弹性，会很有帮助。保持弹性的好处在于，如果你的A计划未能如预期奏效，你会愿意寻找替代方法来完成你想达成的目标。

另外，如果在通盘考虑过目标与限制之后，能够先静下心来厘清思绪，再展开行动，也会有所帮助。这个时机既可检视实际情况，也能听一听自己的直觉怎么说。在这个阶段，必须思考以下几个关键的问题：


	从要达成目标所需的所有努力来看，这个目标是否值得我去追求？

	我可以把一些必要工作交给谁去做？

	我该请谁助自己一臂之力，来达成我的目标？



制定重大计划的时候，必须作许多决定。有各种各样的理由，使我们通常不怎么善于作决定。为弥补这一点，你可以尝试实行以下策略：


	向你重视其意见的人请教，和他们畅谈你的想法，请他们找出你忽略掉的任何限制。另外也要请教他们是否看到，你有错误的逻辑或个人偏见影响你的决定。看他们是否能让你的决定更周全。

	想象你实现目标时的情景。处在你的想象中一段时间，看看感觉好不好。

	做些研究，搜集更多实据。看这些新获得的数据，对你的决定是加分还是减分？

	列出你想法的优缺点，依据其重要性排定先后顺序。

	把你的思考逻辑写下来，放个几天。然后回头读一读你之前写的内容，试着挑战自己的假设。让你的潜意识在背后运作，想出更好的建议，或是凸显你当初思考作决定时轻忽的缺点。





第2部分　诀窍、技巧与策略　
英文



主要观念

今天，坊间有不少绝佳的工具，可以帮助你做到条理井然——包括智能手机、云端运算等。你必须不断找出更有效的新方法来使用这些工具，作为你整理的助力。在这方面可以应用以下7项原则：
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支持概念


不要整理信息，要学会搜寻信息


在过去，如果有人寄给了你一份备忘录而你想保存下来，你大概会：


	印个3份；

	至少收进2个牛皮纸档案夹，放入档案柜；

	把备用的1份放进活页夹，以防万一。



今天，那份备忘录大概是以电子邮件的形式寄送，而你只要将它存入总文件夹，便可抛诸脑后。如果之后你要找这封电子邮件，只要打相关的关键词让计算机搜寻即可，存盘在哪里并不重要，搜寻就可以找得到。

事实上，你甚至不必将信息归档到你个人的计算机里。当前计算机业的发烧话题是“云端运算”，基本上，这表示服务和软件工具，可以透过网络浏览器提供给你。你不必把信息存进你的计算机，而是可以存在云端，然后使用任何可以上网的装置，随时取用。

搜寻信息是新整理方法的基础。前几代的方法花了许多时间与心思，去研发信息储存系统，让人可以在需要时重新取得相关信息。大致说来，这些方法和系统如今都已过时。只要善用科技，你现在应该可以依照以下原则来整理你的生活：用电子形式储存的信息，你绝对都可以搜寻到。


“你把那封电子邮件存在哪个档案夹或文件夹，其实无关紧要。事实上，我认为你根本不必把邮件存入文件夹，只要利用一些总文件夹，就可以整理你计算机里所有的档案。在计算机执行搜寻，就能找到你需要的电子邮件或档案，所需时间大概和你把椅子推到档案柜的时间差不多。就算备忘录并非以电子邮件寄来的，你也可以加以扫瞄，把数字文件存入计算机或云端，需要时再搜寻即可。换句话说：要在信息时代生存与茁壮，就要懂得搜寻。”

——梅瑞尔




只记必须记住的东西


搜寻的便利性，已大幅改变了你应该采取的整理方式，无论在事业或生活方面皆然。我们可以将搜寻分为两种类型：
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	桌面——也就是使用你计算机操作系统中内建的搜寻工具。你也可以使用免费的Google桌面搜寻工具（desktop.google.com
 ）。使用了这些工具，你把档案存到哪里都没关系。你甚至可以乱无章法、随意地储存档案，因为之后只要使用搜寻功能就能找到。

	网络——也就是使用Google等搜索引擎，在任何连上因特网的服务器或计算机上，寻找你所需要的信息。Google等公司已成长为市值数十亿美元的大型企业，所凭借的就是提供免费、无所不包的搜寻功能，而你应学习如何充分利用这些世界级搜索引擎提供的一切功能。



既然找到信息在今天比以往更为容易，因此要让生活有条理的关键挑战，也有所转变。你的整理术不必再选择性地思考该储存哪些东西、用什么方式储存，反而必须依两种不同的活动来建构：

筛选——判断哪些信息要记在脑海，哪些信息最好以电子方式储存，供日后搜寻之用。

复习——经常修订和唤起记忆，让你不可不知的重要信息，能够鲜活生动地留在脑海。


一定要把大块分成小口


一套符合今日环境的整理术，必须是一个符合下面要求的搜索引擎：


	依照你的目标来设定筛选标准，会挑出与目标相关的信息，存入你的系统之中。其他信息一律排除，避免信息超载。

	掌握了重要的信息之后，接着你就得加以判断：这是你必须记在脑中的东西，还是你想放在手边，有需要时再搜寻的信息。

	那些你不需要记在脑中的信息，就可以存在云端或计算机里。这不需要复杂的筛选或分类方法，以后有需要时再搜寻即可。你甚至可以把信息整理成电子邮件寄给自己，储存在收件箱里供日后搜寻。

	对于你需要必须记在脑中的信息，就必须把它分解成较小、较易记忆的部分，以便个别处理。

	接下来要每星期安排一段时间（如有必要也可以每天），专门用来回顾及唤起你不可不知的关键信息。反复地复习信息，一方面能让你更专注于目标之上，一方面也能增添你的信心，相信自己日后在必要时一定能想起这个信息。




每周排出时间来回顾关键实据


你每天或每星期都该投入一些时间，专门用来回顾与目标相关的关键信息，而这些信息是否为数字形式并不重要。在你把一切信息精简成你不可不知、或必须谨记在心的少数几项实据之后，要排出固定时间来重温这些内容，并真正专注在这些事情上。要记住你必须谨记在心的事，除了复习别无他法。定期且持续地回顾重要信息，会让你觉得更有条理，也更能记住必须谨记在心的事，所以要贯彻到底，确实做到。
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提醒自己，世上没有完美的方法


在现今，要在以纸张记录信息和用数字形式储存数据之间求取平衡，最主要取决于个人喜好。会影响这个决定的因素有很多，所以请别以为自己得等到设计出完美的方法之后，才开始行动，世界上没有那种东西。你反而必须认清，你个人的整理术永远是“正在发展中”。最重要的目标是要不断找出瓶颈何在，并随时想出新的方法来突破那些限制。

纸张适合用于下列这些情况：


	你想把脑中的事物挪出并记录下来，以免自己忘掉某个想法；

	你在脑力激荡，要找出解决问题的办法——无论是单独一人或集体构思；

	你想要消化详尽的信息，而且能够在空白处做笔记；

	你收到重要的财务相关信息，必须归档以备运用于税务等方面；

	你握有的是难以替代的法律文件；

	你想实时地快速记下一些事情，但手边没有计算机。



然而在以下这些情况之下，纸张就比较不适合了：


	文件太多没有空间存放，也无法替你的文件制作索引，以便在需要时可以检索；

	你不知道未来在什么时候或什么地方，会需要复制那份文件；

	你所收到的是必须和他人分享的信息；

	你很注重环保。



当然，还有各式各样综合运用的可能方法。你可能会保留文件的纸本，但也储存电子文件备用。也别忘了，数字档案本身也是利弊互见。你可能把所有数据都存在磁盘片，结果发现磁盘片已经被淘汰了。DVD也可能被随身碟或其他更好的储存工具取代。要避免这个问题，你可以运用www.getdropbox.com
 等网站的工具，把数据存在云端。

如果你觉得，你很难为你个人的整理术，在纸张与数字之间取得平衡，欢迎你成为我们的一员。目前大家都陷在这个过渡时期之中，各种各样的既有系统都还有人在应用。就连最死忠的科技狂也不得不承认，有时纸张才是上上之选。同时，如果你始终抱持鸵鸟心态，不懂得善用不断推出的先进数字科技，似乎也不是什么明智的做法。


“我写这本书不是为了告诉你，何时该用数字装置来代替纸张、何时不该，这个决定只有你可以作。我提出的论点更为开阔，就是当你在作这些决定时，别忘了你选取这些信息的目标和目的。要去判断，你最可能在什么时候会需要这些信息、会如何使用、需要保留多久，以及你可能会想和谁分享。接着就要想出一套合理、便于使用的方法，使自己可以持续运用。如果你真的想提升效率，就要挑战自己长久以来整理所接触信息的方式，并且敞开心胸，接纳新的整理方法。”

——梅瑞尔




尽可能应用你已经熟悉的工具


要将你搜集到的所有数字信息，都聚集在同一个地方，这样你才能在需要的时候，找到你想找的东西。要做到这点，最好也最实际的方式，就是运用你已经非常熟悉的一种工具：电子邮件。尤其，你应该将你的电子邮件转变成一段可以搜寻的历史，详载你的项目、兴趣和个人喜好。那么你该怎么做呢？


	上mail.google.com
 ，注册免费的Gmail账号。就算你有公司的电子邮件账号，还是应该另外申请个人的电子邮件账号。Gmail是绝佳的邮件整合工具，也是非常好的平台，可用来组合及储存数字信息。

	Gmail的储存空间相当大（2010年有几GB，未来有可能继续扩增），所以你应该打算永远保留你的电子邮件讯息。其实，你可以利用Gmail来创造可搜寻的历史，记载你读过和做过的一切事物。

	养成习惯把有趣的文章用电子邮件寄给自己，并在主旨键入有助于唤起记忆的关键词。你也应该透过你的Gmail账号，收发所有电子邮件。

	Gmail没有文件夹，所以每一封信都会留在你的收件箱。Gmail可以让你替每一封电子邮件加上标签，这样你便可以区分及浏览和特定标签有关的电子邮件。你也可以在Gmail上设定，让特定对象寄来的邮件，自动贴上你默认的标签。

	你可以在Gmail设定筛选器——也就是会自动应用于你的电子邮件的规则。学会如何综合运用标签和筛选器，你就能设定并追踪你的待办事项表、寄给自己未来重要事项的“提醒信”，还可以追踪自己是在何时收到重要的文件等。Gmail甚至还有一项功能，可以在阅读电子邮件时加注黄色星号或旗帜，作为视觉提示，一看到就知道接下来该做什么事情。借由将所有个人活动及所搜集到的数据，都集中于Gmail，可以让你做到几件重要的事情。其一是，所有数字的信息皆已集中，因此你只需要到一个地方去找你想找的东西。其次，你的整理术不再仰赖特定机器。你的数据存在云端，如果你的家用或办公室计算机的硬盘故障，你也不必手忙脚乱地重建数据。所有数据都完好如初、安全无虞。




“Gmail是近乎理想的平台，可用来整理你生活及工作上的所有信息。Gmail使用容易，而且拥有近乎无限的储存空间；它让你得以迅速搜寻多年来的讯息；它可以整理各种各样的信息，包括工作事项、在网络上随机搜集到的信息、重要文件及联络人等，让你可以随时取用那些信息。此外，Gmail的页面干净利落，正符合我对界面的喜好。Gmail的广告不会突兀，有助你专注于手边的信息和工作。你甚至不必更改电子邮件账号就能使用，Gmail可以让你轻松将其他电子邮件账号合并到一个账号之中。况且它还是免费的，所以，你还在等什么？”

——梅瑞尔




替数字信息加上关键词，方便日后搜寻


一旦你习惯了用电子邮件来整合所有数字信息，你就会开始花更多心力去思考，如何提升搜寻电子邮件的效率。有个最好的办法就是，在寄给自己的信件主旨上，加上关键词。如果你寄给自己一份重要文件的PDF文件，记得加上个关键词。如果你看到有趣的网页，把网页复制起来，用电子邮件寄给自己。在整理的时候加上关键词，日后在搜寻时就会更容易找到。

此外，你也可以考虑将以下3种工具纳入你个人的整理术：

1．Google日历

Google日历（google.com/calendar
 ）是一套在线行事历管理系统，可以搜寻也可以分享。你可以采取各种方式来运用Google日历，提升个人的生产力：


	你可以登记所有新安排的约会，或是接受其他人的邀约，并让这些约会自动新增到你的行事历上。

	你可以在约会上加上注记或条目，之后就可以迅速、轻松地搜寻这些注记来寻找。

	你可以设定重要约会的提醒，形式则可能是弹出窗口、手机简讯或电子邮件。

	你可以用Google日历，发布即将到来的活动、发出邀请并且自动追踪响应。



你可以将你的行事历分享给其他人，这样别人就会知道你何时有空可以安排约会，何时没空。你甚至可以同时设定多个行事历，一个记录工作上的约会、一个记录个人的活动，第三个则记录要和另一半或家人共度的活动。Google日历使得这些行事历运用起来既简单又方便。


“Google日历能够有效协调由许多人参与的活动，如团队或团体活动。你孩子的足球队可以在共享的Google日历上张贴赛程，如果你是Google日历的使用者，就可以将赛程表加入你Google日历的行事历中，这样所有比赛都会显示在你Google日历的主窗口中。就算你没有使用Google日历（虽然我希望你现在至少已经在考虑了），只要点网页链接，也可以在你的浏览器上看到那张赛程表。”

——梅瑞尔



同样地，要让Google日历之类的工具发挥最大效果，就要将所有行事历都整合到这一个地方。当你或其他人在行事历中加上约会，你可以在该约会上加注，让自己了解相关背景。注记内容可以包括会议的主题和目标、会有哪些人参加，以及其他与会者的背景等。如果你聪明又善于整理，你还会将你想在会议中使用的所有其他信息，加进会议注记中。如果你在和具影响力的人会面时，能在对话中，不经意地提及对方的个人兴趣、配偶名字甚至生日，就能提高对方给你正面响应的可能性。只要使用Google日历来追踪你的约会，以上种种都有可能发生。

2．Google文件

Google文件可以让任何人使用任何一种网络浏览器，来建立文件、电子表格、简报和表格等。建立了新文件创造之后，任何你邀请来参与的对象，都可以和你协同作业。

这种工具有种绝佳的运用方式：


	在开会时，可将内容打成Google文件的文本文件，当作是笔记。

	给予每一位与会者编辑权限，这样也能留下他们的电子邮件账号，以利后续作业。

	如果会议室有投影机可以使用，就连上投影机，让每个人都能在撰写笔记的同时看到内容。如果没有投影机，与会者也可以在笔记撰写的时候，从他们个人的笔记本电脑实时看到内容。

	现场就可进行修改及澄清。



以这种方式利用科技，每个人都能一起撰写会议纪录，也都能跟上当前讨论的话题。因为每个人都能随时随地存取同样的信息，所以Google文件自然可用来整理及管理大型项目。

Google文件也有助于留存往后你可能会要使用的在线信息。多数人会把自己想再看的网页加入书签，但时间一久，那么多书签就会变得一团乱。你也很难将你在笔记本电脑、家庭计算机和公司计算机的书签同步更新。使用同步服务（如www.xmarks.com
 ）固然可以做到这点，但没过多久，书签列表往往会变得庞杂，效用便大打折扣。要留存在线信息，比较好的办法是把网页复制，贴在Google文件的文件上，然后用电子邮件寄给自己。在做这件事的同时，可以加上有助于日后搜寻的关键词。

3．Google阅读器

Google阅读器（www.google.com
 /reader）是一种运用简易联合供稿机制（RSS）的阅读器。实务上来说，RSS是一套标准化的系统，只要网页、博客文章或新闻头条更新，就会立刻通知你。与其定期造访网站去看有什么新内容，不如订阅RSS，再用Google阅读器掌握新信息。在Google阅读器中的文章都有附上链接，只要点一下，就可以链到完整的文章或对象了。


“因为信息对于生活能否有条理，有着至关重要的影响，所以我鼓励你开始考虑建立你自己的平台，也就是你自己的一套方法，来整理不断在增加的信息。你现正使用的平台哪里不合用？在哪些方面受到限制？在哪些方面可以改进？我不是要你完全照我的方法去做。但依我看来，前述的平台最适合我们大脑的实际运作方式，也最适合我们今天所处环境的实际运作方式。在你开始使用的同时，最好也要改变你对搜寻的看法，因为搜寻对于整理信息至关重要。搜寻不应只是用来找别人张贴在因特网上的东西，还应该整合到你运用手中信息所做的每一件事之中。要在事前就把搜寻纳入考虑，不要事后才想到要用搜寻的方式。有需要什么，就去搜寻，就比较不会杂乱无章。毕竟，搜寻是生存的必要元素。”

——梅瑞尔





第3部分　根据21世纪的挑战来整理生活　
英文



主要观念

要在今天做到条理井然，最好尽量减少会让你分心的事物。别想要在工作与生活之间达成理想的平衡，因为那是不可能的。反之，要将你的生活和工作整合在一起，这样就能让自己的精力和脑力完全发挥。在这方面，要记住3项关键原则：
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支持概念


做注记，以便之后转换情境


每当你原本专注于一个主题上，后来心思转移到另一件截然不同的事情上，就是在转换情境。只要情境转换了，你的大脑就会设法将短期记忆里的东西移到长期记忆，挪出空间给新的信息。这对大脑来说是很辛苦的，因此在转换几次情境之后，你就会觉得心力交瘁。要解决这个困扰，就要在你的行事历中整合进许多注记，这样只要转换情境，都可以马上开始进行。你的注记能让你快速且有效地进入状态，不会坐在那里思量自己要讨论什么事情。

如果能尽量排除令你分心的事物，也会有所帮助。必须专心时，就把电话关掉；只在休息时间检查电子邮件，不要每次收件夹通知有新进邮件就去查看。找出经常冒出而害你分心的事物，把它们彻底排除。


将情境类似的事务合在一起


另一项有用的策略是，将情境相同的事务集合起来，一并处理。在你规划一天行程时，尽量将情境类似的会议接续安排，不要强迫心智一直换档。当然，不是每次都可以这么做，但如果可以选择，尽量将情境类似的会议排在一起。而情境较单纯的会议，可以排在比较晚的时间，那时你的精神可能比较疲惫了。

要小心，不要毁了自己提升效率的努力。与其一直查看新进的电子邮件，不如将电子邮件设置成，必须手动按接收／传送的按钮，这样便可全神贯注于你正在做的事情上，需要休息一下时再去查看。同理，如果你的工作环境是在小隔间里，同事可以随意走来走去，可以考虑放个写着“赶工中，请勿打扰”的牌子。把牌子放在显眼处，然后戴上耳塞或是用你的iPod听音乐，隔绝外面的噪音。在工作期间，要尽量避免不得不转换情境的状况。

一定要让大脑偶尔喘口气，你可以休息片刻，想想完全不一样的事情。这些休息时间可以提神醒脑、振奋精神，这样可以提高你的生产力，不会让你的生产力降低。真正的诀窍在于，要把休息时间当作达成杰出工作成果的奖赏，而不是用休息来完全逃避工作。


把工作和生活整合在一起


许多整理术都在谈论，如何长久取得“工作与生活的平衡”。这通常是代表想要少一点工作、多一点生活。在现今高度竞争的世界，其实没有办法这样。比较理想且实际的目标是，想办法将你的工作和你的生活合而为一，既能减轻压力，又能提高生产力。换句话说，应该努力让你的工作和兴趣同步。要怎么做到呢？


	别再把工作和生活，视为可以完全分开来的两件事，它们是分不开的。要接受现实：有时你必须做很多工作，有时你可以尽情玩乐。两者可以共存于你的行程表之中，不是彼此排斥的。

	建立能让你整合生活与工作中各个重要事项的行事历，让大家视各自的需求去存取，不要刻意在工作和生活之间画出界线。

	当工作比较空闲的时候，就在工作时间之中排出个人的时间。利用这个机会为自己充电，工作起来会更省时省力。

	要乐于在必要情况下，在工作时间之外处理公事。设法把你该做的事情分成适当的小部分，排到反正没做什么事的空档时间。

	度假的时候，要作决定——你要查看讯息，还是要把工作完全抛开？无论你作何决定，都要让别人知道，并依此去做规划。

	如果你必须赴国外出差，一定要安排足够的时间去运动、休息，以及和家人联系。

	每天都要安排时间，把一些事物从脑子里取出，放进你的信息留存系统。

	巨大且出乎预料的挑战将会偶尔冒出来，要务实地看待。要预料到，自己会因为压力而犯错，所以就饶了自己吧。在艰难困顿时，加强筛选就变得很重要，这样你才不会无力招架。压力高涨时，要运用你所构思出的工具，来处理信息超载的状况。




“我提供了21项整理原则，有些可能很适合你运用，有些则没那么好用。无论如何，我想要鼓励你，现在就把这些原则应用到你的生活上，至少应用其中几项，看看哪些最符合你当前面对的挑战。当然，并非我的每一项整理原则，都适用于你面临的每一项挑战。但我敢说，至少有一些会在特定时间，符合你特定的挑战。整理你的生活，让自己有空间充分体验生活。没错，要有条理，并且让生活保持井然有序，需要付出心力。但我可以保证，你的付出绝对值得。”

——梅瑞尔





MAIN IDEA





中文



Today's world is fast-paced and information-saturated. To keep your head above water, you need an organizational system that will handle the endless stream of information that gets thrown at you, integrate the tasks you need to get done and allow you to focus on the challenges that will confront you every day. In other words, you need an organizational system that takes full advantage of available technology rather than one developed for bygone eras when paper to-do lists were all that were required.

Forget about looking for a one-size-fits-all organizational system-it doesn't exist. Instead, you have to develop your own system to meet all the unique twists and demands you face in your life and career. As you do that, there are 21 organizational principles that may provide some useful clues. These principles are worth considering because they are:


	Aligned with the way your brain actually works, as opposed to the way you wish your brain worked in an ideal world.

	Based around the concept of using technology in smart ways to help you get better organized.

	Realistic and scalable, that means they can handle the sheer volume of stuff that gets thrown at you every day.



Disorganization always causes stress. The way forward is to use these 21 Principles of Organization to develop a system that works for you. The more organized you can become, it stands to reason that you will feel more successful and ultimately less stressed.



Part 1　How You Think　
中文



Main Idea

It makes good sense to align your personal organization system with the way you think. If you don't do this, you inadvertently end up sabotaging your best efforts to move ahead.

Supporting Ideas

The eleven principles that help you do this are:
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Your life is chock full of items that are all clamoring for your attention. Regardless of whether you realize it or not, your attention is constantly wandering from one thing to another to still something else. Information is washing over you all the time, so don't even try to take notice of everything you come across. Instead, you should try to organize your life in ways that minimize mental strain.


Organize your life so you minimize brain strain



"Believe it or not, the way our brains work is one of the biggest challenges we face in getting organized. Honestly, I'm not here to give you rules. Rules are meant to restrict you. My principles are simply meant to suggest new ideas, options, and tools, so you can design systems for organizing that work for you."

—Douglas Merrill



The biggest cause of brain strain arises when we try to decide what to memorize and what to forget. The human brain is very good at noticing things but very poor at memorizing. Paying attention to what's happening around you was developed as a survival mechanism first and foremost, and we are on alert all the time, whether we realize it or not. When you notice something, it goes into your short-term memory. If you then do nothing further, that memory will get overwritten by something new. Your short-term memory can hold between five and nine things at any one time. One of the main keys in any system for getting better organized is to figure out ways to effectively get things out of your short-term memory and safely stored somewhere secure you can access in the future. If you can work towards putting in place systems that will make this happen consistently well, then you will automatically feel less stressed. You will suffer less brain strain and accordingly feel more productive.


Get stuff out of your head as fast as possible


This should be the focal point of any organizational system. The more rapidly you can get stuff out of your short-term memory and into a search able database somewhere, the better organized you will be. Smart people have known this for ages.


"A reporter was out for a walk with Albert Einstein and asked for Einstein's phone number, in case there were any follow-up questions. Einstein readily agreed to give it, walked over to a pay phone, picked up the phone book, looked up his number, and read it to the reporter. In response to the reporter's astonishment, Einstein said something like，'Why remember my number, when it's in the phone book? 'Yes, I doubt the story's true too. But it's funny. And it illustrates the need to get stuff out of your head so you can focus on what's important."

—Douglas Merrill




Don't even try to multitask-it's less efficient


Everyone today tries to multitask, but the human brain is just not cut out to do this. Very simply, when you multitask, you interfere with the brain's capacity to put information into short-term memory. Regardless of how you try to justify it, multitasking makes you less efficient.

To remember something, you have to transfer it from your short-term memory to your long-term memory. This is called "encoding" by cognitive scientists who study this process. Most people attempt to encode a fact by repeating it over and over-scientists call this "rehearsal." To get better organized, you need a more efficient way of doing this, because rehearsing things over and over is slow and is prone to all kinds of potential problems that crop up as well.


Use stories to remember important things


It turns out that if you associate a story with a piece of information, you stand a much improved chance of being able to recall it later on. A memorable story can act as a vivid key for retrieving facts from your long-term memory later on. This is because facts in and of themselves are usually dry and boring, whereas stories have color, action, characters, sights and emotions attached. The brain is highly proficient at remembering mental pictures that are attached to stories. Or put another way, great stories put facts into context.


"By definition, being organized requires having bits of information stored in a useful order. Putting these bits into order requires encoding them and recalling them correctly. Your brain wants to recall information not as bits and chunks, but as stories. Thus, finding ways to embed facts into stories is essential to becoming better organized."

—Douglas Merrill



If you can think ahead a little and anticipate what you'll want to do with a specific piece of information before you try to encode it into your long-term memory, you can embed that piece of information into an appropriate story. This is the ideal to work towards, although in practice you can't always forecast with precision what stories will fit your future circumstances. For now, just keep in mind that vivid stories enable later recall and give information context that makes it easier to recall that same information later on.


Look for new and better ways to get things done


In addition to the short-term memory and long-term memory transfers the human brain does, there is also one other thing brains don't like. Too many choices, whether big or small, can quickly overwhelm us and cause us to revert back to our original "default setting" choices-even if those decisions were made many years ago in entirely different circumstances.


"That's why it's so important to develop organizational systems to compensate for the limitations of our brain. The organizational methods we develop should challenge our assumptions about what we do and why we do it；emphasize the importance of filtering out what's not important and focus on what is；and take advantage of the best tools-whether they are paper or digital-for each job given the rapidly changing demands, and possibilities, of today's world. For example, I'd argue that a lot of information we've traditionally tried to store in our brains can be outsourced to the Internet."

—Douglas Merrill




Knowledge is not power-sharing knowledge is



"From an organizational standpoint, everything in our world is wrong. The way in which our work structures are organized is wrong. There's never enough time to do everything we're convinced we must do. We feel left-handed in a right-handed world. At best, we feel disorganized. At worst, defeated."

—Douglas Merrill



To illustrate:


	Why do we work 9-5 Monday to Friday in a 40-hour workweek? This came from the Industrial Revolution, when people started working in factories that had to run efficiently during set hours. So if you don't in fact work in a factory today, why do you still keep to the 40-hour workweek idea when this generates traffic gridlock and stress?

	Why do schools still have summer vacations? These were introduced so the children of farmers could help harvest crops. If you don't actually grow crops, however, wouldn't it be better to have your kids on holiday when everyone else is at school so all the places you want to go will be less crowded?

	Cars were first developed to offer people the freedom to travel wherever they wanted whenever they wanted. Why then do we all spend so much wasted time sitting in traffic jams, not to mention the problems of dependency on foreign oil and global warming?



In just the same way that society really isn't organized efficiently, the way everyone thinks about knowledge has also changed and evolved. At one time, knowledge was power. If you knew something, you had a genuine competitive advantage, and everyone was working to enrich their own "unique" know-how. But today, you'll be far more successful and less stressed as well if you share knowledge rather than trying to hoard it. A network effect comes into play. When one person knows something, he can use his best efforts to apply that knowledge. However, if you have a room full of smart people who are willing to pool and share their knowledge, what the group can achieve will be highly impressive. In today's world, it's in the sharing of knowledge that power grows exponentially rather than in the hoarding of it.


Organize around actual, not assumed constraints


All of us have constraints that are specific to us individually and that can prevent us from being organized and successful. These constraints may be:


	Physical-imposed by our actual limitations.

	Psychological-inherited from others we consider influential.

	Dictated-by society's norms.



To become better organized, you have to increase your own ability to look at constraints realistically. You need to increase your ability to figure out which of your constraints are real and which of your constraints are only assumed. It's important to know the difference so:


	You can avoid wasting time and energy attempting to overcome a constraint that isn't even real.

	You can avoid wasting time energy on things that aren't even remotely likely to yield positive results because a real constraint dictates that something is physically impossible.




Be honest with yourself but not judgmental


All of us are comparatively poor at figuring out what our actual constraints are because we're too close to the forest to see the trees. Or in other words, our constraints seem so real and final that it's hard to objectively evaluate our capacities or our environment all that realistically. This is why it's worthwhile to ask others for help in getting an objective assessment of what your real constraints are. 　Honest feedback on what your actual constraints are can come from people like:


	Your coworkers, peers or supervisors.

	Your boss or your subordinates who report to you.

	Your close friends, colleagues and mentors.

	Your spouse.




Know when you should ignore constraints


Once you've dug a little deeper and identified what your constraints are, you then decide which of these constraints you're going to work around and which you're going to accept at face value.

For example, regardless of how you organize your life, you'll never have more than 24 hours to work with every day or seven days in a week. Eventually, your time will run out, and that's a stone-hard certain constraint on what you will achieve. If you stress about these constraints, you won't be able to think rationally and you'll make the situations you face even worse.


"Identifying and organizing around your constraints, however, isn't without some risk. It's possible to give them too much thought and weight. Even if your constraints are real and beyond your control, that doesn't mean you should give up on the task at hand. When you do that, you don't leave space for new ideas, experiences, and outcomes. But how do you know when to ignore a constraint? You weight it against your assets, such as your skills, available resources, and the help you can get from others. You also take into consideration the risks: What's the worst thing that can happen if you ignore a constraint? When you think about it, fear is probably the biggest one we face. More often than not, fear is a constraint best ignored."

—Douglas Merrill




Know where you're going and how you'll get there


Goals are the flip side of constraints. When you have a clearly defined destination where you want to head, then you have a framework around which you can organize your information. You have criteria by which you can evaluate what's important and what's not. It becomes much easier to become better organized when you know exactly what you're trying to achieve. In fact, the more specific you are about your goals, the easier it becomes to achieve what you want, and the easier it becomes to measure your progress. The metrics you should use to evaluate your success or lack thereof also become obvious and clear.

Determining your goals generally comes down to figuring out the answers to three or four basic questions:


	What is it that I really want to achieve-at the expense of all other possibilities?

	Why do I need to achieve this?

	What will be the consequences if I do not achieve my goal?

	What are the actions I need to take to make this happen?




Be flexible about how you achieve your goals


Once you know where you want to head, it's helpful if you can also be a little bit flexible about those specific outcomes. The advantage of doing this is that if your Plan A doesn't work out quite as planned, you'll be open to finding alternative routes for achieving what you want to do.

It's also helpful if once you've thought through your goals and constraints, you pause and clear your mind before getting to work. This is a good time for both a reality check and reading what your gut instincts are telling you. The key questions you need to think about at this stage are:


	Will achieving my goal be worth all the effort I will have to put in to get there?

	Who can I delegate some of the necessary elements to?

	Who should I ask for help in achieving my goals?



When you're making big plans, there will be lots of decisions you have to make. All of us are generally not very good at making decisions for a whole range of reasons. To compensate for this, some strategies you could try are:


	Talk with someone whose opinions you value. Bounce your idea off them and ask them to identify any constraints you've over-looked. Ask them also if they can see any faulty logic you're using or personal biases that are coloring your decision. See whether or not they reinforce your decision.

	Visualize what it will be like to realize your goal. Live with that visualization for a while and decide whether it feels right.

	Do some research and gather more facts. Does additional data make your decision look better or worse?

	Make a list of the advantages and disadvantages of your idea. Prioritize your list in order of importance.

	Commit your logic to paper and leave it for a few days. Then reread what you've written and try to challenge your assumptions. Let your subconscious mind work away in the background to come p with better suggestions or to highlight drawbacks you've given too little weight to when making your initial decisions.





Part 2　Tips, Techniques and Strategies　
中文



Main Idea

Today, there are some amazing tools available that can help keep you organized-including smart phones, cloud computing and more. You have to keep on discovering new and better ways to use these tools as part of your organizational efforts. The seven principles that apply in this area are:
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Supporting Ideas


Don't organize information-learn to search for it


Back in the good old days, if someone sent you a memo you wanted to keep, you would probably:


	Make three copies of it.

	File it in at least two Manila folders in your filing cabinet.

	Put a back-up copy in a ring binder just in case.



Today, the memo would probably come as an e-mail. All you need to do is put that e-mail into a high-level folder and forget about it. If you need to find that e-mail at a later time, you can do an electronic search for the keywords involved. And no matter where it's filed, search will find it.

In fact, you don't even have to file information on your own computer. The hot topic in the computer industry at present is "cloud computing." In essence, this means services and software tools can be delivered to you via a Web browser. Rather than storing information on your computer, you can store it in the cloud and then access it at any time using any device that connects to the Internet.

Searching for information is the foundation of new organizational methods. Much time and thought in previous generations went into developing information storage systems that would allow relevant stuff to be retrieved when required. By and large, all these methodologies and systems are now outdated. By leveraging what technology does well, you should now be organizing your life around the principle that it's always feasible to search for the information you have stored away electronically.


"It doesn't matter in which file or folder you put that e-mail. In fact, I'd argue you don't need to put e-mail into folders at all and that you can use just a few high-level folders to organize all your computer files. A search on your computer will find the e-mail or the file you need, probably in the time it would take you to roll your chair over to the filing cabinet. Even if a memo didn't arrive as an e-mail, you can scan it, keep the digital file on your computer or in the cloud, and search for it when you need it. In other words: Search is what we need to survive and thrive in the information age."

—Douglas Merrill




Only keep in your head what must be there


The availability of search has dramatically altered the way you should organize yourself, both professionally and personally. Search can be divided into two categories:

fit
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	Desktop-is where you use the search tools that are part of the operating system software for your computer. You can also use the free Google desktop search utility（desktop.google.com
 ）.By using these tools, it doesn't matter where you drop files. You can be as disorganized or haphazard as you want with how you store files because you will be able to find them later on using search.

	Web-is using Google or other search engines to find the pieces of information you need anywhere on any server or computer connected to the Internet. Google and other companies have grown into large multi-billion-dollar enterprises on the strength of offering free, comprehensive search functions, and you should learn how to get the most from everything these world-class search engines offer.



It stands to reason that if finding information is easier today than ever before, then the central challenge of feeling organized has changed. Instead of selectively figuring out what you need to save and how to do that, your organizational system needs to be structured around two different activities:

Filtering-deciding what information you need to keep in your head and what information is better left to electronic storage for later searching. Repetition-revising and refreshing on a regular basis to keep the vital chunks of information you must know fresh and vibrant in your mind.
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Always break big chunks into small bites


A good organizational system for today will essentially be an information engine as shown below:


	You set up filters based on your goals. Information that relates to those goals gets picked up on and stored in your system. Everything else gets turned away so you avoid information overload.

	Once you get vital information to hand, you then make a judgment call about whether this is stuff you need to memorize or whether it's information you want to have at hand to find when required.

	The information you don't have to commit to memory can be stored either in the cloud or on your computer. No complex filing or classification system is required-you can search for it later on as and when the need arises. You can even put the information into an e-mail you send to yourself that can then be stored in your email archives for later searching.

	What you do need to memorize you then break down into smaller, more manageable chunks that can then be tackled individually.

	You then have a set time each week-or daily if necessary-that is dedicated specifically to reviewing and refreshing the key information you need to know. Reviewing information over and over enhances your focus at the same time as it builds your confidence that you'll be able to recall this information when required.




Set aside time each week to review key facts


You should dedicate a little time each day or week to review the key information that relates to your goals. Whether you have that information in digital format or not doesn't matter. Once you've whittled everything down to the few facts you absolutely need to know or need to keep at the front of your mind, have a set time where you can go over this material and really focus on it. There is no substitute for repetition when it comes to remembering what you need. Going through vital information on a regular and consistent basis will always make you feel more organized and more successful, so follow through and make this happen.


Remind yourself that there are no perfect systems


Hitting the right balance between what you keep on paper these days and what you store in digital format will come down to personal preferences more than anything else. There are a number of factors that will come into the equation, so don't think you have to wait until you devise the perfect system to get underway. There is no such thing. Instead, you've got to acknowledge that your personal organizational system is always going to be a work in progress. The main thing to aim for is to consistently identify where the choke points are and then figure out new ways all the time to work around those restrictions.

Paper is good when:


	You want to get stuff out of your head and recorded before you for-get an idea.

	You're brainstorming solutions to problems-either by yourself or in a group setting.

	You want to digest detailed information and have the ability to write notes in the margin.

	You receive important financial information that needs to be archived for tax or other purposes.

	You have a legal document that would be difficult if not impossible to replace.

	You want to make quick notes on the fly and you're nowhere near a computer.



Paper becomes a disadvantage however whenever:


	You get so much of it that you run out of storage space and the ability to index your paper so you can retrieve it on demand.

	You don't know when or where you will need to reproduce that piece of paper in the future.

	You receive information you need to share with others.

	When you care about protecting the environment.



Of course all kinds of hybrid possibilities also exist. You might keep paper copies of documents on file but also store electronic versions somewhere as a backup. And keep in mind that digital files have their strong points and drawbacks as well. You might store all your data on floppy disks only to find they become extinct. DVDs might get superceded by flash drive storage or something better. To get around this, you can store your data in the cloud using something like www.getdropbox.com
 for example.

If you feel like you're struggling to hit a good balance between paper and digital for your own organizational system, welcome to the club. Everyone is caught up in this transition at the moment. All kinds of legacy systems are still in the loop here as well. Even the most ardent technophile will admit that there are times paper is best. At the same time, if you stick your head in the sand and fail to take advantage of all the advances in digital technology that are coming out, that doesn't seem very smart either.


"I'm not here to tell you when you should and shouldn't use paper over a digital device. That's a decision only you can make. My larger point here is that when you do make these decisions, keep in mind your goals and objectives for the information. Determine when you'll most likely need the information, how you'll use it, how long you'll need to keep it, and whom you might want to share it with. Then come up with a logical, convenient system you can stick to. If you truly want to be more efficient, challenge the ways you've been organizing the information in your world and open yourself up to new ways of doing it."

—Douglas Merrill




Use the tools you already know wherever possible


You want all the digital information you gather to accumulate in one place so you can search for what you want when you want it. The best and most practical way to do this is by using a tool with which you are already familiar-e-mail. In particular, you should turn your e-mail into a searchable history that's all about your projects, your interests and your personal preferences.

So how do you do this?


	Sign up for a free Gmail account at mail.google.com
 . Even if you have e-mail at work, you should have your own personal e-mail address separate from your work e-mail address. Gmail is an excellent e-mail aggregator and a very good scaffold to use for assembling and storing digital information.

	Gmail has a large storage capacity-several gigabytes circa 2010 and likely to keep increasing in the future-so you should plan on keeping your e-mail messages forever. In effect, you can use Gmail to create a searchable history of everything you've ever read and everything you've ever done.

	Get into the habit of e-mailing interesting articles to yourself. Add keywords in the subject line that will help jog your memory. You should also route all your e-mail through your Gmail account.

	Gmail doesn't have folders, so you can leave everything in your inbox. Gmail allows you to create labels for each e-mail. You can then sort and visually scan messages that relate to the specific label you're looking for. You can also set up Gmail so that any e-mail from a specific person is automatically labeled the way you want.

	You can set up filters in Gmail-rules that automatically get applied to your e-mail. By learning how to use labels and filters together, you can set up and keep track of your to-do lists, you can send yourself reminders for important upcoming events, you can keep track of when you've received important stuff and much, much more. Gmail even has a feature where you can add a yellow star or a flag to your e-mail when you read it to provide a visual cue that you need to be following up on something.



By concentrating all of your personal activities and data gathering around Gmail, you achieve several important things. One is that everything digital is centralized so you have a single place to look for what you want. The other is that your organizational system becomes machine independent. Your data is stored in the cloud. If your home or office machine has a hard disk failure, you're not scrambling to restore that data. Everything is always intact and safe.


"Gmail is a nearly ideal scaffold for organizing all the information of your personal and work life. It's easy to use, and it has virtually unlimited storage. Gmail allows you to search years of messages quickly. It can organize lots of different types of information-including tasks, random bits of data gathered online, important documents and contacts-so you can access that information at any time. And the Gmail page is neat and clean, which appeals to my interface preferences. The ads are unobtrusive, which helps you stay mentally focused on the information and tasks at hand. You can try it without even having to change your e-mail address. Gmail lets you consolidate e-mail accounts easily into one account, too. And it's free, so what's stopping you? "

—Douglas Merrill




Add keywords to digital information to find it later


Once you get used to the idea of using e-mail to consolidate all your digital information, you'll start giving more thought to how you can boost the efficiency of that searching. One of the best ways to do that is to add keywords to the subject line of stuff you e-mail to yourself. If you send yourself a PDF copy of an important document, add a keyword. If you see an interesting Web page, make a copy of it and e-mail it to yourself. By adding keywords as you go along, you'll make it much easier to find that stuff when you search for it later on.

There are also three other tools that you should consider using as part of your personal organizational system:

1．Google Calendar

Google Calendar（google. com/calendar）is an online calendaring sys-tem that you can search and share. You can use GCal to do all sorts of things that will increase and enhance your personal productivity:


	You can add all your appointments or accept appointment invitations from other people and have these automatically added to your calendar.

	You can add notes or calendar entries to appointments. You can then search these notes quickly and easily to find something.

	You can set up alerts for important appointments. These alerts can come to you as pop-ups, as text messages to your cell phone or as e-mail messages.

	You can use GCal to announce upcoming events, send out invitations and track responses automatically.

	You can share your calendar with other people so they can tell when you'll be available for appointments and when you won't. You can even set up multiple calendars-one for your work appointments, another for your personal events and a third for events you need to schedule with your spouse or family members. GCal makes maintaining these calendars simple and convenient.




"GCal is an efficient way to co ordinate activities that include a lot of people, like team or group events. Your kid's soccer team could post its game schedule in a shared GCal calendar. If you're a GCal user, you could then add that calendar to your set of GCal calendars so that all the games would show up on your master GCal view. And even if you don't use GCal（although I hope by now you're at least considering it），you can just follow a Web link to view the calendar in your browser."

—Douglas Merrill



Again, the power of something like GCal comes from the fact that it becomes the single place you consolidate all your scheduling. As you or others add appointments to your schedule, you can add notes to the appointment that will provide context. These notes might include the topic and goals of the meeting, who the other people attending the meeting will be, some background on these people and so forth. If you're smart and well organized, you will also insert into meeting notes all the little pieces of additional information you want to use during the meeting. If you meet with someone influential and casually work into the conversation details about their personal interests, their spouse's name or even their birthday, you increase the possibility that they will respond positively. All of this is feasible and possible when you use Google Calendar to keep track of your appointments.

2．Google Docs

Google Docs allows anyone to generate documents, spreadsheets, presentations and forms using any Web browser. Once the new document has been created, anyone else you invite to participate can then collaborate with you.

Here's a great way you can use this tool:


	When you're sitting in a meeting, take notes by typing into a Google Docs text file.

	Give editing access to everyone who is at the meeting-which means you capture their e-mail address for follow-up.

	If a conference room projector is available, connect to that and let everyone see the meeting notes as they are being created. Alternatively, if there is no projector, people can follow the notes from their own laptops as they are being created in real time.

	Corrections and clarifications can be made on the spot.



By using technology this way, everyone participates in creating the meeting record and everyone stays up to play with what is being discussed. Google Docs can be used to organize and manage large projects as well, because everyone has access to the same information anytime anywhere.

Google Docs is also helpful in capturing the online information you may want to use later on. Most people bookmark Web pages they want to return to, but over time, multiple bookmarks get very messy. It's also hard to synchronize the bookmarks you may make on your laptop, your home computer and your work computer. It is possible to use a synchronization service（www.xmarks.com
 ）to do this, but after a while, bookmark lists tend to become so large that they become unhelpful. A better approach to capturing online information is to paste a copy of the Web page into a Google Docs document and email it to yourself. As you do this, you can add keywords that will help you search for it later on.

3．Google Reader

Google Reader（www.google.com
 /reader）is a feed aggregator using Really Simple Syndication（RSS）.In practical terms, RSS is a standardized system that alerts you whenever a Website, blog post or news headline has been updated. Instead of having to visit Websites regularly to see what's new, you can subscribe to their RSS feeds and then use Google Reader to catch up. Articles that show up on Google Reader have links embedded, so with a single click, you can go to the full article or item.


"Because information is so essential to being organized, I encourage you to start thinking about building your own scaffolds, or your own system for organizing your always-expanding building of information. How do the scaffolds you're using today fail you? In what ways are they limited? What could they do better? I'm not here to tell you to do everything my way. But in my opinion, the scaffolds I've written about are best suited for the way our brains, and the world we live in today, really work. While you're at it, it helps to change how you think about search too, because of how important it is to organizing our information. Search shouldn't be something you do just to find stuff other people have posted on the Internet. Search should be integrated into everything you do with your own information as well. Try to make search a forethought, not an afterthought. When you need it, search for it. You'll be less frantic and confused. After all, search is oxygen."

—Douglas Merrill





Part 3　Organizing Around 21st Century Challenges　
中文



Main Idea

To get organized today, you'd better get good at minimizing distractions. Don't try to hit an ideal work-life balance, because it can't be done. Instead, integrate your life and your work together so you can tap into your full energy and brainpower. The three key principles to remember in this area are:

[image: 46]


Supporting Ideas


Take notes so you can change contexts later on


Whenever you're concentrating on one subject and then your mind turns to something entirely different, you're changing contexts. Whenever you shift contexts, your brain tries to shift whatever is in short-term memory into long-term memory to make room for new information. That's hard work for the brain, and therefore after a few changes of context, you can feel mentally exhausted. To try and offset this, integrate lots of notes into your calendar, so that as you shift contexts, you have a flying start. Your notes will get you up to speed quickly and efficiently rather than sitting around wondering what you're supposed to be discussing.

It also helps if you eliminate distractions as far as possible. Turn your phone off when you need to focus. Check your e-mail only during breaks rather than getting notified each time a new piece of e-mail arrives in your inbox. Look for distractions that crop up frequently and work to eliminate them entirely.


Group tasks with similar contexts


The other strategy you can apply to help is to group together tasks that have a shared context and handle them all at once. As you plan your day, try to schedule meetings that have a similar context back to back rather than forcing your mind to mentally shift gears over and over. Admittedly, this is not always feasible, but if you do have options, try to group meetings with similar contexts together. And you might try to save the meetings with easier contexts for later in the day when you're more likely to be mentally tired.

Be careful not to sabotage your own efforts to be more productive. Instead of checking for new e-mail constantly, you might set up your e-mail so you have to manually hit the Send/Receive button. That way you can concentrate on what you're doing exclusively and then check your e-mail when you need a break. And in a similar vein, if you work in a cubicle where your coworkers come and go as they please, you might consider putting up a sign that reads: "DO NOT DISTURB-ON DEADLINE." Put it in plain sight and then pop in some earplugs or listen to music on your iPod so you drown out background noise. Do all you can to avoid any involuntary context shifts you might be forced to make during your workday.

By all means rest your brain occasionally by taking a break and thinking about something entirely different. These breaks can be quite refreshing and invigorating. They can make you more productive rather than less productive. The real trick is to set up these breaks as rewards for good work accomplished rather than as ways you can avoid doing work altogether.


Integrate your work with your life


Lots of organizational systems talk about achieving a sustainable "work-life balance." This is usually code for wanting to work less and live more. In today's highly competitive world, this isn't really an option. A better and more realistic aim would be to find ways to integrate your work with your life in ways that reduce stress and boost your productivity. In other words, aim to sync what you do with what you like as frequently as possible.

How can you do that?


	Stop seeing work and life as two separate things that fit neatly into compartments. They aren't. Accept the fact that sometimes you'll have to work a lot and other times you'll be able to play a lot. Both can coexist within your schedule rather than being mutually exclusive.

	Set up calendars that allow you to integrate your life with your work requirements. Let people access them according to their needs rather than setting up artificial boundaries between work and life.

	Block out personal time from your workday when work is slower. Use this as an opportunity to recharge your batteries. You'll work smarter that way.

	Be perfectly happy to take care of business after hours if the need arises. Try to schedule what you must do in small chunks you fit in during what would be dead time anyway.

	When on vacation, make a decision-will you check for messages or make the world go away? Whatever you decide, let others know and then plan accordingly.

	If you have to make international trips for your work, schedule enough time in for exercise, rest and staying connected with your family.

	Make getting stuff out of your head and into your information capture system something you schedule every day.

	Be realistic about the fact that huge and unexpected challenges will crop up from time to time. Anticipate that you'll make mistakes because of the stress level, so cut yourself some slack. During difficult times, it's vital that you filter more intensively than usual so-don't become overwhelmed. Use the tools you've developed to handle information overload during periods of intense stress.




"I've offered 21 principles of organization. Some may make perfect sense for you；others, not so much. Whatever the case, I'd like to encourage you now to try applying at least a few of these principles to your life, to see which ones are best suited for the challenges you might currently be facing. Granted, not all my principles of organization will apply to every challenge you face. But I'll bet at least some of them will be relevant to certain challenges at certain times. Organizing your life frees you up to fully experience your life. Yes, it takes work to be organized, and to stay organized. But the reward is well worth the effort, I promise."

—Douglas Merrill
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