

别再看时间的脸色


Time Management from the Inside Out

The Foolproof System for Taking Control of Your Schedule and Your Life
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Key Words关键词


时间管理（Time Management）


彼得·德鲁克曾说：“时间是最稀有的资源，除非有效管理时间，否则无法管理其他资源。”成功学大师柯维(Stephen R. Covey)提出，时间管理发展至今已经进入第4代。第1代主张利用便条、便利贴与备忘录等，随时提醒自己有哪些待办事项。第2阶段提倡使用行事历与工作清单，着重时间的规划与筹备，了解应该在何时进行哪件工作。第3阶段认为，应该列出各项工作的优先级并且控制运行时间，也就是说重要的事情要先做，并且使用进度表追踪执行状况。第4阶段强调的是提升生活的时间管理，认为管理时间是为了不让自己变成机器一般，照着时间表运转，最重要的目标是要找出时间“创造幸福”与“实现自我”。

以下介绍几个广为人知的原则中，有关时间管理的内容。

（一）墨菲定律（Murphy's Law）：1. 任何事情都不像表面上看起来那样简单。2. 每件事情做起来花费的时间，都会比原来想象的要多。

（二）帕列托法则（Pareto's Law，就是著名的80/20法则）：做事只要掌握关键少数，就可以完成大多数的工作。

（三）丘吉尔原则（Churchill Principle）：1. 快速阅读，2. 用一页的篇幅陈述重点(Tell me key-point in one page.)。

（四）帕金森定律（Parkinson's Law）：1. 一般人总会把工作拖延到期限的最后一刻才完成，2. 工作时间愈充裕，工作进度就愈缓慢。

（五）贾琪华德定律（Jakie Ward Law）：先做不喜欢的工作，可以消除恐惧、避免痛苦、减轻压力、减少疲累、身心愉快，并且节省时间。


记事本（Daily Planner）


使用记事本，是时间管理最普遍、最有效的方法。不论要选用万用记事簿还是电子记事本，都应该包括下列几项要素：1. 当日行程表；2. 重要联络人的联络数据；3. 一个星期的计划表。日本经济学家野口悠纪雄设计出一种称为“超整理手帐”的特殊记事本，先拿几张A4的纸对折再对折，然后把这几张A4纸堆栈装订起来，每格代表一周的行程表或是笔记。使用这样的记事本有下列几项好处：1. 可以自行用计算机设计格式并且打印使用。2. 方便规划长期的行程，展开后可以一次看见4周的行程表，如果把两张行事历用可撕胶带黏起来，就可以安排8周的行程，在日本甚至推出了3到4张A4大小的内页。3. 方便备份与存盘。由于使用的是A4规格，很容易就可以影印备份，在使用完毕之后也可以用市面上各种档案夹存盘。4. 体积轻薄，方便携带。基本单位是一张纸，可以视需要随时增添或减少，不必一次携带整年份的行程。



Main Idea





中文



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

2. Analyze

3. Strategize

4. Attack

S　Sort tasks by category

P　Purge whatever you can

A　Assign a home to tasks

C　Containerize—Set time limits

E　Equalize—Refine your schedule

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

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


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

—Julie Morgenstern





5分钟摘要





英文



扎实又有专业水平的时间管理方法，其实是个反复循环的回馈回路，这个回馈回路是由下列4个阶段组成的：
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1. 了解障碍

2. 分析自己

3. 拟定策略

4. 采取行动

S　把工作分类

P　尽力排除令人分心的事

A　订出各项工作时段

C　收整——设定期限

E　调校——调整行程表

要彻底做好时间管理，目标是要设计出一套完全符合自己需求的方法，用这套方法妥善安排时间。就因为每个人都是独特的，因此管理时间的方法，没有绝对“正确”或“错误”。针对自己量身订做的时间管理方法，反而会让人觉得自在愉快，因为这套方法能够给人效率十足的感觉。

评量时间管理成功与否的真正标准，不在于达成了多少工作成果，而在于自己对自己时间使用状况的评价。在时间运用上找到适当平衡，每天就会充满生气，而且会对自己的人生与工作感到满意。


“不论是空间配置或时间安排，要做到 ‘井井有条’，就是要做好准备，也就是在心里要有把握，相信自己可以面对生活中遇到的各种机会、干扰或是突发事件。我们生活的环境既复杂又快速，充满了无限的机会与可能。只要培养出良好的时间管理技巧，不会不知所措，反而乐在其中。这时你会很清楚自己该怎么抉择，而且思路清晰、注意力集中，准备好迎向人生。”

——茱莉·摩根斯坦





Learn　
中文



Main Idea

Obstacles to good time management come in three varieties:


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

	External realities—environmental problems beyond your direct control.

	Psychological obstacles—the hidden, internal habits that can sabotage your attempts.



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

Supporting Ideas

Technical Errors

Common technical errors in time management include:


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

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

	Being unrealistic and not allowing enough time

	Being unable to delegate a task to someone else

	Approaching a simple task in an overcomplicated way

	Failing to remember everything you need to do

	Trying to work in a disorganized physical workspace



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

External Realities

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


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

	Health problems

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

	Being forced to work in an environment where there are many interruptions and distractions

	Having a disorganized partner—professional or personal



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

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

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

Psychological Obstacles

The most common mental blocks to achieving more are:


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

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

	You hate having downtime—and therefore you keep your mind cluttered and your schedule tightly packed.

	You're so busy trying to help other people that you ignore important areas in your own life.

	You're afraid to fail—therefore, you blame others or your circumstances instead.

	You don't feel worthy of success.

	You're afraid of upsetting the status quo.

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

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

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



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

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


Key Thoughts

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

—Julie Morgenstern





了解障碍　
英文



主要观念

有3大障碍，会造成我们无法妥善管理时间。这3大障碍分别是：


	技术不良——缺乏必要的时间管理技能与技术。

	外在现实——个人无法控制的环境问题。

	心理障碍——潜藏在内心的习惯，这些习惯会减损企图心。



只要能够了解自己所面临的障碍属于哪一种，改善的方法通常会自然浮现。

支持概念

技术不良

时间管理技术不良，通常会出现下列几种状况：


	没有安排特定时间进行某几项工作，造成这些工作持续延宕

	把特定工作安排在不恰当的时间进行——例如，试图在自己精神不济的时候，从事必须聚精会神的工作

	不切实际，分配到特定工作上的时间不够充足

	未能把工作分派给其他人负责

	简单的工作却运用过于复杂的方法

	无法记住自己所有的代办事项

	工作环境杂乱不堪



技术不良的状况通常很容易导正，事实上，只要明白自己有技术不良的问题，解决方法通常就会自然浮现。简单来说，只要了解自己技术不足，然后进行必要调整，各项工作就会步上轨道，接下来就能信心十足地向前迈进。

外在现实

下列几项外在现实，常常会降低时间管理方法的效能，这些外在现实包括：


	工作量过重——不论是自己加诸给自己的工作，还是别人指派的工作

	健康问题

	处于人生的过渡阶段——个人生活的转变、搬迁、开始新工作等

	被迫在充满干扰、会让人分心的环境中工作

	伙伴没有条理，包括工作上的伙伴与生活中的伴侣



外在现实跟技术不良的状况不同，是无法轻易导正的，因为通常牵涉到重大的障碍。而且从定义上来看，外在现实通常是超出个人控制范围的。

因此，要把外在现实对时间管理方法的影响减到最低，关键就是要顺应外在现实、找出解决方法。只要努力规划实用的解决方法，借由这种方式因应外在现实，就能找到办法向前迈进。

另外，你还要放自己一马。没有理由为了外在现实自责过深，反而应该认清现实，然后设法克服现实困难并且继续向前挺进。

心理障碍

心智上的阻碍会妨碍个人达成更高成就，最常见的阻碍有下列几项：


	目标与工作优先级不清楚、不明确——因此无法作出合理决策。

	喜欢把时间逼得很紧，因此非得等到迫在眉睫才会完成工作。

	讨厌无事一身轻——所以脑袋里总是挤满一大堆事，行程表总是满到不行。

	忙着努力帮助别人，却忽略了自己生命中重要的面向。

	害怕失败——因此会把失败怪罪给别人，或是归咎于自己的际遇。

	觉得自己没有资格成功。

	害怕改变现状。

	喜欢有事做的感觉，因此不论成果如何，只要工作完成了就会感到空虚。

	完美主义——无法分辨哪些工作值得自己投入大量精力，哪些工作无关紧要。

	害怕规划太详尽会扼杀自己的创意。



幸运的话，只要找出更好的方法，先改善处理技术不良这个问题，再处理外在现实这项障碍，就能够帮助自己消弭部分心理障碍。另外，只要弄清楚手边各项工作的内容与目的，也有助于化解这些心理障碍。

如果上述各种障碍仍然对自己造成困扰，试着找出造成困扰的确切原因。能够做到这一点，那么克服障碍的最好方法，通常会清楚浮现在眼前。


关键思维

“以我的观察，大家在时间管理上最常面临的一项障碍，就在于看待时间的方式。大多数人都把时间当作是无形的。同样是要把一团混乱整理到井然有序，空间收纳往往比时间管理来的容易，因为空间里的物品是具体可看见的。然而，整理时间跟整理空间其实没有什么差别。换句话说，就像我们必须把一定数量的物品，塞进橱柜有限的空间里一样，我们同样必须把各项工作，塞进空间有限的行程表里。每天的时间不是取之不尽、用之不竭的，只要能够这样想，时间就不再那么无形、那么难以捉摸。事实上，每天的时间就像是个容器一样，是个容纳空间有限的储存单位。”

——茱莉·摩根斯坦





Analyze　
中文



Main Idea

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


	What works well in your current time management system

	Your preferred choices in this field

	Your natural energy cycle and sources of personal energy

	Your personal big-picture goals



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

Supporting Ideas

Building On What Already Works Well

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

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

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

Your Time Management Preference

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


	Working / relaxing / exercising individually or with others

	A crowded schedule or an open, responsive schedule

	Predictability or spontaneity

	Tight deadlines or long lead times

	Working in silence or with background music

	Working with your head or working with your hands



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

Your Natural Energy Cycle—And Energy Sources

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

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

Big-Picture Goals

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

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

1. Express your lifetime goals

Write down what you want to achieve in the major areas:


	Work

	Family

	Self

	Finances

	Romance

	Friendship

	Knowledge

	Home

	Spirituality



If you have difficulty doing this, answer these questions:


	Where do I want my life to be 10 years from today?

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



2. Specify yearly activities that lead to those goals

For each lifetime goal, list the activities you can do in the coming year that will ultimately lead to achieving those goals. Note that these will change from year to year and anticipate this, but focus specifically on the next 12 months. What is it realistic for you to do within that period that will head you off in the direction of your lifetime goal?

There's no limit. List as many or as few yearly activities as you think appropriate for each lifetime goal. (And again, there's no right or wrong answer—just your own personal preference). And you will be revising this list frequently, so don't worry if you miss something important the first time through. It can be added later.

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

Major Life Category　Work

Big-Picture Goal　To have a rewarding career

12-Month Activities


	Learn new skills

	Network

	Update CV

	Apply for promotion

	Seek better job in new company



Major Life Category　
 Finances


Big-Picture Goal　To build my personal worth so I feel more secure

12-Month Activities


	Invest 20% of paycheck

	Read Wall Street Journal

	Join an investment club

	Watch CNN's Moneyline


	Pay bills by due date

	Pay off credit cards



Major Life Category　Community

Big-Picture Goal　To make a difference in the community I live in

12-Month Activities


	Do volunteer work

	Join a committee

	Help with fundraising

	Donate clothing

	Donate food to shelter

	Mentor a young kid

	Start a new business




Key Thoughts

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

—Julie Morgenstern

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

—Julie Morgenstern





分析自己　
英文



主要观念

要规划出个人专用的时间管理计划，必须清楚找出下列4项因素：


	目前使用的时间管理方法中，有哪些有效的做法

	自己偏好使用的时间管理方法

	个人精力的自然循环与能量来源

	个人的远程目标



弄清楚上述几项因素，就能够做好更充分的准备，根据过去成功的做法规划时间管理方法，不会漫无目的胡乱规划。

支持概念

从目前有效的方法出发

在自己目前管理时间的方法之中，或许有些做法有待改进（或者可能所有做法都得改进），不过，总会有几个做法对自己来说是有效的。只要花点时间记下这些有效的做法，就可以开始思考要怎么在生活其他层面，扩大运用并加强这些技能。

这个步骤不会太困难，只要花点时间，实际分析自己目前各种有效的时间管理方法，就可以做到。要把分析结果记录下来，这样才能帮助自己整理想法。即便是微不足道的小技巧，或许都值得运用在生活中其他更重要的面向上。

另外也可以借由反向操作的方法，增加这个步骤的价值。记下目前时间管理方法中行不通的做法，接下来开始仔细谨慎地观察，自己必须排除哪些活动，才能提升生产力。

惯用的时间管理方法

既然时间管理的方法因人而异，因此应该依个人的偏好规划方法。思考自己偏好用什么方法进行下列几活动：


	工作／放松／运动时，喜欢自己一个人还是跟其他人一起

	安排行程表习惯排满，还是喜欢排松，留有余裕

	喜欢周详计划还是临时起意

	喜欢压缩工作完成期限，还是预留很长的前置作业时间

	喜欢在宁静的环境中工作，还是习惯播放音乐

	喜欢动脑想还是习惯动手做



你可以继续列出更多项目，但是只要花时间找出并记下时间管理方法中，自己最喜欢的几项基本特质，就可以依循这些准则管理时间，不必靠一些笼统模糊的条件。

个人精力的自然循环与能量来源

有些人在早上工作最有效率，有些人则是愈夜愈起劲。这无所谓对错，只是个人偏好不同而已。只要找出自己工作最有效率的时间，就会知道该怎么运用自己专用的时间管理方法，安排时间进行重要工作。

另外还要想想自己最喜欢用什么方法提振精神。有些人喜欢做运动，有人偏好睡午觉，还有些人喜欢吃点零食或是做些其他的事情。清楚找出对自己最有效的提神方法，并且记录下来。同样地，个人化的时间管理方法，应该在适当的时段加进上述活动。

个人的远程目标

能够清楚看见自己的远程目标，就不会受到日常杂务的干扰，能够超越混乱的状况，准确地朝生活与事业的目标前进。

要清楚理出远程目标，流程并不复杂，只需要经过下列两个步骤：

1. 陈述自己的人生目标

记下自己在以下几个人生重要的领域之中，希望达成的目标：


	工作

	家庭

	自我

	理财

	爱情

	友情

	知识

	家居

	心灵



如果没办法记下这些目标，可以问自己以下2个问题：


	我希望10年后的生活会是怎么样？

	我现在可以朝哪一个目标努力？（之后又可以朝哪些目标努力？）



2. 根据远程目标，明确订出每年要进行的活动

针对每一项人生目标，列出自己在未来一年可以进行的工作，让自己最后能够达成上述人生目标。要注意的是，工作项目每年都会改变，要有这样的心理准备，但是只要把心力完全放在未来12个月上就可以了。问自己这个问题：在未来一年的时间里，实际上能够做些什么，让自己能够朝着人生目标前进？

这没有一定的做法，只要针对每项人生目标列出每年要进行的活动，项目多也好，项目少也无所谓。（再次强调，没有绝对正确或是错误的做法，完全看个人的偏好。）你会经常修改这份工作清单，因此就算刚开始漏掉了什么重要项目，也不必担心，以后都可以再补齐。

要规划个人的目标图表，可以参考下列范例：

重要的人生领域　工作

远程目标　建立美好职涯，实现个人抱负

下一年要进行的活动


	学习新技能

	建立人脉

	更新履历表

	寻求升迁机会

	寻找更好的新工作



重要的人生领域　理财

远程目标　累积个人资产，让自己有安全感

下一年要进行的活动


	用20%的薪水进行投资

	阅读《华尔街日报》

	参加投资研究的社团

	收看CNN的节目《钱线》

	准时缴款

	清偿卡债



重要的人生领域　小区

远程目标　提升小区质量

下一年要进行的活动


	担任志工

	加入小区委员会

	协助募款

	捐出旧衣服

	捐赠食物给收容所

	指导后进

	开创新事业




关键思维

“要彻底做好时间管理，就是要为自己量身订做行程表，找出自己重视的事项，并且根据个人独特的需求与目标，把各项工作安排到行程表上。另外就是要让自己在每一天结束时，都能够深深感到满足。”

——茱莉·摩根斯坦

“时间管理是‘自我提升’的极致表现，因为时间管理是成功的基础，能够帮助你达成各个人生面向的目标。”

——茱莉·摩根斯坦





Strategize　
中文



Main Idea

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

1. Develop a time map that hits the right balance between your various priorities
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2. Select a daily planner that works for you

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

Supporting Ideas

Developing a Time Map

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

To make the best use of a time map:

1. Find your current starting point

Try keeping an accurate time map for a couple of weeks. Write down how you actually spend your time each hour, or even every half hour if you prefer. At the end of the week, total how much time you've actually spent working towards each 12-month activity.

Note that you may already be doubling up—that is, some of your present activities may count towards two different 12-month activities. If so, that's great. Ideally, the more you can double up like that, the better. At this point, however, just make certain you have an accurate picture of where your time currently gets applied.

2. Create your new ideal time map

Start with a blank time map for the next week, and your person-al goal chart. What you want to do now is block out time zones where you can be working on tasks that lead towards your 12-month activities. The challenge will then be to gradually and regularly come up with better and better ways to increase the size of the blocks of time set aside for productive activities.

Note that your ideal time map needs to cover all your waking hours. Your objective is to create a balanced time map that allocates time to the tasks you feel are most important, and which will provide the greatest personal value.

It's important at this stage to avoid ambiguity. Be specific and concise. Make your ideal time map as full or as loose as you prefer. As usual, there are no rigid guidelines in this. You're free to do whatever you prefer.

Once you've come up with a time map that accurately reflects your big-picture goals and your personal preferences, try it out for a week or two. Then come back and make adjustments. Look for opportunities to multitask or layer two activities simultaneously. That's a smart approach to managing your time.

Anticipate that you won't get this right the first time you attempt it, so be patient. Keep on refining your time map until you arrive at something that makes sense for your specific situation. And don't forget to schedule the most important activities and tasks at times when your personal energy level is highest.

Once you develop some expertise in time mapping, you can start to add polish and enhancements. Gradually, you'll begin to differentiate between "must do" and "nice to do" activities. Over successive generations of time maps, you can gradually work at expanding the amount of time allocated to the "must do" activities and tasks.

Selecting a Daily Planner That Works For You

A good daily planner:


	Is an extension of your personality

	Fits your own preferences

	Can be customized however you want

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



There are four types of planners available:


	Wall or desk calendars

	Paper based planners

	Computer programs that run on a PC

	Handheld electronic planners



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

Paper-based planners:


	Don't require that you learn a software package

	Allow you to use writing—which is natural and easy

	Are rugged and don't require batteries

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

	Can be stored for future reference easily and permanently

	Can't do searches on a keyword or phrase very easily

	Can be bulky

	Can't be easily backed up for security purposes

	Can't be accessed by other people (like a secretary) very easily or productively



Digital planners:


	Can perform keyword searches easily

	Allow data to be grouped and rearranged infinitely

	Can be backed up easily and reliably

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

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

	Are not as quick as a pen and paper

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



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

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

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

To get the most from your planner:


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

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

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




Key Thoughts

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

—Julie Morgenstern

"We all have so much we want to do, and it's hard to keep track of time. Achieving balance means dividing your time into the right proportions for you. To make sure you leave enough time for the activities that support your personal big-picture goals, you will need to have a Time Map, that is, a schedule template that helps you achieve your ideal balance. The Time Map is simply a visual diagram of your daily, weekly and monthly schedule."

—Julie Morgenstern

"Time management is not a stagnant process. It is a constant interaction between you, your goals and the constantly changing rhythms and tempos of life. Life is full of surprises, and the ride can be fun if you have a plan and a way to react and adapt."

—Julie Morgenstern

"When you implement the techniques of time management from the inside out, at first it will feel like work. At some point, though, you will notice that your time is under control and you are working towards goals that are meaningful to you—and achieving them. You will pick up momentum, and begin to feel full of confidence and in love with your life. This is the true meaning of success, and you should celebrate it!"

—Julie Morgenstern

"Being organized, whether with your space or time, is all about being ready."

—Julie Morgenstern





拟定策略　
英文



主要观念

订出远程目标，并且列出12个月内要进行的活动之后，就可以规划理想的行程表与时间管理工具，让自己能够持续进行各项工作。要做到这一点，可以采用下列两种方法：

1. 规划“时间地图”，在各项优先事项中找到适当的平衡。
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2. 选择合用的记事本。

这个步骤的重点是，分配每天要进行各项工作的时间，累积工作成果，达成自己12个月内要进行的活动事项。

支持概念

规划时间地图

时间地图就是显示时间运用状况的书面记录，分门别类记录自己在特定工作上，运用了多少时间。汇整时间地图，就能追踪自己在每年要进行的活动上，投入多少时间，也就能借此判断自己为了达成远程目标，投入了多少时间。

要善用时间地图，可以采用下列几个方法

1. 了解目前使用时间的状况

试着确实记录几个星期的时间地图。记下自己每个小时各是怎么运用的，如果你愿意的话，甚至可以记录每半小时的运用状况。在一星期结束之后，总计自己实际花了多少时间，在12个月内要进行的活动上。

要注意自己有些活动可能已经创造双倍的效果，也就是说目前进行的部分活动，可能同时符合两项12个月内要进行的活动。如果真的是这样，那就再好不过了。理想上，这种有双倍效果的活动愈多愈好。然而在这个阶段，只要确定自己确实了解时间运用的状况就可以了。

2. 打造理想的新时间地图

先准备一份未来一周的空白时间地图，还有个人的目标表。接下来就要规划出几个时段，用这几个时段从事12个月内要进行的活动。接下来的挑战是，要随着时间定期想出更有效的方式，拉长这些时段的时间，进行有实效的活动。

要注意的是，时间地图必须涵括睡觉以外的所有时间。规划时间地图的目标是要均衡配置时间，把时间分配在自己觉得最重要的工作，以及能够为自己带来最大个人价值的工作上。

在这个阶段，很重要的一点是要避免时间规划模糊不清，一定要清楚扼要。每个人可以依照个人的偏好，决定自己喜欢的时间地图是要紧凑还是要宽松。同样地，这也没有严格的准则，可以完全依个人偏好决定。

根据远程目标与个人偏好，规划出适切的时间地图之后，就可以试着执行一、两个星期，然后再回过头来进行调整。找机会多任务作业，或是同时从事两项活动，这会是个明智管理时间的方法。

要有心理准备，不会在第一次规划时间地图就成功，所以要有耐心。不断调整自己的时间地图，直到时间地图完全符合自己个人的情况为止。另外不要忘了要把最重要的活动，安排在自己精神状态最佳的时间进行。

在规划时间地图有了一些心得之后，就可以开始改善与强化时间地图。你会逐渐开始分辨出什么是“必须进行”的活动，什么又是“能够加分”的活动。使用过几个版本的时间地图之后，就渐渐可以分配更多时间，从事必须进行的活动与工作。

选择合用的记事本

合适的记事本具有以下几项特色：


	是自己个人特质的延伸

	符合个人偏好

	可以按照自己希望的方式调整

	是自己时间管理方法中，每天都会运用到的要角



目前市面上可以买到的记事本，有下列4种类型：


	挂历或是桌历

	纸版记事本

	用个人计算机执行的软件包

	手持的电子记事本



同样地，应该使用哪种类型的记事本，没有一定的规则，全看自己用起来顺不顺手。然而重要的是，不管选择哪一种，只能用一本记事本。如果想要使用一本以上的记事本，那么大小事很快就会乱成一团。

纸版的记事本具有以下几项特点：


	不必另外学习软件包的使用方法

	可以用手写的方式记事，自然又方便

	耐用、不需要电池

	方便翻页，可以用来检讨与比较

	方便长期保存，以供未来参考

	不方便进行关键词或关键词搜寻

	可能很占空间

	不方便备份，有遗失风险

	无法方便快速地供其他人（例如秘书）取用



数字记事本有以下几项特点：


	方便用关键词查询

	可以无限次进行数据分类与重新整理

	备份方便而可靠

	必要可以在网络上使用，方便其他人（例如秘书）取用与更新

	每次只能浏览到屏幕上的内容，造成使用者有时不容易看到整体状况

	记事不像纸笔那么快

	对于喜欢看到、摸到实体的人来说，使用困难



换句话说，上述两种记事本各有利弊。在考虑要选择哪种记事方法最合用的同时，还要一并考虑其他外在因素。甚至在你决定采用某一种记事本之后，还是要面临一连串的抉择，例如要采用一天一页、一周一页，还是一个月一页的记事本。

同样地，重点是要找到最符合自己需求与偏好的方法，并且好好善用这套方法。决定自己要采用的记事本种类之后，花些时间学习怎么使用这种记事本，还有各种使用窍门与惯用者的小技巧，大多数记事本都会提供这些窍门。

另外也可以试着依自己的喜好调整记事本，用不同于其他使用者惯用的方式使用记事本。换句话说，要发挥创意与想象力。

要充分发挥记事本的效用，可以采用下列几个方法：


	每项项目、每通电话、每个约会、每个人的联络方式与各项工作列表，都一定要记录在同一本记事本里，不能有例外，否则记事本就会过时无用。

	如果使用的是纸版的记事本，可以在待完成的工作上黏一张便利贴。这样一来，等到工作完成之后，就可以把便利贴撕掉，或者转贴在往后几天的页面上。

	记事本也可以当作文件的管理工具。把必须保留下来的档案一一归档，并在记事本里记下自己的待办事项与完成期限。有了合用的记事本跟几个档案夹，就可以把办公桌整理得干干净净。




关键思维

“要找到合用的记事本，最后还要记住一件事，那就是没有一种记事本是绝对完美的。你可以找到一本自己喜欢、热爱，而且会依赖的记事本，不过我从来没见过有哪一本记事本，是挑不出一、两个小毛病的。挑选一种自己真正喜爱的记事本，尽量依个人的喜好调整这本记事本，然后接受那些小缺点。这本记事本会是未来几年支持你、值得你信赖的好朋友，能够帮助你达成目标，实践人生。”

——茱莉·摩根斯坦

“每个人都有很多自己希望做到的事，而且要做好时间管理又很不容易。想要均衡分配时间，就要把时间画分成几个适切的时段。要确认自己有没有分配足够的时间，进行必要工作追求远程目标，就要使用时间地图，也就是一种行程表，这种行程表能够帮助你达成理想中均衡的时间配置。简单来说，时间地图就是反映你每日、每周与每月行程的图表。”

——茱莉·摩根斯坦

“时间管理不是固定流程，而是3项要素不断互动的状况，这3项要素是自己、目标，以及生活中持续变化的节奏与步调。生命中充满了各种意料之外的状况，只要有计划、有方法地因应与适应这些状况，这段过程可以非常有趣。”

——茱莉·摩根斯坦

“在运用彻底管理时间的技巧时，一开始会觉得时间管理好像是一项工作。不过，你会在某个时间发现，自己能够掌握时间，朝着自己重视的目标迈进，然后达成目标。你会获得动力，开始充满自信，并且热爱自己的生活。这就是成功的真义，值得你好好庆祝一番。”

——茱莉·摩根斯坦

“要做到井井有条，不管是空间收纳或时间管理，就是要做好准备。”

——茱莉·摩根斯坦





Attack　
中文



Main Idea

The final step involves a practical way to put your plans into action while still maintaining control and dealing with the day-to-day realities along the way.

This step uses the S-P-A-C-E formula:
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S—Sort potential tasks by category

P—Purge or eliminate whichever tasks add no value

A—Assign a home to every task you decide to schedule

C—Containerize tasks and keep them within the time allotted

E—Equalize your schedule—refine, maintain and adapt it

Supporting Ideas

On a daily basis, everyone faces an overwhelming number of choices of potential things to do. In addition to planned tasks and scheduled activities, distractions can come in the form of:


	Unexpected visitors who drop by

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

	Telephone calls

	The Internet

	Meetings with other people

	Books and magazines

	Sudden changes of thought

	An impulse to procrastinate

	The need to stretch, get some exercise or eat



Therefore, the main challenge of the attack step isn't to come up with more choices of things to do, but to superimpose your ideal time map on your actual life. In practical terms, that means deciding which tasks to focus on, which tasks to leave aside and how to go about generating some solid achievements aligned with the general direction of your big-picture goals.

You should always keep a copy of your time map close at hand. In fact, ideally, you want it to be visible at all times as a guide. That way, your time map will be a visible reminder of your schedule, your priorities and the ideal balance you'd like to realize. You may find it useful to post your time map on the wall near where you work, or carry it as an index card in your wallet or purse. Find a format for your time map that fits in with the way you work, and use that.

Also, keep in mind that while the attack step uses the S-P-A-C-E formula, in practice you can run through the entire formula very quickly. As you become increasingly familiar with this formula, using it will become almost instantaneous.

S　Sort tasks by category

For each task on your To-Do list, ask yourself:

1. Does this fit in with one of my chosen activities?

If the task is aligned with an activity, then it is leading to one of your big-picture goals and it should be carried out. If it's not aligned with one of your chosen activities, it should be eliminated quickly and decisively. (You'll be amazed at how many distractions you suddenly give yourself permission to turn down just by stopping and asking yourself about the value of each task that presents itself).

2. How long will this take me to carry out?

Most people fail to do this. They also avoid keeping close track of how long things actually take, and then wonder why they aren't achieving as much as they had expected. This is particularly true when someone else makes a request of you. If you can set some sort of boundary for how long you can spend with them on their request right at the outset, you stand a better chance of getting back on track.

To improve your ability to estimate time:


	Keep a detailed log for a week or so. Write down how long your tasks actually take, and use those as starting points for future estimates.

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

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

	Talk to people who have done something similar. Ask them how long you should allow.

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



Most people are surprised to learn how long things take in reality. Often, when people start tracking this, they discover part of the reason they've been feeling frustrated has been that they've been trying to schedule too many tasks into too little a time period. If this happens to you, it should be liberating and invigorating—and a definite invitation to develop your ability to create smart shortcuts, delegate more and master the art of saying no more frequently. In short, you'll be motivated to become a better time manager.

By the end of the sorting phase, you'll have the assurance that every task on your To-Do list fits in with your selected activities and is aligned with your big-picture goals. You'll also know where each activity should fit on your time map, and how long each task will realistically take.

Now, the next challenge is to cut down on all you have to do by eliminating the tasks that are of only marginal value in favor of the true high-value tasks.

P　Purge whatever you can

For every task on your list, ask yourself:

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

Everyone is familiar with the demands of juggling several roles simultaneously. That means that sometimes unimportant takes get onto your list. The best thing to do with these types of tasks is simply cross them off your list. If the flow-on effects of avoiding a task altogether are nil or marginal, don't bother doing it. Simply delete that task and make room for something important.

2. Is there some way I can streamline this task?

This is particularly good for routine and repetitive tasks. By investing a few hours in streamlining and developing shortcuts today, you can save significant amounts of time in the future.

How can you streamline tasks?


	Find steps that can be eliminated

	Create checklists for repetitive tasks

	Develop simple routines

	Prepare a workspace with everything close at hand

	Set up automatic payments

	Create templates and guides

	Hire someone else to do tasks for you

	Simplify your filing system



3. Can I realistically delegate this task to someone else?

The more you can delegate the better. Being able to delegate effectively is a key time management skill. Anything that is noncreative, repetitive, carried out on a regular basis or better done by someone else is an ideal candidate for delegating.

You can delegate a task to an expert, to an equal or to someone who is just starting out and who would benefit from the experience. Good delegation occurs at the high end (when you bring in an expert with specialist skills) and at the low end (when you bring in a low-cost temp to free up the time of skilled people).

To delegate successfully:

■Present the job accurately

Make certain the person to whom you're delegating understands exactly what the overall objective is. You may specify that they may use their own initiative so long as that objective is realized.

■Be available while the job is underway

That way, if guidance is required along the way, you can keep them on track. This can be in the form of regularly scheduled updates or casual meetings whenever required.

■Review and evaluate the result

Once the task is completed, review how the result matches your original objective. Don't worry about the marginal issues, or areas in which you would have done things differently yourself. Focus instead on how much time and effort you've just saved.

Ideally, by the time you complete the purge phase, you will have eliminated all the marginal value tasks. Your time will then be spent in areas where you add the most value.

A　Assign a home to tasks

For each task left on your To-Do list, ask yourself:

1. When am I going to do this task? Take out your planner and your time map and decide which time blocks will be assigned to which tasks. At first this will feel a little unnatural, and you may feel that everything should be done before you forget about it. Gradually, however, as you gain confidence in your ability to keep track of an expanding number of tasks, you'll get better and better at this part of time management.

Again, how you actually approach this will be a matter of personal preference. Some people plan their time right down to 15-minute increments, while others block out a period of time within which a number of similar tasks are completed. Experiment a little and find what feels most effective for you.

If you do like to group tasks together, try grouping them:


	By urgency—so that you'll get the highest priority tasks completed first and the less important tasks completed only if there's enough time available. That builds a tremendous sense of accomplishment.

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

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

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



If you're not sure of the best way to group your own tasks, experiment a little. You may come across some ideas that work exceptionally well for you.

2. Where am I going to do this task?

As well as assigning a time to each task, assign a space for each. You'll be pleasantly surprised how much more you'll accomplish simply by having every item in its place.

By the time you complete the assigning phase, you've put loads of thought into what you want to accomplish and when. You're now starting to establish a strong framework around which your personal and professional achievements can be built. Now you just need a way to manage any interruptions and stick to your schedule.

C　Containerize—Set time limits

To "containerize" means to keep tasks within the time allotted to each. Once you master this skill, you'll soon find yourself getting through your To-Do list in record time—generating a large daily dose of personal satisfaction.

There are three key things you do to containerize time:

1. Minimize interruptions and their impact If you respond immediately to interruptions, you end up neglecting your own plans and being pulled in many different directions. Therefore, before doing anything, at least postpone your response while you think through your options.

To minimize interruptions:


	Organize your workspace in a way that avoids eye contact with potential interruptions

	Establish visiting hours for people you work with

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

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

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

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



2. Conquer procrastination

Hopefully, by the time you've developed your big-picture goals, 12-month activities and time maps, your level of personal motivation will be so high that procrastination won't be an issue. If it is, try to find out why. For example:


	Are you simply delaying making a decision?

	Are you genuinely unprepared?

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

	Do you loath the tasks you need to do?

	Is this just a bad time for you?

	Do you work better with pressure, or without it?



Often, when you take the time to accurately identify the reason for your procrastination, the solution will become equally obvious.

3. Overcome perfectionism The best way to overcome the need to do everything perfectly is to schedule another task right after it. That way, you create a deadline, forcing you to make quicker decisions and limiting any tendency to endlessly refine things.

As you become better and better at time mapping, you'll get to know just how much time something should reasonably take in fine detail.

By the time you master the art of containerizing tasks, you're starting to get more accomplished than ever before.

E　Equalize—Refine your schedule

Time management is a dynamic rather than a static process. In other words, it will evolve over time as your personal preferences and priorities change. To "equalize" means to monitor your situation and make ongoing adjustments and enhancements.

To keep your time management system aligned with your professional and personal life:


	Monitor how you're doing each day Review your planner at least twice each day—normally at the beginning and end of each day. Update your time map, reprioritize your To-Do list and check your progress. Be brutally honest with yourself and improve your ability to forecast how long specific tasks are likely to take.

	Have a tune-up every two months Goals, priorities and interests change all the time. Your time map needs to change to reflect that. The best way to achieve this is to set aside some time every two months to rethink your big-picture goals, 12-month activities and time map. Similarly, if you've just gone through a major life or career change, take the time to realign your time management system with the new realities. Remember, it's your personal system, so you don't need anyone else's permission to change it to your heart's content.

	Adjust to the times of crisis that will arise If you're faced with a crisis, take a moment to think through how best to respond. Run through the S-P-A-C-E formula, and start putting some structure into all the new tasks that will suddenly confront you. Decide which routine tasks will be postponed while you deal with the crisis, and focus on the immediate challenges at hand. Without exception, you'll be better prepared to respond to a crisis if you've developed the discipline of a good time management system.

	Forgive yourself when you fail If you're setting yourself some challenging 12-month activities, you're not going to accomplish everything you hope for. But that's okay—it's just part of life. Don't dwell on what you have not achieved. Give yourself credit for everything you do accomplish, and move onwards from there. Good time management is a process, not a destination.

	Celebrate your successes Don't gloss over the chance to celebrate when you pull off something spectacular. Relish the feeling. Do something notable with the people you most like to be with. Have some fun. Not only will this bolster your self-esteem, but it will also generate a huge amount of motivation.




Key Thoughts

"Time management from the inside out is an extraordinary way to make the most of the life you have been given and enjoy every step along the way. So don't hold back on the sidelines any longer. Get out on the dance floor and dance! Give yourself permission to be who you are and go after your dreams. A wonderful, gratifying life awaits you."

—Julie Morgenstern





采取行动　
英文



主要观念

最后一个步骤是要把计划化为实际行动，同时还能掌握时间，并且处理每天会遇到的实际状况。

在这个步骤可以运用“SPACE”公式：

[image: no196-44C]


S——把待办的工作加以分类

P——排除不能创造价值的工作

A——为自己列入行程表的各项工作，订出工作时段

C——收整各项工作，在预定的时间内完成这些工作

E——调校行程表，也就是要调整、更新并且重新安排行程表

支持概念

每个人每天都要从多不胜数的事情中，决定要处理哪些待办事项。除了已经排定的工作与预定的活动之外，也可能出现各种会令人分心的事情，包括下列几种：


	不速之客突然造访

	每天收到的信件或是电子邮件

	电话

	网络

	跟他人会面

	书与杂志

	想法突然改变

	拖延的冲动

	想要伸展、运动或是吃东西



因此，在采取行动这个步骤，最主要挑战不是要找出更多待办事项，而是要把理想的时间地图实际应用在生活上。实务上来说，就是决定该把心力放在哪些工作上、要暂时搁置哪些工作，以及要怎么创造具体的成就，而且这些成就还必须符合自己追求远程目标的大方向。

应该要时时在手边摆一份时间地图。其实理想上，应该永远把时间地图摆在自己看得见的地方，当作指导方针。这样一来，只要看到时间地图，就会想起自己的行程表、优先事项，以及自己希望达成的最佳时间配置。把时间地图贴在办公桌旁边的墙面上，或是写成小卡片放在皮夹里随身携带，都很有帮助。找到符合自己工作需求的时间地图格式，并且善加利用。

另外要记住的是，要运用采取行动这个步骤里的S-P-A-C-E公式，其实可以用非常快速的方式从头到尾执行一遍。只要能够逐渐熟悉这个公式，使用起来会更得心应手。

S　把工作分类

在面对待办事项表上的每一项工作时，都要先问问自己下列几个问题：

1. 这项工作符不符合自己之前选择的活动？

如果这项工作符合其中一项活动，就能够帮助自己达成远程目标，应该要完成这项工作。如果这项工作不符合自己之前选择的活动，就应该快速果断地排开这项工作。（你会惊讶地发现，光是停下来问自己每项工作能够带来什么价值，竟然就能够让自己一下子排除掉很多令人分心的事。）

2. 完成这项工作会花多少时间？

大多数人都没有考虑到这一点，也没有仔细追踪这些工作实际耗费了多少时间，然后还一直想不透自己为什么没能完成预定的工作。这种状况在别人要你帮忙的时候特别明显。如果能够在别人一开口要你帮忙的时候，就设定好完成的时限，比较能够维持原有的工作进度。

要改善自己估计时间的能力，可以采用以下几种做法：


	花一周的时间详细记载时间日志。记下自己实际花在各项工作上的时间，运用这份日志作为未来时间估计的参考。

	追踪自己估计时间的状况。事先记下自己预计完成的时间，以及实际完成的时间，比较两者之间的差距。自己预估的时间，是否老是比实际完成时间少了一半？如果是，未来预估的时间就要加倍。

	试着挪出一段时间（比如半个小时），看看自己在这段时间内的进度如何。用这个经验法则来预测完成这项工作要花费多少时间。

	向其他曾经进行类似工作的对象请益，问问自己应该安排多少时间。

	多预留一些时间给那些会浪费时间的事情，这些事情是无法避免的，例如通勤的时间、准备的时间、思考工作的时间、收拾的时间，还有休息时间等。



多数人在了解自己实际花费多少时间进行工作之后，都会大感意外。通常只要开始追踪实际的时间运用状况，就会发现自己之所以感到气馁，就是因为自己试图在太短的时间里，安排太多项工作。如果你也出现这种状况，你应该感到释放又振奋，这绝对会鼓励你培养出时间管理的能力，想出聪明的窍门、把更多工作分派给别人，并且懂得经常拒绝别人的艺术。简单来说，你会有更强的动力，让自己更能妥善管理时间。

完成了工作分类这个阶段，就能够确保自己待办事项表上的每件工作，都符合自己之前选定的活动，也与远程目标一致，也会很清楚该把每项工作安排到时间地图中的哪个时段，以及每项工作实际上各会花费多少时间。

紧接着，下一个挑战就是要减少待办事项，排除那些价值不高的工作项目，保留真正能够创造高价值的项目。

P　尽力排除令人分心的事

在面对工作清单上的各项工作时，都要先问问自己下列几个问题：

1. 如果完全舍弃这项工作，会产生什么结果？

每个人对于同时扮演几个角色的经验都不陌生，也就是说，有时候工作清单上会出现不重要的工作。要处理这些无关紧要的工作，最好的办法就是直接删除这些工作。如果舍弃这项工作的后续效应是零或是微乎其微，那么根本不必费力进行这项工作，直接从工作清单上删除这项工作，把时间留给重要的工作。

2. 有没有办法简化这项工作？

在处理重复的例行公事时，更要好好思考这个问题。在今天花几个小时简化工作流程，规划简易做法，在未来就可以省下大量时间。

简化工作流程的方法有下列几项：


	找出可以省略的步骤

	设计检查表查核重复的工作

	规划简单的标准流程

	营造方便的工作环境，让自己可以随手取得各项工具

	设定自动付款

	订定范例与指南

	聘请助手帮忙

	简化归档方法



3. 把这项工作分派给其他人可不可行？

分派出去的工作愈多愈好。有效分派工作的能力，是一项重要的时间管理技能。只要是没有创意、重复、要定期进行，或是比较适合交给其他人负责的工作，都应该要分派出去。

工作可以分派给专家、同事或是新进人员，新进人员可以借此获得经验。适切的工作分派方式有两种，一种是分派给高阶的人员负责，例如具备专业技能的专家，另一种是分派给低阶的人员负责，例如薪资较低的临时雇员，让具备专业技能的人员有更多时间从事重要工作。

要能成功分派工作，必须做到下列几件事：

■确切说明工作内容

一定要让接下这项工作的人员，明确了解这项工作的整体目标。你可以明确表示，只要能够达成目标，对方可以自由运用自己的方法。

■在工作进行的过程中，要让对方能随时找到自己

这样如果在工作进行的过程中，对方有需要指导的地方，自己就能帮助对方保持工作进度，可行的方法包括定期报告进度，或是在必要时开会讨论等。

■检讨与评量成果

工作完成之后，就要检讨成果是不是符合自己原先设定的目标。不要在意一些枝微末节，也不要去想自己可能在哪些部分会采取不同做法，反而要注意自己省下了多少时间与努力。

理想上，结束了排除不必要工作这个阶段，就已经排开价值不高的工作，可以把时间用来创造最高价值。

A　订出各项工作时段

在面对待办事项表上各项其余的工作时，先问问自己下列几个问题：

1. 要在什么时候进行这项工作？

拿出记事本与时间地图，决定哪些工作要安排在哪些时段进行。一开始你会觉得有点不自然，你可能会觉得每项工作都应该在自己忘记之前完成才对。然而当你对于自己的能力愈来愈有信心，相信自己可以掌握更多项工作，你就会愈来愈懂得怎么运行时间管理中的这个步骤。

同样地，要用什么方式实际执行这个步骤，也是依个人偏好而定。有些人规划时间会细分到每15分钟为单位，有些人则会拨出一个时段，在这段时间里完成几个相似的工作。尝试各种做法，看看哪种做法对自己最有效。

如果你喜欢把工作归到同一段时间里，可以尝试用下列标准归类：


	依急迫性——这样可以先完成最优先的工作，有时间再进行比较不重要的工作。这么做可以带来极大的成就感。

	依工作必须花费的时间长短——先进行能够快速完成的工作，再进行比较花时间的工作。这样会让人觉得自己已经完成了大量工作。

	依精神状况或是兴趣——在精神状态最好的时候，做最困难的工作，之后再做例行公事。这样可以让自己摆脱累人的工作，先苦后甘。

	依工作地点——这样可以帮助自己尽可能把工作归在一起进行，发挥最高效率。



如果不确定自己该怎么归类工作最好，可以多尝试几种做法，你可能会想出对自己特别有效的新点子。

2. 要在什么地方进行这项工作？

除了订出进行各项工作的时段以外，还要订出进行工作的地点。把各项工作安排在适切的地点，你会很惊喜地发现，自己竟然可以完成那么多工作。

结束了订出工作时段这个阶段，你已经花了很多精神思考自己要完成的工作项目，以及完成工作的时限，也已经开始打造坚实的时间管理架构，有了这个架构，就能够追求个人成就与工作成就。现在，你只要想办法管理那些会令人分心的事情，并且确实按照行程表执行工作就可以了。

C　收整——设定期限

“收整”的意思是，要确保工作能够在预定的时间内完成。只要能熟练运用这项技能，就能够以前所未有的速度，完成待办事项表上的所有工作，每天都让自己对自己感到相当满意。

要做到收整时间，有下列3项重要的方法：

1. 减少会令自己分心的事情，减低这些事情的影响

如果立刻响应这些令自己分心的事情，会造成自己忽略了原有计划，像多头马车一样失去方向。因此，在响应这些事情之前，至少要先缓一缓，思考自己该怎么做。

要减少令自己分心的事情，可以利用下列方法：


	整理工作环境，避免眼睛看见可能会分心的事情

	订出固定的时段，同事可以在这些时段跟你面谈

	拨出固定时间回电、回复电子邮件与电话留言

	撰写总进度报告，发给每位参与项目的成员

	把记事本摆在手边，方便随时记下突然想到的点子

	事先安排休息时间要做的事，例如准备一些点心，或是做些跟工作完全不相干的事，花个10分钟整理思绪



2. 克服拖延的恶习

在规划出远程目标、12个月内要进行的活动以及时间地图之后，你个人的动机应该已经相当强烈，不会出现拖延工作的状况。如果你还是拖拖拉拉，试着找出原因。例如：


	是不是纯粹迟迟不作决定？

	真的还没准备好？

	被自己设定的目标压得力不从心？

	讨厌自己必须完成的工作？

	只不过是最近不太顺利？

	自己在有压力的状况下工作比较有效率，还是在没有压力的状况下？



通常，只要花时间确切找出自己拖延的原因，解决方法自然就会清楚浮现。

3. 克服完美主义

要克服自己想把每件事做到最完美的习惯，最好的办法就是在各项工作之后，紧接着安排另一项工作。这样每项工作就有完成期限，可以逼迫自己尽快作决定，限制自己无止尽修正的习惯。

只要愈来愈懂得怎么规划时间，就能够清楚了解，自己应该要花多少时间完成某项工作才算合理。

掌握了收整各项工作的艺术，就能够开始感受到前所未有的成就感。

E　调校——调整行程表

时间管理是动态的过程，不是静态的。换句话说，当个人的偏好与各项工作的优先级随着时间改变，时间管理的方法也会跟着改变。“调校”的意思是要观察自己的状况，不断调整与改善管理时间的方法。

为了让时间管理方法能够一直符合自己职涯与人生的目标，可以采用下列几项做法：


	观察每天运用时间的状况。每天至少要重新检视记事本两次，一般会在一天开始跟结束的时候。更新时间地图，重新安排各项待办事项的先后顺序，还要检查工作进度。务必要绝对诚实地面对自己的状况，并且提升自己的能力，让自己更能准确预测特定工作要花费的时间。

	每两个月调整一次。目标、优先级与兴趣，都会随着时间改变，你也必须调整时间地图，反映上述变化。要做到这一点，最好的方法是每两个月拨出一段时间，重新思考远程目标、12个月内要进行的活动，以及时间地图。同样地，如果你的人生或事业刚刚经历重大改变，花点时间根据新的现实状况，重新规划时间管理方法。记住，这是你自己专用的方法，大可根据自己的喜好调整，不必经过他人同意。

	在危机发生时进行调整。如果面临危机，花点时间仔细思考该怎么因应才最恰当。重新执行一遍SPACE公式，开始从各项突然出现的新工作中理出头绪。判断自己在处理危机时，应该延后哪些例行事项，把心力放在眼前遇到的挑战上。如果你已经培养出良好习惯，能够妥善管理时间，那么你绝对能够做好更充分的准备，足以适切因应危机。

	失败时原谅自己。如果你预定要在12个月内进行的活动，是具有相当挑战性的，那么你不太可能如愿地完成每项活动。其实这没什么大不了，人生就是如此，不要对自己没能完成的活动耿耿于怀。肯定自己已经完成的活动，并且在这个基础上继续向前迈进。良好的时间管理是过程，不是目的地。

	欢庆自己的成功。当你完成一件了不起的工作，不要吝于庆祝自己的成就，尽量享受成功的感觉。和自己最要好的朋友一起大肆庆祝，好好玩一玩。这不仅能让自己更有自信，也能带来强大的动能。




关键思维

“彻底做好时间管理是一种绝佳的方法，能够让你发挥最大的潜能，享受人生的各个阶段。所以不要再退缩到角落里，跳进舞池，尽情热舞。敞开心胸，尽其在我，勇敢追求自己的梦想，美好、快意的人生正等着你。”

——茱莉·摩根斯坦
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