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    主题看板

  


  
许自己一个不一样的计划


  春节要来了，一年即将结束，经过一整年忙碌的生活，你还记得年初的新年新希望吗？有多少做到了，有多少则早已经被做不完的杂务淹没？请留意，这样年复一年地过去就是你的人生。


  如果你总是在岁末年终之际懊恼时间匆匆流逝，根本来不及实现年初的愿望。作者彼得·布雷格曼（Peter Bregman）提供的18分钟微时间管理术正是你需要的。这是一套符合“微时代”的时间管理工具，利用“预设好的”零碎时间有效掌握一天的行程，让你随时保持清醒、不分心，按照计划做好每天该做的事，日复一日达到最终的目标。


  那么，你准备开始了吗？别急，请你先放空归零，好好检视你的人生，你现在在哪里？你想去哪里？你最在乎的事情是什么？你的梦想是什么？梦想应该是你最在乎、最渴望的事。而且，它最好能发挥你的长处、转化你的弱点、反映你的热情、展现你独特之处，因为这个交叉点正是你最过人之处。这也是作者强调的重点，因为有热情作驱动力，更要搭配你的天赋异禀——你的优点、缺点和特点，才能找出距离梦想最近的路。


  但每天一睁开眼，仿佛还来不及计划，变化已经开始追着我们跑。明明知道该做什么，却总是无可奈何又该怎么办呢？这时千万记得提醒自己，事有轻重缓急，事先做好分配、做好取舍，不要被无谓的事情干扰；学会在适当时机说“好”，用坚定语气说“不”；“做”和“不做”都是同样重要的决策。


  因为你有自己的目的地，所有一切努力都应该朝这个目标前进，否则计划当然永远赶不上变化。18分钟微时间管理术就是一套简单有力的工具，它让你定时回报坐标，确认有无偏离航道，不断修正、回归正途。只要你能养成习惯，贯彻执行，梦想就不再遥不可及。


  未来一年，许自己一个不一样的新年计划。不要再忙成一团，失去方向、失去目标、错过最重要也最在乎的人事物。用些微的时间，达成最高效率的时间管理，再以你最擅长的方式完成最在乎的事，而这件事就是你追求的人生价值。当来年岁末年终之时，让自己满意地说，这就是我要的人生。




    5分钟摘要

  


  
每天18分钟找回属于你的人生　英文


  追求高效率已经成为许多人必要的人生课题，因为每天都有太多事要做，包括工作、家庭、朋友、社会……还有自己小小的梦想。你有多少明明知道却来不及处理和实现的事，现在你可以用每天18分钟把它们找回来。


  
    大师观点：


    “昨天我打着如意算盘开始一天的工作，我一早走进办公室，想好做些什么。然后，我坐下来，打开电脑、检查电子邮件。2小时后，灭了几场火、解决几个别人的问题、摆平所有从电脑和手机传来的状况后，我几乎想不起来刚打开电脑时打算做什么。我被偷袭了，而且我心里明白得很。”


    
      ——彼得·布雷格曼

    

  


  
  时间管理不必搞得太复杂。与其费尽心思让一天做更多事，不如专心去做对自己最重要的事。有个方法可以做到，就是每天花18分钟，以3个步骤订出一天的轻重缓急：

  [image: 6(2)]





第1招　暂停 登高望远取得更宏观的视野　英文


  想完成更多事，第一步就是好好看清楚什么事最重要。你必须花些时间弄清楚自己擅长什么，最乐于做什么，什么能让你的人生得到最好的结果。在明确知道自己到底想成就什么之前，做什么都无济于事。想清楚你在乎什么。


  要迈向成功，首先要有好的起步。你必须想清楚你想看到什么结果，而且不惜放弃所有其他可能。用宏观的角度看清自己目前的处境以及未来的方向。


  所以，要怎么做到呢？建议如下：


  
建议 1　首先，放慢脚步，如果必要的话，做好重新开始的准备


  如果你感觉此刻自己的人生徒劳无功，不要再任其发展下去。对于现在钳制你的事物，应该尽量减少时间、力气和可能的金钱投资。


  以投资理财为例，就很容易明白。如果你有一项投资绩效不佳，请自问：“如果以今天的价格重新来过，我会做出这项投资吗？”如果答案是“否”，那就尽快抽身。不要让昨天的决定，夺走未来丰收的大好机会。承认错误，继续往下走。


  
建议 2　认识短暂停顿惊人的清醒功能


  有时，电子邮件一寄出你就后悔了，但为时已晚。在这种情况下，你停下来想想，在不恰当的时间点上自己做了什么。如果一开始就能避免发出这种无效的电子邮件，不就更好。


  同样地，现实生活中人们经常容易轻举妄动。要避免在规划一生事业发展时发生这种事，有时暂停行动几分钟，让自己喘口气是好的。哪怕只是短暂的停顿，也可以让你行事更明智。


  
    大师观点：


    “就只要几秒钟，认真选择我们要前进的方向。一旦展开行动，就要坚持到底；并且定时留意，在一段时间之后，我们是否仍朝正确的方向前进。”


    
      ——彼得·布雷格曼
    

  


  
建议 3　有时候，你必须先停一会儿才能加速


  准备参加第一次马拉松比赛时，一般的培训方式是一星期安排4天短跑、1天长跑，并逐步加长距离，然后每周休息2天完全不跑步。你仔细想想，它不也是安排一周工作节奏的好办法。


  职场生涯好比马拉松。稍不留神，你便陷入从进办公室到回家不停工作的习惯。感觉上你好像做了很多事，但更聪明的方法是在工作中排进一些固定的休息时段，让自己养精蓄锐。听起来好像有悖常理，但有时候，忙里偷闲反而能做得更好。


  杰出的运动员可以在休赛期间做其他事情。休赛期结束后，运动员便进行春训之类的活动，重新复习基本动作，并检查有没有染上什么不良习惯。或许职场生涯也可以套用这个模式。


  
    大师观点：


    “有一种长跑方式愈来愈受欢迎，叫作跑走法：每跑几分钟，接着走1分钟。有趣的是，人们不只拿它当训练工具，也用于实际比赛。更有趣的是，这个方式多次胜过全程用跑的。由于在比赛中偶尔放慢脚步，即使只是几分钟，反而让你跑得更快，而且更好。”


    
      ——彼得·布雷格曼
    

  


  
建议 4　用力看清世界的真实样貌，而不是用你希望的样子


  心理学已经证明人类有所谓的“确认偏误”，我们都倾向于寻找能佐证我们对世界看法的数据，而忽略相反的数据。在商业上也很容易犯同样的毛病。你会去找支持自己假设的东西而忽略其他一切。举几个例子：


  
    	柯达自1888年起便成功销售胶卷。因此，当数码摄影来临时，柯达延迟非常久才采用新技术。柯达给了竞争对手大好的超前机会，至今未能复原。


    	大英百科全书打造了200年的独门事业，销售大部头书给消费者。完全忽视数字技术，也从未调整顺应变化。

  


  不想被个人偏见蒙蔽，要注意的是差异性而不是相同性。在审视自己的产业时，不断自问：“有什么不同？”。鼓励工作伙伴对你现有的商业策略提出质疑，并贡献新点子。每天测试、挑战你的假设，并期待它被证明是错的。


  
建议 5　别把工作当作全部——扩大对自己的看法


  当新结识某人，第一个话题通常是：“那么，你是做什么的？”许多人把职业当成自己，职业决定他们做什么、是什么。这也没什么不好，但这也意味，这些人若失去工作，便会突然感到失落和彷徨。


  不想这样，就要多样化。打拼事业的同时，也要以同样的热情去做个好父母、好朋友，或是业余艺术家和慈善义工，维持多面向的个性与兴趣。这么一来，不管是什么原因让你不能再做某件事，还有其他许多事可做。建立多面向的自我，不但健康而且幸福。


  
建议 6　认识你自己的潜力——勿降格以求


  有些你擅长的事，别人就是做不来，反之亦然。做好准备认识自己的潜力，并允许自己出人头地。人生就该这样，放心施展你的天赋异禀吧。


  
建议 7　知道自己的目的地，自然知道如何回应眼前的一切


  很多人顺着简单而直接的“事件-反应-结果”连锁行为来反应，就像这样：
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  遇有状况发生，你不假思索地反应，造成的结果不但于事无补甚至造成伤害。不由自主或未经思考的反应有时会导致灾难性的后果。


  更好的选择是：
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  每当发生事情时，如果你能养成暂停的习惯，想想什么样的反应会带来自己想要的结果，好事自然临门。换句话说，如果你能学会停止针对过去做反应，而是针对未来反应，你的效率就会提高了。


  这套方法也可以直接应用在时间管理和个人效率上。知道自己想要什么，并在整天的工作中提醒自己，可以让你全神贯注真正要紧的事情。这是避开忙成一团的好方法，有些事花了你一整天力气，却完全无助于往正确方向推进。


  
    大师观点：


    “这些行为能帮你一针见血地看透自己和世界，会带你以更高的角度看得更清楚。这些行为会帮你与其他人，破解无益的偏见、成见和死胡同，可以帮你测试并探掘更多的资源。”


    
      ——彼得·布雷格曼

    

  




第2招　自问自答：今年打算做什么？——找到焦点　英文


  了解自己的人生之后，想想未来一年你打算把时间花在什么上面，来展现你的全部潜力。找出年度焦点，作为日常计划的基础。你明年可以过得很好，只要你：
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  什么是你成功和幸福的甜蜜点？它将出现在你的长处、弱点、独特之处和热情所在的交叉点。如果你能集中心力在那个交叉点上，你就会有高效率且称心如意的一年，因为那正是你最强的地方。


  具体来说：


  
方法 1　未来一年，去做能发挥所长的事


  投入有胜算的事，即使需要自我改造以谋得更有利的位置。企业家之所以创业，就是要成立公司发挥他们的独特优势。他们改变规则，让规则对他们有利。大型顾问公司要花费巨资，为客户端提出虚华亮眼的策划案，但你可能只要与专案经理坐下来，好好针对他的要求拟出提案，保证每次都能击败大公司——而且是以更小的成本。这就是创造一个可以获胜的游戏。


  
方法 2　未来一年，找个地方让自己的弱点变优点


  高效率的人拥抱自己的弱点，你亦当如此，不管弱点为何。尽管你有些怪癖，你仍然可以成功。你必须做的就是找到一个地方，能让你的弱点成为你的能量来源。这是做得到的，因为你四周的成功者都是这么做的。只要你把自己放在有利的位置，你的怪癖就会成为你的能量秘方。


  
方法 3　未来一年，要勇于不同，别再人云亦云


  今天，叫得出名字的行业竞争都很激烈。鹤立鸡群、与众不同是唯一取胜之道。如果你试图做别人已经在做的事，你的一切努力只是让竞赛场上再多一位参赛者——你变得无足轻重，因为许多人可以取代你。别去想融入大家，要脱颖而出。只有忠于自我、突破窠臼，你才会变得不可或缺。
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    大师观点：


    “面对现实吧：你的确与众不同。愈早欣赏并肯定这种不同，就愈能成功。你的企业也同样如此。”


    
      ——彼得·布雷格曼
    

  


  
方法 4　未来一年，去做自己真正热血沸腾的事


  热情难以界定，因为非常因人而异。显见的事实是，如果做的是自己热中的事，就比较有可能成功。在这方面的一些指导原则：


  
    	找出热情的理想指标就是问：“空闲时，我在做什么？”问题的答案就是你的热情所在。利用假日就在做的事来创业，你自然会十分卖力地工作，而且还做得很好。事实上，不会觉得是在工作，而是每天都像在玩耍。


    	热情的另一个理想指标是“坚持”。例如要成为商场高手的唯一途径，就是先做几年差劲的推销员并从错误中学习。除非你有心长期抗战、持续努力，否则你不会成功。去找出那个你准备好坚持下去的目标，因为你在乎它。


    	投入向住的工作或与自己真正喜欢的人共事。把生命投掷在能让你兴奋的工作会让人神采奕奕。当你乐在其中，就会觉得毫不费力，而且会有更好的表现。


    	在人生的某些阶段，我们不得不面对吾生也有涯的现实。如俗话所云，生命唯有死亡和缴税是确定的。既然知道这点，明年你就应该计划做点对自己来说有意义的事，做一些能反映你个人价值观的要紧事。这也是热情的来源之一。


    	只要是你热中的事，就算一开始遭遇挫折，你也会强烈地想继续做下去。去找有挑战性的事，而且是你一时做不来却不想放弃的事。热情的人总是抱持追求成长的信念，因为两者相辅相成。如果对某件事充满热情，你会去设定高目标，纵使有50％到70％的失败机率，你仍会努力逆转局势；你会去思考下次要采取怎样不同的做法。努力求知是个相当好的热情指标。


    	如果你对某件事充满热情，就算面对不确定的未来，你还是会勇往直前。你不会因为不确定而感到无力——不确定反而会在过程中增添动力与意义。你觉得有冲劲去做是因为它有意义、富挑战性，或是与自己喜欢和敬重的人一起工作。

  


  试想一下，未来一年如果你可以只做自己有热情的案子，会变成什么样子。你每天都会很想去上班。这不是一个无法实现的梦想——你可以而且也应该让它成真。


  明年会有一大堆有趣的事情等着你去做——和有趣的人共事、做愉快的事、追求值得投入的使命和大好机会。但是，如果你想全包，最后的下场就是变得性格暴燥、心力交瘁，并且力不从心。想要享有精采的人生其实是有策略的——明年只要选择几件重要的事全力以赴。


  更具体地说，如果可以专注于5件事情——或许3件与工作相关、2件属于个人私事——你会做得更好。一年是订定长程目标的适当时间，不会太长，也不会太短。我们已习于以一个年度思考许多事情，因此这个方法也符合你目前的工作方式。


  为了让这5个焦点领域动起来，你要做的就是针对这5个焦点安排每天的待办事项。承诺自己会花95％时间和精力在这5项重点上。其余5％的时间就用来处理其他不得不做的事。


  请记住，这些是5个焦点领域，而不是5个目标。你已经做出了艰难但认真的决定，将把最宝贵的资产——你的时间——用于何处。要决定这5大焦点很难，因为有这么多的可能性。重点是你选出的5大焦点必须能让你发挥所长、拥抱弱点、勇于不同，并反映所爱。


  
    大师观点：


    “没有公式能为5大焦点排出轻重缓急。但是当冲突发生时，好好想想，多数时候你会知道该怎么做。不管选哪一个——至少你知道两者都值得选择，因为两者都列在你的5大名单上。”


    
      ——彼得·布雷格曼
    

  


  
第3招　自问自答：今天打算做什么？——做好该做的事　英文


  即使设定了个人专注的重点，生活照样忙忙碌碌。日子还是充满各种不得不做的事，让你分心，无法专注于最重要的事。解决之道就要看阁下每天做什么——因为一年就是看你每天是怎么过的。每天花18分钟完成例行程序，帮助你专注做好该做的事。
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  决定明年你想专注的5个焦点，就已经迈出了一大步。大多数人日复一日过生活，从来没有这样做。眼前的挑战是要把你的如意算盘转换成每天的决策。唯一实现之道就是在一天的开始和结束时，使用一套简单扼要的系统。


  
    大师观点：


    “一段时间下来，我开发了一套系统，让自己专注于焦点领域，并且避开会分心的事。一日计划带给我莫大的帮助，也就是事先做出明确的决定，要把时间用在哪里、不用在哪里。其中包括一份待办事项清单——但不要列太多——以及一份真的代表我是谁、我想做什么的日程表。它是一种温和但持续的提醒，叫我不要偏离轨道。”


    
      ——彼得·布雷格曼

    

  


  如果每天提前计划，你就更有机会持续朝目标前进。一个良好的规划系统必须够简单，以便每天使用，但也需要腾出足以管理的时间，让你把事情做好。它还得帮你解决眼前真正关键的问题，就是你要如何在时间冲突中做出决定。您需要一套系统不再让你力不从心。


  解决之道是每天花18分钟保持清醒。这18分钟是拆成每天一开始用来计划的5分钟、工作中每小时快速检视的1分钟，和最后用来检讨和为明天做计划的5分钟。


  要记住，决定不去做什么，是这套系统的特点。当今的世界瞬息万变，大量信息通过网路、手机及各种无线电波涌进你的生活。有这么多事情要想、要花时间，让现代人很容易分心。


  想在今天聪明地善用时间，你得问几个不寻常的问题：


  
    	今天我愿意放弃什么以便未来可以更好？


    	什么不会让我快乐，或不会带给我长远的意义？


    	从更广的层面来看，什么事情并非真的那么重要？


    	就我所知，有哪些分心和浪费时间的事，让我无法更有成就？

  


  很多人都有待办清单，但提高成效的一个聪明办法就是还要有份“搁置清单”。搁置清单可以概括所有你今天不想去做的事。只要你计划好每天要做什么、不做什么，自然而然你会更有所成。


  准备着手开始时，诉诸文字可以让每天完成更多该做的事：
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  你每天要设法把做得到的事尽量排进日程表，并尽可能把浪费时间的事移到搁置清单。简言之，这就是你想看到的结果。


  日程表是把追求高效率的努力放在第一位的有效工具，因为：


  
    	日程表是有限的——一天就只有几个小时。因此，你不得不做出一些取舍，因为不会有时间让你做完想做的一切。


    	如果你想用一点点时间应付太多事情，很快就会露出破绽。


    	你可以把最难但最重要的事安排为早上首要任务。你会感觉良好，也等于替成功加码。


    	你可以在日程表上安排时间给“其他5％”的事情。这可以帮你专注于其他优先事项，因为你知道自己已经分配时间去回应其他人的需要。


    	你可以动点脑筋，想想待办事项中有哪些要安排时间处理，哪些则可以移到搁置清单。

  


  一旦不厌其烦完成各式表单后，你就可以开始每天照表操作。照表操作包括每天花18分钟管理一天的事，让工作持续、有系统、任务清楚地向目标迈进。这种操作十分简易，可以每天使用，但也够威力，让你全心以优先事项为重。


  每天花18分钟的操作表单如下：
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  工作时，把手机、手表或电脑设好每小时的闹铃。一听到铃声，喘口气，同时快速评估接下来一个小时打算如何利用。


  在一天当中，尽可能把可行的待办事项安排到日程表中。持续做这件事，使它成为这一整天的目标。


  
    大师观点：


    “这种操作模式的威力就于它的可预期性。如果你一遍又一遍做同样的事情，结果是可预见的。拿18分钟管理术来说，你会把该做的事做好。每天只要18分钟，可以省下好几个钟头。关键是要认真且明智地选出焦点，然后整天不断提醒自己这些焦点。”


    
      ——彼得·布雷格曼

    

  


  另外，使用这套办法后，许多人仍会发现，待办事项上有很多项目无法放进日程表。对此，你得采用以下“3日规则”：
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    大师观点：


    
    “适当的中断，可以帮你掌握时间和自己。每小时中断一次，让自己保持专心与安定。我们需要一些东西提醒自己到底是谁、我们想成为谁。对我而言，这个东西就是一个铃声。”


    
      ——彼得·布雷格曼

    

  


  
第4招　自问自答：现在打算做什么？——全面掌控主动、界线和自己　英文


  提醒自己，时间管理中最难的部分并不是制定计划，而是每天贯彻执行。要完成更多的事，得全神掌控所有让你分心的事。你必须：


  主动出击——学会克服拖延、展开行动。


  划清界线——不要因为别人的请求而分心。


  管好自己——以更有价值的消遣来对抗各种打扰。


  
  第一类的分心就是你明明知道需要做什么才对，但还是把时间浪费在无关紧要的事情上。这是一开始会遇到的挑战，那么要如何解决呢？


  
    	设计自己的空间，让它自然驱使你往目标前进——让它方便你做想做的事，不方便做不该做的事。例如，如果你想让人们互相沟通，就在每个人的电脑上安装Skype软体，并且在电脑上装好摄影头。这么一来，就不用再花时间去设置，而设备一直在那儿，也不可能视而不见。我们的行动受制于环境，比我们所知的更严重。打造一个环境，让事情做起来容易，自然高效率。


    	要知道你并不真的需要那么多的推力——想个只要几秒钟就能激励自己的有效方法。只要一起动，你会发现很容易继续下去，告诉自己，让自己试试，看看会发生什么事。提醒自己你稍后会评估这天的成果，如果需要做些改变，就去做吧。


    	找乐子——不妨把你正在做的事当作一个夺大奖的比赛，不一定要多昂贵不可，什么东西都行。事情有趣要比无趣，更让人想动手去做，因此找出方法把必须做的事变得有趣。实际上，乐趣比效率更有效，就发挥创意吧。


    	让恐惧促使改变——但要记住恐惧只有短期效用。一旦开始之后，你得把重心转移到事情进展所带来的乐趣。让恐惧促使你开始，然后强调你的选择带来的正面作用，继续做下去。


    	扪心自问：我是那种放下正事不做而去做些无关紧要之事的人吗？——然后以埋首去做该做的事作为回答。自我形象很有推动作用。如果你对自己的认识是正确的，你就可以、也会去做正确的事。


    	别挡住自己——假装自己效率很高，直到真的做到为止。大脑很会制造自我实现的预言。专注提高效率，努力去做，你就会做到。不要在成就大事之际，变成自己最大的敌人。

  


  
    大师观点：


    “我们愈早开始善用我们的时间，生命就能过得更充实。不必一开始就大张旗鼓，我们可以创造环境，让它自然推动我们往目标前进。一旦我们理解到这一点，下一秒就能展开行动，简单地克服自己拖延的毛病；或者我们可以把任务变得非常有趣，就完全不会感到迟疑；如果这还行不通，那么一点恐惧、一个好理由，或是有效地运用想象力，也会有所帮助。”


    “如果你想减肥，在吃第一口冰淇淋前闭上眼睛想象几秒，如果你比现在重2倍，会变成什么样子。想想你有可能得到糖尿病，想象那个画面，甚至夸大一点更好。这就是对你的刺激，是发动改变引擎的火星塞。然后，几天后，你开始感到更加健康、更有活力，可以忘掉恐惧，去感受衣带渐宽的轻盈滋味。”


    
      ——彼得·布雷格曼
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  执行计划的第二种挑战，来自于他人。你可能朝着正确方向前进，但一片好意却不知道自己在做什么的人，却可能会让你偏离轨道。这些人没有恶意——他们只想借用你几分钟。


  要让一个人不分心，几个点子值得一试：


  ■学会在适当时机说“好”——这样可以避免卷入各种不必要但又耗时的牵扯。只要在组织中工作，就会有各路人马来寻问你的观点或找你加入他们热中的专案。这会让你受宠若惊，但可能很没有成效。抗拒说“好”的诱惑。反之，当有人提出请求时，问自己3个问题：


  
    	我是适当人选吗？


    	这个时机恰当吗？


    	我能贡献足够资讯吗？

  


  如果你的回答有一个或全部都是否定的，就不要做。让其他人去做，或是重新安排一个更好的时间，或等到你有更多的资讯再说。要放慢说“好”，你的个人成效将大幅飙升。


  
    	语气坚定地说“不”——千万别食言。要从中断中恢复过来很难，你的最好防御是一开始就不让它发生。如果有人一定要跟你聊聊，就预约时间，然后铁了心，务必请他们等到预约时间。当你决定说“不”，就要当真。


    	不要拖太久才提出问题——找人谈谈让你气馁的事。真正的铁律是，如果有人三度提出某个问题，与他们谈谈会有帮助。至少你不用烦恼跟他们谈值不值得，或是会带来更多麻烦。一直考虑要不要找人谈，或是何时放下无关紧要的小事，会耗掉很多可怕的时间。要坚持你的三振条款。


    	有的时候，想要提升效率，你就得多给些转换时间——花5到10分钟去想，怎样才能让会议更短、更快、更高效率。运气好的话，简短的休息可能刺激出一个点子，让你正在做的事省下30分钟或更长的时间。花时间转换来研究如何取得更大的成果，会有意想不到的效果。事实上，你可以一开始就在日程表上安排5到10分钟的转换时间。或者，你可以提前10或15分钟结束会议，利用这段时间来准备下一个会议。


    	其他时候，减少转换时间来提高效率——例如面临重大变革时，最好立刻一头栽进去往前走，而不是试图拖延。如果有棘手的事，尽量一早就当首要之务处理完，不要让它影响你一整天。


    	渡假时，安排几个固定时间可以找到你——然后其他时间完全拔掉插头。没有什么比休假时还一直挂念工作更糟糕的了。首先，这就违背休假的意义。与其坐立不安，不如告诉办公室在哪些特定时间，人没有恶意——他们只想借用你几分钟。

  


  可以通过电话或电子邮件找到你。在这些时间打开电脑，了解状况，然后其余时间就完全不开电脑。你会惊讶地发现，没有你许多问题一样迎刃而解。


  
    大师观点：


    “知道何时说‘好’，如何说‘不’。知道何时面对他人以及如何划清界线，更多时候是跟自己划清界线。这能设下底线，控制眼前其他人对你造成的分心。”


    “花点转换时间来研究如何取得更大的成果。需要让同事把工作当自己的事？想想要如何更开放地让他们参与、获得他们的想法、拉他们加入。吃个饭如何？想想如何能更有趣。要让它可行，我们需要安排时间——也就是把转换时间放进我们的日程表。”


    
      ——彼得·布雷格曼

    

  


  
    大师观点：


    “即使当我们独自工作，门也关上了，没人让我们分心；不知何故，总之，我们就是很有办法让自己分心。诱惑也许来自刚收到的一封电子邮件；或是追求完美的强大念头，让我们面对一个看起来丑陋的苦差事，无法坚持下去；即便工作卖力，但成效不彰，又苦思不出对策时，放弃的念头更是排山倒海而来。每当我们试着完成有意义并且是高标准的事情时，这些都是我们经历过常见的分心。”


    
      ——彼得·布雷格曼
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  当你想放弃时，什么方法最能让你坚守对高效率的承诺？有几个工具可以一试：


  
    	以毒攻毒——就是想出几个更有意义的消遣，对抗造成分心的干扰。如果你分心了，干脆整个放下。读本书、看部电影，告诉自己不必去想现在该做什么，你会发现自己根本无法不去想。分心，有时可以是个大资产，当你是有意识的时候。


    	像躲瘟疫一般避免身兼多职——它行不通，而且你的工作效率还将大幅下降。多数人忙于数个任务间，让人觉得他能者多劳，但这是没用的。想避免一心多用，就要：


    	排除任何可能对你的干扰。


    	订出短到不切实际的期限。


    	砍半会议时间。


    	缩短完工时间。


    	让自己看起来一副很忙的样子。


    	记住自己并非完人，放轻松点。


    	不断自我提醒，只求完美得不到回报，只有高效率能得到奖励。


    	因此，准备面对失败。完美主义者常因为达不到完美而无法开始动工，也因为他们对自己的成果不满意而无法交货。为了避免这种情况：


    	预期犯一些错误，并从中学习。


    	设定明确的目标，并动手去做。


    	做感觉适合自己的事，即使别人不同意。


    	请记住，愈做会愈好。


    	要明白，够好就好了。

  


  总之，完美没那么伟大。想要达到高效率的唯一途径就是一旦做了决定，就按部就班去做。就动手吧。


  
    	了解把事情做对一半的价值——除了攸关生死之外，大部分的情况都适用这个道理。要让新点子获得支持，告诉其他人，一开始你只预期他们做对一半就够了。坐下来找出办法让新点子对他们有用，即使一开始没做到最好。你会发现，这样做比起你一下子就列出一长串务必达到的要求，要少掉许多阻力。要让人们做点有价值的事，这是非常高明的手段。


    	要灵活——换句话说，别在足球场上打篮球。生命随时都在变化，贯彻一致被过度重视，实际上，表现出色的人并不会一成不变，这样才可以跟上经营环境的变化，随时准备修改作法来配合不断变化的情势。在决定做什么前，问：


    	我在追求什么？


    	还有谁跟这件事有关？


    	我能帮上什么忙？

  


  当事情发生变化，暂停并解答这3个问题。厘清你能做些什么，把变化转换成对自己有利的资产，让你可以在未来运用并向前推进。


  
第5招　选一件你在乎的事——实现它　英文


  无论处在人生或事业的任何阶段，你最好的下一步就是选择一件可以带来最大改变的事，动手去做——不管是什么。如果你养成即知即行的习惯，未来你就能逐步纳入其他想法。这一切就从做一件自己在乎的大事开始。


  提高个人效率的好处，是来自执行成效而不是来自点子有多妙。既然明白这道理，就挑选一个对你最具吸引力的点子并从今天开始行动。


  以大多数的企业和个人情况来说，总会有一种行动只要持续去做，就可以提高效率。只要你知道它是什么，就只要专心做这件事，并更加持续地做。随后你可以再增加几件事，但先选那些容易成功的事。选一个最能发挥作用的弱点，并从此处开始下手。


  
    大师观点：


    “不可能什么都做得到，光去尝试都很危险。你会搞不清楚孰轻孰重。经营你的人生不该像是苦差事，而是一种乐在其中的过程，把时间花在值得的事情上，远离那些无所谓的事。”


    
      ——彼得·布雷格曼

    

  




    MAIN IDEA

  


  
How to Reclaim Your Life in 18 Minutes a Day　中文


    If you'll get into the habit of spending 18 minutes a day aligning your plans for the day with your priorities, refocusing every hour and then reviewing how you spent your time, you will steadily learn how to be more and more productive over the course of your career.


  
    Key Thoughts


    "Yesterday started with the best of intentions. I walked into my office in the morning with a vague sense of what I wanted to accomplish. Then I sat down, turned on my computer, and checked my e-mail. Two hours later, after fighting several fires, solving other people's problems, and dealing with whatever happened to be thrown at me through my computer and phone, I could hardly remember what I had set out to accomplish when I first turned on my computer. I'd been ambushed. And I know better."


    
      —Peter Bregman

    

  


  Time management doesn't need to be complex to work. Instead of trying to figure out how to cram more into your day, its better if you really focus on doing what's most important to you. A workable process for doing that is to spend 18 minutes daily prioritizing your day in three steps:
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Action 1　PAUSE Hover above your world and get a big picture view　中文


  The first step in getting more done is to get a birds-eye view of the things that matter most. You have to take the time to figure out what you're good at, what you enjoy the most and what will bring the best results into your life. Until you specify what outcome you're trying to achieve, all the activity in the world won't help. Figure out what matters to you.


  To set yourself up for success, you've got to lay a good foundation first. You have to pause and figure out what is the outcome you want at the expense of all other possibilities. You need a bird's-eye view of where you're at right now and where you want to head in the future.


  So how do you do that? Some suggestions:


  
Suggestion 1　First slow down and prepare yourself to start over if necessary


  If you feel like your life is currently heading in a nonproductive direction, stop doing what is creating momentum. Reduce the time, effort and possibly the money you're investing in what currently limits you.


  This is easy to see with an investment. If you have an investment which is performing poorly, ask yourself: "If I were starting over at today's prices, would I purchase this investment?" If the answer is "No", then get out of it post haste. Don't let your decisions of yesterday steal away your opportunities to achieve greatness in the future. Admit you were wrong and move on.


  
Suggestion 2　Understand the incredible cleansing power of a brief pause


  Sometimes, immediately after you send an e-mail, you regret it but it's too late. In that scenario, you paused to think about what you're doing at the wrong time. If you were to avoid sending the unproductive e-mail in the first place, it would have been better.


  In a similar vein, there's lots of real-life situations where it's easy to act rashly. To guard against that course when planning out your life's achievements, it's sometimes helpful to pause the action for a few minutes while you catch your breath. Even just a brief pause can help make you act a lot smarter.


  
    Key Thoughts


    "A few seconds. That's all we need. To intentionally choose the direction we want to move. To keep ourselves on track once we've started to move. And to periodically notice whether-after some time has passed-we're still moving in the right direction."


    
      —Peter Bregman

    

  


  
Suggestion 3　Sometimes you've got to stop a bit in order to speed up


  If you want to train to run your first marathon, the accepted training schedule is to spend four days a week doing short runs, one day a week doing a long run which gets progressively longer and two days a week resting and doing no running at all. When you think about it, that's actually a good way to structure a work week as well.


  A career is a different kind of marathon. If you're not careful, you get into the habit of working nonstop from when you get to the office to when you go home. That might feel like you're getting things done but a smarter approach is to build in some regular rest stops where you can recharge your batteries. It may sound counterintuitive but sometimes the best way to achieve more is to rest up between bursts of activity.


  Elite athletes have off seasons where they do other things. After their off season, athletes then go through a form of spring training where they revisit the basics of their sports and check they haven't picked up any bad habits. This might be a useful model to adopt for a career as well.


  
    Key Thoughts


    "There's a method of long-distance running that's becoming popular called the Run-Walk method: every few minutes of running is followed by a minute of walking. What's interesting is that people aren't just using this method to train, they're using it to race. And what's more interesting is that they're beating their old run-the-entire-distance times. Because slowing down, even for a few minutes here and there in the middle of the race, enables you to run faster and with better form."


    
      —Peter Bregman

    

  


  
Suggestion 4　Make a conscious effort to see the world as it is not as how you want it to be


  Psychology has proven humans have what's termed a "confirmation bias" -we all tend to look for data which confirms our view of the world and to ignore data which does not. It's very easy to do this in business as well. You can look for things which confirm your assumptions and ignore everything else. A few examples:


  
    	Kodak had been selling film successfully since 1888. Therefore, when digital photography came along, Kodak was very slow to get into the new technology. Kodak has never recovered from giving its competitors a massive head start.


    	Encyclopedia Brittani ca had built a two-hundred-year-old franchise selling massive books to consumers. It was completely blind sided by digital technology and never adapted.

  


  To avoid being fooled by your biases, look for what's different rather than what's the same. Keep asking yourself: "What's different?" as you look at your industry. Encourage your people to argue against your existing business strategy and to suggest new ideas. Test and question your assumptions every day and expect to be proven wrong.


  
Suggestion 5　Don't become your work-expand your view of yourself


  When you meet someone new, one of the first questions which often gets asked is: "So, what do you do?" Many people have become their professions. It defines everything they do and are. That's fine but it also means if that person loses their job, they suddenly feel lost and rudder less.


  To avoid that, diversify. Be passionate about building your career but be equally obsessed about being a great parent, a good friend, a part-time artist perhaps and a committed charity worker. Have multiple dimensions to your personality and interests. That way if for any reason you lose the ability to do one thing, you'll have lots of other things to work on. That's good for your health and well being as well. Create multiple identities.


  
Suggestion 6　Recognize your own potential-and don't settle for anything less


  There are things you're good at which others find hard to do and vice versa. Be prepared to recognize your own potential and give yourself permission to excel. That's all part of being human so relax and use your talents.


  
Suggestion 7　Let knowing where you want to land guide your reactions to events that come along


  Many people act in accordance with a simple and direct event-reaction-outcome chain like this:
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  An event comes along, you react without thinking and it ends up generating an outcome which is unhelpful or even destructive. Spontaneous or knee-jerk reactions can sometimes lead to disastrous outcomes.


  A much better alternative is:
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  If you can get into the habit of pausing whenever an event comes along and considering what kind of reaction will lead to the outcome you want, good things will happen. Put another way, if you can learn to stop reacting to the past and instead react to the future, you can be more productive.


  This applies to time management and personal effectiveness in a direct way. Knowing what outcome you're trying to achieve and reminding yourself of that outcome throughout the work day will help you focus on what really matters. This is a good way to escape the common whirlwind of activity where you spend all day spinning your wheels but fail to generate any momentum in the right direction.


  
    


    Key Thoughts


    "These behaviors will help you see yourself, and the world, plainly and distinctly. They'll send you up in the air to see what's below more clearly. They'll help you cut through your-and other people's-unhelpful biases, preconceptions, and dead-end ruts. They'll help you experiment and tap deeply into resources."


    
      —Peter Bregman

    

  




Action 2　ASK: WHAT IS THIS YEAR ABOUT? -Find your focus　中文


  Once you know what your life is all about, plan where you want to spend your time over the next year in order to reflect your full potential. Come up with an annual focus which can serve as the basis for all your daily plans. For you, the next year will be well spent if you:
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  What's your real sweet spot for success and happiness? It will be at the intersection of your strengths, weaknesses, differences and passions. If you can zero in on activities which lie at or near that intersection, your year will be productive and enjoyable because that's where your power lies.


  To be specific:


  
No. 1　Over the coming year, you should play a game which aligns with your strengths


  You should aspire to play the game you know you can win, even if that involves reinventing yourself to position yourself better. Entrepreneurs start their own companies so they can build companies which play to their unique strengths. They change the rules of the game in their favor. A large consulting firm may spend tens of thousands of dollars pitching a glossy proposal to a client but if you sit down with the project manager and design the proposal to her exact criteria, you can beat the bigger firm every time-at a fraction of the cost. That's inventing a game you can win.


  
No. 2　Over the coming year, put yourself into a position where your weaknesses are an asset


  Highly productive people embrace their weaknesses and you should do the same. It doesn't matter what you're weak at. You can be successful in spite of your quirks. All you've got to do is find a place where those weaknesses become the source of your power. It can be done because successful people all around you are doing that all the time. Your quirks will become the secret to your power if you position yourself advantageously.


  
No. 3　Over the coming year, forget about trying to blend in-assert your differences


  Today, every industry you can name is highly competitive. Standing out and being different is the only way to win. If you try and do what everyone else is already doing, all you've really done is increase the pool of competition-and you become dispensable because there's many others who can take your place. Instead of trying to fit in, stand out. Break the mold by being true to yourself and you'll become indispensable.
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    Key Thoughts


    "Face it: you're different. And the sooner you appreciate it and assert it, the more successful you'll be. The same goes for your business."


    
      —Peter Bregman

    

  


  
No. 4 Over the coming year aspire to work on projects you feel genuinely passionate about


  Passion is hard to define because it's so individualistic. The simple fact is if you do something you're passionate about, you are more likely to succeed. Some guidelines in this area:


  
    	One good indicator of passion is to ask: "What do I do in my spare time?" The answer to that question will be a reasonable pointer to your passions. Create a career where you do what you already do on your days off and you'll have a huge incentive to work hard and do well. In fact, it won't feel like work at all. It will feel like you're playing all day every day.


    	Another good indicator of passion is persistence. The only way to become a great marketer, for example, is to spend years being a lousy marketer and learning from your mistakes. Unless you're prepared to hang in there while you're earning your stripes, you won't succeed. Look for something you're prepared to persist with because it's important to you.


    	Throw yourself into something you adore or that you do with people you really like. Spending your life in a career that excites you will be invigorating. When you do work which you enjoy so much it feels effortless, you position yourself to excel.


    	At some point in your life, you're going to come face-to-face with the fact your life is for a limited time only. Like the old cliche states, the only certainties in life are death and taxes. With this in mind, you should plan towards doing something in the coming year which will have meaning to you. Do something that matters and that resonates with your personal values. This is also an integral part of passion.


    	Whatever you're passionate about, you will feel an intense desire to keep working at even in the face of initial failure. Look for things which challenge you and which you can't do the first time around but must keep working at. Passionate people always have a growth mindset because the two go hand-in-hand. If you're passionate about something, you'll be prepared to set high goals where you have a 50 to 70 percent chance of failure and then work hard to move the odds in your favor. You'll figure out what you need to do differently next time around. Learning is a pretty good indicator of passion.


    	If you're passionate about something, you will get into action even in the face of an uncertain future. You won't feel paralyzed by that uncertainty-it will add impetus and meaning to your journey. You will feel motivated to work on something because it's meaningful, challenging and involves working with people you like and respect.

  


  Imagine what it would be like to spend the coming year working only on projects you feel passionate about. You'd look forward to going to work every day. It's not an impossible dream-you can and should make it happen in your life.


  The world is chock full of interesting things you could do in the next year-interesting people to work with, enjoyable activities, worthwhile causes and compelling opportunities. If you try and do it all, however, all you'll end up with is you'll become frantic, depleted and overwhelmed. The secret to thriving in life is actually to be strategic and to choose just a few important things to focus on in the coming year.


  More specifically, if you can focus on five things that matter-perhaps three work related and two personal-you'll be doing well. A year is the right-sized chunk for a long-term goal because it's not too long and it's not too short. We're used to thinking in terms of a yearly cycle for lots of things already so this works in with the way you work already.


  To make your five areas of focus come to life, what you then do is build your daily to-do list around those five areas. Make a personal commitment you will spend 95 percent of your time and energies on things that are aligned with your five areas of focus. The other 5 percent of your time is for all the other miscellaneous stuff you have to do.


  Remember, these are ve areas of focus rather than goals. You've made the tough but intentional decision this is where you want to spend your most valuable asset-your time. Deciding on your five will be hard because there are so many possibilities. Just make sure your set of five areas of focus leverage your strengths, embrace your weaknesses, assert your differences, and reflect your personal passions.


  
    Key Thoughts


    "There's no formula for deciding how to prioritize within the five. But when a conflict arises, think about it, and most of the time you'll know what to do. Pick either-at least you'll know they're both worthwhile choices because they're both in your five."


    
      —Peter Bregman

    

  


  
Action 3　ASK: WHAT IS THIS DAY ABOUT? -Get the right things done　中文


  Even after you've established your personal focus, life gets busy. Days will get filled with all kinds of obligations which sidetrack you from what's most important. The solution to this lays in what you do each day-because a year is lived one day at a time. Spend 8-minutes every day in a daily ritual focused around getting the right things done.
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  Deciding on the five areas you want to focus on in the coming year is a huge step forward. Most people never get around to doing that as they run on the treadmill of their lives. The immediate challenge is now to translate your good intentions into day-to-day decisions. The only way this will happen is if you use a simple yet robust system day-in and day-out。


  
    Key Thoughts


    "Over time, I developed my own system to keep myself centered on my areas of focus and to help me ignore the things that were distracting me. A daily plan helped me tremendously. That meant making explicit decisions, ahead of time, about where I would spend my time and where I wouldn't. It meant lists and to-dos-but not too many-and a calendar that truly reelected who I was and what I was trying to accomplish. And it meant gentle, but consistent, reminders to stay on track."


    
      —Peter Bregman

    

  


  If you plan ahead on a daily basis, you stand a better chance of keeping moving towards your intended destination. A good planning system needs be simple enough to be used every day and yet it also needs to create manageable chunks of time where you can get things done. It also needs to help you solve the real critical issue today which is how do you decide between competing demands on your time. You need a system which stops you from feeling overwhelmed.


  The way forward is to spend 18 minutes a day keeping organized. That 18 minute block of time is broken up into a 5 minutes planning session first thing each day, quick 1 minute updates on the hour every hour throughout your workday and then a 5 minute review session where you evaluate how things went and make plans for the next day.


  Keep in mind deciding what not to do is an essential component of this system. Today's world is moving faster than ever before. A flood of information is flowing into your life through the Internet, your cell phone and over the airwaves. It's easy today to get distracted because there are so many other things to think about and spend time on.


  To succeed in using your time wisely today, there are also a few unusual questions you should ask:


  
    	What am I willing to forego today in order to do something better in the future?


    	What doesn't make me happy or generate long-term value for me?


    	What's not really all that important in the bigger scheme of things?


    	What distractions and time wasters do I know get in the way of me achieving more with my life?

  


  Lots of people have to-do lists but a smart way to approach productivity enhancement is to also have an "Ignore List" as well. That ignore list could contain a description of all the things you don't want to get caught up in today. If you plan where to apply your time and what to ignore each day, then it stands to reason you will be more productive.


  When you get right down to it, the key to getting more of the right things done each day is simple to visualize:
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  You're trying to get as many items as feasible every day from your to-do list into your calendar and at the same time move as many of the time-wasters as possible from your calendar into your ignore list. In a nutshell, that's what you want to make happen.


  A calendar is the right tool to make the centre piece of your personal productivity efforts because:


  
    	A calendar is finite-there are only a set number of hours each day. Therefore, you're forced to make some trade-offs because there won't be time for everything you would like to do.


    	If you're trying to cram too many activities into too little time, it will become immediately obvious.


    	You can schedule your hardest yet most important items for first thing in the morning before you do anything else. That will help you feel good and build momentum for success.


    	You can calendar time for "Other 5%" items into your calendar. This will help you focus on your other priorities because you'll know you've got time allocated for responding to other people's needs.


    	You can be strategic about what items you schedule time for from your to-do list and which items you move to your ignore list.

  


  Once you've gone to the length of developing these various lists, you can then get into a daily ritual which uses them. This ritual involves spending 18-minutes a day managing your day so you work consistently, systematically and purposefully towards achieving your goals. This ritual is simple enough to be used each day and yet powerful enough and sufficiently comprehensive to keep you focused on your priorities.


  The template for this 18-minute a day ritual is:
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  Set your phone, watch or computer to ring every hour throughout your work day. Whenever you hear the beep, take a deep breath and run through a quick evaluation of how you're going to use the next hour.


  Throughout the day, try and move as many items from your to-do list into your calendar as feasible. Keep working at that and make this your goal all during the day.


  
    Key Thoughts


    "The power of this ritual is in its predictability. If you do the same thing over and over again, the outcome is predictable. In the case of 8 minutes, you'll get the right things done. Just 8 minutes a day can save you hours of inefficiency. The trick is to choose your focus deliberately and wisely, and then consistently remind yourself of that focus throughout the day."


    
      —Peter Bregman

    

  


  One other point. Most people find when they use this system, they still have lots of items left on their to-do lists which don't fit into their calendars. To address this, you need to apply the "Three-Day Rule" which goes like this:
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    Key Thoughts



    "The right kind of interruption can help you master your time and yourself. Keep yourself focused and steady by interrupting yourself hourly. We need something to remind us who we really are. Who we want to be. For me, that something is a beep."


    
      —Peter Bregman

    

  


  
Action 4　ASK: WHAT IS THIS MOMENT ABOUT? -Master your initiative, boundaries and yourself　中文


  Remind yourself the hardest part of time management isn't making a plan-it's the day-to-day follow-through To get more done, concentrate on mastering all the distractions which you encounter To do that:


  Master your initiative-Learn how to overcome procrastination and initiate movement.


  Master your boundaries-Resist distractions by responding to requests from others.


  Master yourself-Combat interruptions by creating a few productive ones yourself.
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  The first category of distractions is when you know what you need to be doing to be productive and yet you fritter away your time on inconsequential stuff　This is where getting started is the challenge So how do you fix that?


  ■Design your physical environment so it naturally propels you towards your goal-make it easier to do what you want to get done and harder not to.


  For example, if you want people to communicate with each other, have Skype installed on everyone's computer and permanently attach a video camera to their computers. That way, there's no setup time required and the equipment is always sitting there impossible to ignore. More often than we realize, our actions are dictated by our environment. Create an environment where doing what's productive is easy and natural.


  
    	Be aware you need less motivation that you realize-so figure out practical ways you can motivate yourself for just a few seconds at a time. If you can just get rolling, you'll find it easy to keep going so tell yourself you'll just give it a try and see what happens. Remind yourself you will evaluate your day later on and change things if needed so for now, just do it.


    	Have fun-perhaps make what you're working on a competition with a great prize. It doesn't have to be expensive, anything will do. If something is fun, you're more likely to get started than if it's not so find ways to make what you must do fun. In practice, fun is more efficient than efficiency so get creative.


    	Use fear as a catalyst for change-but keep in mind fear only works in the short-term. Once you do get going, you need to focus on the pleasures of achieving what you're doing. Use fear to make a start and then stress the positive impact of your choice to keep going.


    	Ask: Am I the kind of person who will put off doing something important for something inconsequential? -and then answer the question by getting stuck into what you're supposed to be doing. Self image can be a powerful motivator. If you tell the right story about yourself to yourself, you can and will do the right things.


    	Get out of your own way-pretend and act as if you are productive until you are. The mind is superb at making self-fulfilling predictions. Focus on being productive and acting that way and that's what you will become. Don't be your own worst enemy when it comes to getting great stuff done.

  


  
    Key Thoughts


    "The sooner we get started in making valuable use of our time, the more fully we'll live our lives. Getting started doesn't have to be hard. We can design our environment so it naturally impels us towards our goals. Once we realize that it only takes a second to get going, we can simply will ourselves through procrastination. Or we can make the task so fun that we won't feel hesitant at all. If that doesn't work, then a little fear, a good story, or the productive use of our imagination can all help."


    "If you want to lose weight, shut your eyes before taking the first bite of ice cream and imagine, for a brief second, what you would look like if you were twice your current size. Think about how you might get diabetes. Really visualize it. Exaggerate it even. That's your stimulus. The spark plug that will start your engine of change. And then, after a few days, as you begin to feel healthier, more energetic, you can let go of that fear and hold on to the feeling of a looser belt."


    
      —Peter Bregman
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  The second kind of challenge to following through on your plan comes from other people. You might be heading the right direction but well-meaning people who don't even realize what they're doing can sidetrack you. These people aren't malicious-they just need your attention for a few minutes.


  To stop people becoming a distraction, there are a few ideas you can try:


  ■Learn to say yes appropriately-so you can avoid the time sucking aspects of unnecessary collaboration. When you work in an organization, people will come at you from all directions seeking your perspective or inviting you to work on their pet project. That's flattering but potentially unproductive. Resist the temptation to say yes. Instead, ask yourself three questions whenever someone makes a request:


  
    	Am I the right person for this?


    	Is this the right time?


    	Do I have enough information to contribute?

  


  If your answer to any or all of these questions is no then don't do it. Pass it on to someone else, reschedule it for a better time or wait until you have more information. Be slow to say yes and your personal productivity will soar.


  
    	Say no convincingly-and never break your word. It's hard to recover from interruptions so your best defense is to make sure they don't happen in the first place. If people do need to interact with you and give you feedback, schedule an appointment and then be relentless in insisting they stick to their appointed time. When you do decide to say no, mean it.


    	Don't wait too long to bring something up-talk to people about what's frustrating you. A realistic rule-of-thumb is if someone brings something up three times, talking to them might be helpful. That takes away those ambiguous situations where you wonder whether talking to them will be more trouble than it's worth. Trying to decide when to talk to someone and when to ignore a minor point can consume surprising amounts of time. Avoid it by sticking to your three strikes rule.


    	Sometimes, to enhance productivity, you've got to increase your transition time-take five or ten minutes to figure out how you can make the meeting shorter, faster and more productive. With a bit of luck, that quick break may spark an idea that shaves thirty minutes or more off the task you're trying to do. Spending your transition time plotting how to maximize your outcome can work wonders. So much so, in fact, you might even schedule five or ten minutes of transition time into your calendar in the first place. Or you might finish a meeting ten or fifteen minutes early and use that time to prepare for the next one.


    	At other times, decreasing transition time boosts productivity-like when you have a major change coming up you're better off taking the plunge immediately and moving forward rather than trying to delay. If you have something difficult to do, try and get it over and done with first thing in the morning so it doesn't impact on your entire day.


    	When you take a vacation, schedule regular times when you will be contactable-and then unplug completely the rest of the time. There's nothing worse than being on vacation and feeling the need to check in at the office all the time. That circumvents the idea of a vacation in the first place. Instead of sitting around worrying, tell your office you will be available by phone or e-mail at these specific times.

  


  Use those periods to plug in and catch up and then unplug completely the rest of the time. You'll be amazed at how many problems resolve themselves without you.


  
    Key Thoughts


    "Knowing when to say yes and how to say no. Knowing when to confront someone and how to draw boundaries with them and, in many cases, with yourself. That sets the foundation to master distractions set before you by others."


    "Spend your transition time plotting how to maximize your outcome. Need people's ownership? Think about how you can involve them more openly, get their perspectives, and engage them. Going to a dinner? Ponder how you can have more fun. To make this work, we need to schedule it-literally put transition time on our calendars."


    
      —Peter Bregman

    

  


  
    Key Thoughts


    "Even when we're working alone, behind closed doors maybe, with no one to distract us, somehow, someway, we're often able to find creative ways to distract ourselves. Maybe it's the allure of an incoming email. Or the overwhelming desire for perfection that subverts our efforts to stick with hard work when it looks ugly. Maybe we're working hard, but the effort doesn't seem to be producing results, and we're not sure what to do differently, so we feel the almost overwhelming urge to quit. These are common distractions we experience whenever we try to accomplish something meaningful and demanding."


    
      —Peter Bregman

    

  


  What's the best way to maintain your commitment to being productive when you feel like giving up? A few tools you might try:


  
    	Fight fire with fire-meaning combat distracting interruptions by creating a few productive ones. If you get distracted, go whole hog. Read a book. Watch a movie. Tell yourself you won't think about what you should be working on and you will find you won't be able to stop yourself thinking about the project. Distraction, when used intentionally, can sometimes be a great asset.


    	Avoid multitasking like the plague-it doesn't work and your productivity will plunge. Most people switch between tasks rapidly to give the impression they are multitasking but that's inefficient too. To avoid any temptation to multitask:


    	Turn off anything which may interrupt you.


    	Create unrealistically short deadlines.


    	Cut your meeting times in half.


    	Give yourself less time to accomplish things.


    	Make it obvious you're in a hurry.


    	Remember you're not perfect so relax a little.


    	Keep reminding yourself the world doesn't reward perfection-it rewards productivity. Therefore, be prepared to fail. Perfectionists never get started on things because they can't do them perfectly and then never ship because they're not happy with what they've done yet. To avoid that:


    	Expect to make some mistakes while learning.


    	Set some clear expectations and get started.


    	Do what feels right for you, even if others disagree.


    	Remember if you do things often, you'll get better.


    	Realize good-enough is usually all that's required.

  


  Overall, perfection is over-rated. The only way you'll be productive is if you make a decision and then follow through and get your stuff out there. So do it.


  
    	Understand the value of getting things half right-which applies most of the time outside of life-or-death situations. To build ownership for a new idea, tell the other person you only expect them to get it half right first time around and that will be fine. Sit down and work out ways you can make the new idea work for them even if it's not optimized at first. You'll find far less pushback to this approach than if you come in with a long list of specifications which must be met. This is a pretty savvy approach to getting people to do something worthwhile.


    	Be flexible-or in other words don't use a basketball on a football field. Life changes all the time. Consistency is overrated. The people who do well are inconsistent so they can go with the flow as the business environment changes. Be prepared to modify what you do to match the changing terrain. Before you decide what to do, ask:


    	What's the outcome I'm after here?


    	Who else is involved?


    	How can I help?

  


  When changes come along as they always will, pause and work your way through those three questions. Figure out what you can do to convert the change into an asset you can leverage in the future and move forward.


  
Action 5　CHOOSE YOUR ONE THING-Make it happen　中文


  No matter where you are in your life or your career, your next best step is to choose the one thing which will make the most difference and do it-no matter what. If you make a habit of acting on what you know, you can then gradually incorporate other ideas in the future. It all starts with doing your one big thing.


  When it comes to enhancing personal productivity, the benefit always comes from the implementation rather than from the elegance of the idea. With this in mind, choose one idea which has the most appeal to you and get started on that today.


  In most business and personal situations, there is one behavior which, if done consistently, would boost productivity far more than everything else. If you know what that is for you or for your organization, focus solely on doing that one thing more consistently. You can add in the others as you go along but go for the low hanging fruit first. Choose your single most high-leverage weakness and work on that first.


  
    Key Thoughts


    "It's impossible to get it all done. And it's dangerous to try. You'll lose focus on what's important. Managing your life shouldn't feel like a chore. It's about enjoying the process while you spend your time doing the things that matter while avoiding the things that don't."
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«What can I achieve today in my 5 areas
of focus?

What will make me feel productive &
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future?
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