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The More Productive Now!ϰ Approach 
 

 

The More Productive Now!ϰ program ǘƘŀǘ ȅƻǳΩƭƭ ƭŜŀǊƴ ƛƴ ǘƘƛǎ ōƻƻƪ is for busy 
people who want to be more organized and productive in their daily lives. 

The program teaches a set of simple techniques and tools, and also enhances 
your use of technology, most notably Microsoft Outlook, to help you rapidly get 
control of your life. 

The More Productive Now!ϰ (MPN) methodology is not designed as a cookie-
cutter, one-size-fits-all approach.  It is a set of principles and best practices ǘƘŀǘΩǎ 
meant to be personalized.  The idea is that ƛǘΩǎ ŀ ǎȅǎǘŜƳ you can adapt to your 
world ς use what works for you and don't use what doesn't work. 

However, I do recommend that you try out the new methods and practices 
contained in this book before you dismiss any of them.  You may find some ideas 
or suggestions that might not make sense to you initially, or may be counter to 
ǿƘŀǘ ȅƻǳΩǾŜ ōŜŜƴ ŘƻƛƴƎ ǘƻ ŘŀǘŜΦ  .ǳǘ ǘƘŜ ŎƻƴŎŜǇǘǎ ŀƴŘ ǇǊŀŎǘƛŎŜǎ ǘƘŀǘ ƳŀƪŜ ǳǇ ǘƘŜ 
MPN system have been used by many people and have been proven to work; so 
chances are if you try them out, and give them a fair chance to work, you will find 
ǘƘŜƳ ǾŀƭǳŀōƭŜΦ  ¸ƻǳ Ƴŀȅ ŜǾŜƴ ŎƻƳŜ ǳǇ ǿƛǘƘ ŀ ǾŀǊƛŀǘƛƻƴ ǘƘŀǘΩǎ ŀƭƭ ȅƻǳǊ ƻǿƴΗ 

 

The Promises of MPN 

Using the MPN approach, you will: 

Å Stay on top of your to-dos, e-mail, and workload 

Å Manage your commitments so that you can devote all of your attention to 
each task as you are doing it 

Å Work at a high level of efficiency and effectiveness 

Å Feel calm and relaxed around your task and project management 
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These are the proven results that have been experienced by those using the MPN 
methodology. 

 

KISS 

wŜƳŜƳōŜǊ ǘƘŜ ƻƭŘ άYL{{έ ǘƘŜƻǊȅΚ  hƴŜ ƻŦ ǘƘŜ ƘŀƭƭƳŀǊƪǎ ƻŦ ǘƘŜ atb ǎȅǎǘŜƳ ƛǎ ƛǘǎ 
ǎƛƳǇƭƛŎƛǘȅΦ  ²Ƙŀǘ LΩǾŜ ŦƻǳƴŘ ŀŦǘŜǊ ƴŜŀǊƭȅ ǘƘǊŜŜ ŘŜŎŀŘŜǎ ƻŦ ǎǘǳŘȅƛƴƎ ŀƴŘ ǿƻǊƪƛƴƎ 
with time management and personal information systems is that most 
approaches are much too complicated.  While they look good in theory, when you 
attempt to put them into practice on an everyday basis, you find that they require 
too much time and effort to maintain ς exactly what you ŘƻƴΩǘ ǿŀƴǘ ŦǊƻƳ 
ǎƻƳŜǘƘƛƴƎ ǘƘŀǘΩǎ ǎǳǇǇƻǎŜŘ ǘƻ ƘŜƭǇ ƎƛǾŜ ȅƻǳ ƳƻǊŜ ǘƛƳŜ ŀƴŘ ŦƻŎǳǎΗ 

Thus, in defining both the MPN methodology and its implementation using 
aƛŎǊƻǎƻŦǘ hǳǘƭƻƻƪΣ LΩǾŜ ŦƻŎǳǎŜŘ ƻƴ ƪŜŜǇƛƴƎ ǘƘŜ ǎȅǎǘŜƳ ŀƴŘ ƛǘǎ ƳŀƛƴǘŜƴŀƴŎŜ 
simple and straightforward. 

 

! ά²ƘƻƭŜ [ƛŦŜέ {ȅǎǘŜƳ 

When implementing a system to manage tasks and time, many people tend to 
ŦƻŎǳǎ ƻƴ ǘƘŜ ǿƻǊƪκƧƻōκŜƳǇƭƻȅƳŜƴǘ ŀǎǇŜŎǘ ƻŦ ǘƘŜƛǊ ƭƛǾŜǎΦ  IƻǿŜǾŜǊΣ ŀǎ ǿŜΩƭƭ ǎƻƻƴ 
ǎŜŜΣ ƛǘΩǎ ƛƳǇƻǊǘŀƴǘ ǘƻ ƛƴŎƭǳŘŜ ŜǾŜǊȅ ŦŀŎŜǘ ƻŦ ȅƻǳǊ ƭƛŦŜ ς work, personal, family, civic 
commitments (church, volunteer organizations, etc.) ς anything you are involved 
in.  So as you proceed through this book, be sure to be thinking broadly in terms 
of all of areas of your life.  

 

²Ƙŀǘ ¸ƻǳ ²ƻƴΩǘ {ŜŜ 

There are a few ways in which the MPN methodology differs from other more 
ǘǊŀŘƛǘƛƻƴŀƭ ǘƛƳŜ ƳŀƴŀƎŜƳŜƴǘ ǎȅǎǘŜƳǎ ȅƻǳ Ƴŀȅ ƘŀǾŜ ǘǊƛŜŘΦ  [ŜǘΩǎ ƭƻƻƪ ŀǘ a few of 
these distinctions. 
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MPN does not begin with overall life values and goals 

{ƻƳŜ ǘƛƳŜ ƳŀƴŀƎŜƳŜƴǘ ǎȅǎǘŜƳǎ ōŜƎƛƴ ǿƛǘƘ ǘƘŜ άōƛƎ ǇƛŎǘǳǊŜέΤ ǘƘŜȅ recommend 
ǎǘŀǊǘƛƴƎ ƻǳǘ ōȅ ŦƻŎǳǎƛƴƎ ƻƴ ƻƴŜΩǎ ƻǾŜǊŀƭƭ ƭƛŦŜ ǾŀƭǳŜǎ ŀƴŘ ƎƻŀƭǎΦ  L ōŜƭƛŜǾŜ ǘƘŀǘ 
ŀǇǇǊƻŀŎƘ ƛǎ ŀŎǘǳŀƭƭȅ ōŀŎƪǿŀǊŘǎΦ  CƛǊǎǘΣ ƛǘΩǎ ƘŀǊŘ ǘƻ ŦƻŎǳǎ ƻƴ ǘƘŜ ōƛƎ ǇƛŎǘǳǊŜ ǿƘŜƴ 
ǘƘŜ ŘŜǘŀƛƭǎ ƻŦ ƻƴŜΩǎ ŜǾŜǊȅŘŀȅ ƭƛŦŜ ŦŜŜƭ ƻǳǘ ƻŦ ŎƻƴǘǊƻƭ ƻǊ ƻǾŜǊǿƘŜƭƳƛƴƎΦ  {ŜŎƻƴŘΣ 
focusing on overall goals simply creates even more things to do, on top of the 
current set of tasks which is already lacking organization and management. 

LƴǎǘŜŀŘΣ ǘƘŜ atb ŀǇǇǊƻŀŎƘ ŦƻŎǳǎŜǎ ƻƴ ƎŜǘǘƛƴƎ ŀ ƘŀƴŘƭŜ ƻƴ ǘƘŜ άŜǾŜǊȅŘŀȅ ǎǘǳŦŦέ ς 
the overwhelming number of tasks and e-mails that are causing you to feel stress.  
Once you have control over everything in your life, and are feeling less stress and 
less overwhelmed, you are free and have more space to step back and look at the 
big picture of your overall goals and values. 

 
MPN does not explicitly prioritize all tasks each day 

Traditional time management systems tend to advocate the strict prioritization of 
all tasks, usually in the form of sitting down at the start of each day and deciding 
an exact priority order of items, as in: 

Call Robert Smith re. Tanner proposal A1 

Write up summary of 1/5 EC meeting A2 

Follow up with C. Benz on Ford project A3 

Make reservations for Phoenix trip B1 

Get referral for painter from Dan Wells B2 

Clean out Inbox C1 

 

¢ƘŜ ǇǊƻōƭŜƳ ǿƛǘƘ ǘƘƛǎ ŀǇǇǊƻŀŎƘ ƛǎ ǘƘŀǘ ƛǘ ŘƻŜǎƴΩǘ fit with the large volume, fast 
pace, and high ǾŀǊƛŀōƛƭƛǘȅ ƻŦ ǘƻŘŀȅΩǎ ǿƻǊƪ ŜƴǾƛǊƻƴƳŜƴǘΦ  ²Ƙŀǘ ƛǎ ŀƴ ά!мέ ƴƻǿ Ƴŀȅ 
ƴƻǘ ōŜ ŀƴ ά!мέ фл ƳƛƴǳǘŜǎ ŦǊƻƳ ƴƻǿ ς something else may have entered the 
picture, or may have ƧǳƳǇŜŘ ǳǇ ǘƘŜ ǎŎŀƭŜ ƛƴ ǇǊƛƻǊƛǘȅΦ  !ƴŘ ȅƻǳ ŘƻƴΩǘ ǿŀƴǘ ǘƻ ōŜ 
spending your time and energy administering your time management system by 
continually moving items around your list, rather than working on the items 
themselves. 

!ǎ ȅƻǳΩƭƭ ǎŜŜΣ atb ŘƻŜǎ ƛƴŎƭǳŘŜ ǇǊƛƻǊƛǘƛȊŀǘƛƻƴ ƻŦ ǘŀǎƪǎΤ Ƨǳǎǘ ƴƻǘ ǘƘƛǎ ǎǘǊƛŎǘ ά!м-A2-
B1-.нέ ǘȅǇŜ ƻŦ ŀǇǇǊƻŀŎƘΦ  hƴŜ ƻŦ ǘƘŜ ŎƻǊƴŜǊǎǘƻƴŜǎ ƻŦ atb ƛǎ ƛǘǎ ǎƛƳǇƭƛŎƛǘȅΣ ŀƴŘ ƛǘǎ 
task prioritization is a good example of this philosophy. 
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MPN hŀǎ ŀ ŘƛŦŦŜǊŜƴǘ ǿŀȅ ƻŦ ǘƘƛƴƪƛƴƎ ŀōƻǳǘ ά5ǳŜ 5ŀǘŜǎέ 

Some time management systems advocate assigning a due date to every task.  
MPN does not take this approach.  Instead, I advocate assigning a due date to a 
task only when it absolutely has to be done on or by a certain date.  If you have a 
meeting scheduled for next Thursday morning, and you have a report to prepare 
for the meeting, then it would be appropriate to assign a due date of next 
Wednesday for that item, because it has to be done by then. 

.ǳǘ ȅƻǳΩƭƭ ŦƛƴŘ ǘƘŀǘ ǘƘŜ ƳŀƧƻǊƛǘȅ ƻŦ ǘŀǎƪǎ ŀŎǘǳŀƭƭȅ ƭƛǾŜ ƛƴ ǘƘŜ ǊŜŀƭƳ ƻŦ άL ƴŜŜŘ ǘƻ ƎŜǘ 
ǘƘŀǘ ŘƻƴŜ ŎǳǊǊŜƴǘƭȅέ ƻǊ άƴƻǿέ ƻǊ άŀǎ ǎƻƻƴ ŀǎ L ŎŀƴέΣ ƻǊ ƛƴ ǘƘŜ ǊŜŀƭƳ ƻŦ άLΩƳ ƴƻǘ 
ƎƻƛƴƎ ǘƻ ōŜ ŘƻƛƴƎ ǘƘŀǘ Ƨǳǎǘ ƴƻǿέΦ  CƻǊ ǘƘŜǎŜ ƛǘŜƳǎΣ ŀǎǎƛƎƴƛƴƎ ŀ ŘǳŜ ŘŀǘŜ ƛǎ ƴƻǘ 
necessary and in fact can be counterproductive for several reasons: 

¶ Logistically: The odds are that you will not get everything done that you 
planned to do on a given day.  If you have a due date assigned to a number 
of items that are not completed on that date, you will end up wasting 
precious time adjusting and tweaking due dates on these items. 

¶ Psychologically: If you do not get everything done that you marked as due 
for that day, it will be obvious as the due date stares you in the face, and 
ȅƻǳΩƭƭ ǘŜƴŘ ǘƻ ōŜŀǘ ȅƻǳǊǎŜƭŦ ǳǇ ŦƻǊ ƛǘΥ ά5ŀǊƴΣ L ǇƭŀƴƴŜŘ ǘƻ Řƻ ǘƘƻǎŜ ǘƘǊŜŜ 
ǘƘƛƴƎǎ ǘƻŘŀȅ ŀƴŘ L ŘƛŘƴΩǘ ƎŜǘ ǘƘŜƳ ŘƻƴŜΗέ  9ǾŜn worse, by default in 
Outlook, when a task goes past due, it turns red ς so not only are you 
chastising yourself for not getting an item done, but Outlook is yelling at 
you, too! 

Again, I encourage you to only assign a due date when an item must be done by a 
specific date. 

 

Different role for the Calendar 

Several time management systems use the Calendar as the place to record and 
manage your tasks.  This means that all of your tasks will be date-based. 

This practice has all of the negative aspects detailed ƛƴ ǘƘŜ ά5ǳŜ 5ŀǘŜǎέ ǎŜŎǘƛƻƴ 
above: you are forced to spend time moving tasks from date to date, and 
psychologically you take a hit when you do that. 



7 
 

You will of course want to use the Outlook Calendar to record your meetings and 
appointments ς activities that are explicitly time-based as well as date-based.  But 
MPN uses the Task component of Outlook to record and manage your to-dos.  As 
ǿŜΩƭƭ ǎŜŜΣ ǘƘŀt is the best place for this function, and does not have any of the 
drawbacks that come with using the Calendar. 

 

The άCore Problemέ 

When you ask people why they feel overworked and overwhelmed, most people 
ǿƛƭƭ ǎŀȅΣ ά.ŜŎŀǳǎŜ L ƘŀǾŜ ǘƻƻ ƳǳŎƘ ǘƻ Řƻ ŀƴŘ ƴƻǘ ŜƴƻǳƎƘ ǘƛƳŜ ǘƻ Řƻ ƛǘΗέ 

 

 

This answer represents the common wisdom.  But after studying the topic in 
depth, I can assure you with confidence that it is a myth! 

LƴǎǘŜŀŘΣ L ǎǘŀǘŜ ǘƘŜ ŎƻǊŜ ǇǊƻōƭŜƳ ŦŀŎƛƴƎ ǘƻŘŀȅΩǎ ōǳǎȅ ŀƴŘ ƘŀǊǊƛŜŘ ǿƻǊƪŦƻǊŎŜ ŀǎ 
follows. 

The main source of overwhelm is that we donôt have  
a clear, concise record of everything we need to attend to, 

maintained in writing in one consistent location,  
outside of our brain. 
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When we address the above issue, we will have created a system that allows for 
ǘƘŜ ŀŎƘƛŜǾŜƳŜƴǘ ƻŦ ǘƘŜ ǇǊƻƳƛǎŜǎ ǎǘŀǘŜŘ ŀǘ ǘƘŜ ōŜƎƛƴƴƛƴƎ ƻŦ ǘƘƛǎ ŎƘŀǇǘŜǊΦ  ²ŜΩǊŜ 
going to spend the next set of chapters looking at this problem statement in 
detail, and devising a system that addresses and solves this problem statement ς 
a system that works for you!  
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MPN Principle #1: Stop Using Your Head 
 

²ŜΩǊŜ ƎƻƛƴƎ ǘƻ ŜȄŀƳƛƴŜ ǘƘŜ ƭŀǎǘ ǇŀǊǘ ƻŦ ǘƘŜ ǇǊƻōƭŜƳ ǎǘŀǘŜƳŜƴǘ ŦƛǊǎǘΣ ƴŀƳŜƭȅ όŀǎ 
ǿŜ ŘƛǎŎǳǎǎ ǇƻǊǘƛƻƴǎ ƻŦ ǘƘŜ ǎǘŀǘŜƳŜƴǘΣ LΩƭƭ ƘƛƎƘƭƛƎƘǘ ǘƘŜƳ ƛƴ red): 

The main source of overwhelm is that we donôt have  
a clear, concise record of everything we need to attend to, 

maintained in writing in one consistent location,  
outside of our brain. 

 
This first principle says that you want to write down or record those things you 
need to attend to, and not attempt to remember them. 

Why? 

The reason is because the human brain is not effective at storing and retrieving 
ǘƘƛƴƎǎ ǘƘŀǘ ǿŜ ƴŜŜŘ ǘƻ ǊŜƳŜƳōŜǊΦ  Lǘ Ƴŀȅ ǊŜƳƛƴŘ ȅƻǳ ƻŦ ǎƻƳŜǘƘƛƴƎ ǿƘŜƴ ƛǘΩǎ ƴƻǘ 
the appropriate time to be reminded, and it may fail to remind you of something 
when it is the right time.   

This occurs due to the way the human brain operates.  When you store a piece of 
ƛƴŦƻǊƳŀǘƛƻƴ ƛƴ ȅƻǳǊ ōǊŀƛƴ ǘƘŀǘ ȅƻǳ ǿŀƴǘ ǘƻ ǊŜƳŜƳōŜǊΣ ƛǘΩǎ ŦƛƭŜŘ ƛƴ ƳŜƳƻǊȅ ƛƴ ŀƴ 
άŀǎǎƻŎƛŀǘƛǾŜέ ǿŀȅΤ ǿƘŀǘ ǘƘŀǘ ƳŜŀƴǎ ƛǎ ǘƘŀǘ ƛǘΩǎ ŜƭƛƎƛōƭŜ ǘƻ ōŜ retrieved when 
something that reminds you of it, or that you associate with it, comes into your 
consciousness. 

But there is no correlation between the time at which this association/retrieval 
process occurs and the appropriate time for that piece of data to be brought into 
your consciousness!  Here is a typical example.  Your boss asks you to get some 
ǎǘŀǘƛǎǘƛŎǎ ƻƴ ǘƘŜ hǊƭŀƴŘƻ ŀƴŘ {ƳƛǘƘ tǊƻƧŜŎǘ ȅƻǳΩǾŜ ōŜŜƴ ǿƻǊƪƛƴƎ ƻƴΦ  !ǎ ŀ ǊŜǎǳƭǘ ƻŦ 
Ƙƛǎ ǊŜǉǳŜǎǘΣ ȅƻǳǊ ōǊŀƛƴΩǎ ǘƘƻǳƎƘǘ ǇǊƻŎŜǎǎ Ƴŀȅ ƭƻƻƪ ǎƻƳŜǘƘƛƴƎ ƭƛƪŜΥ 

  



 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

  

YƛŘǎΧ ¢Ƙŀǘ ǊŜƳƛƴŘǎ 
me ς my daughter 
Ǝƻǘ ƘŜǊ ŘǊƛǾŜǊΩǎ 
license and is 

bugging me for a car 

bƻǿΧ  ²Ƙŀǘ ǿŀǎ ƛǘ 
that my boss asked 

me to do?? 

/ŀǊΧ ¢Ƙŀǘ ǊŜƳƛƴŘǎ ƳŜ 
ς my car is making this 
banging noise ς got to 
take it to the mechanic 

aŜŎƘŀƴƛŎΧ ¦ƎƘΣ 
ǘƘŀǘΩǎ ƎƻƛƴƎ ǘƻ Ŏƻǎǘ 
me an arm and a leg 

άDŜǘ ƳŜ ǘƘŜ ƭŀǘŜǎǘ 
numbers on the 
Orlando & Smith 
ǇǊƻƧŜŎǘέ 

!ǊƳ ŀƴŘ ŀ ƭŜƎΧ ¢Ƙŀǘ 
reminds me ς my brother-
in-law sells insurance and 
says he can save us an arm 

and a leg 

hǊƭŀƴŘƻΧ That 
reminds me of the 

time I went to Disney 
World with the kids 

Brother-in-ƭŀǿΧ 
That reminds me ς I 

gotta call him to 
schedule a golf date 

for this weekend 


