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TheMore ProductiveNow!" Approach

TheMore Productive Now! programil K| i & 2 dzQf f idf&busy Ay (K
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, mbsotably Microsoft Outlook, to help you rapidly get
control of yourlife.

TheMore Productive Now! (MPN)methodologyis not designed as a cookie

cutter, onesizefits-all approach. It is a set of principlesdbest practicesi K I (i Q &
meant to be person@ed. Tie ideais thah 0 Q& lyou &ah Adapd tw your

world ¢ use what works for you andon't use what doesn't work

However, | do recommend that you try out the new methods and practices

contained in this bookefore you dismiss anyf them. Yu may find someadeas

or suggestionghat might not make sense to you initially, or may be counter to

gKI 0 @2dz2Q@S 0SSy R2Ay3a G2 RIGSO . dzi 0 K
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
GKSY @l fdzr6of So 2dz Y& S@Sy 02YS dzLJ ¢ A

The Promises of MPN
Using the MPN approach, you will:
A Stay on top of youto-dos, e-mail, andworkload

A Manageyour commitmentssothat you can devote all of your attention to
each task as you are doing it

A Work at a high level of efficiency and effectiveness

A Feelcalm and relasd around your task and project management



These are the proven resulisat have been experienced by those using the MPN
methodology.

KISS
WSYSYOoSNI 6KS 2fR aYL{{¢ UGKS2NEK hyS 27
AAYLIE AOAGE @ 2 KFEG LQ@S F2dzyR I FGSNI ySI N
with time management and psonal 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 maintaig exactly whatyolR2 y Qi 6+ y i FNRY
52YSGKAY3 GKFGQa adallRasSR (2 KStLI IASS

Thus, in defining both the MPN methodology and its implementation using
aAONRaA2F0 hdzif 2212 LQOS F20dzaSR 2y (1SSL
simple and straightforward.

I a2K2tS [AFSe {eausSy
When implementing a system to manage tasks and time, many people tend to
F20dza 2y GKS 62N]k220kSYLIX 28YSyid | aLISO
aSST A0Qa AYLRNIIyYyG O zwdk/porsotzR ami@iS NB T |
commitments (church, volunteer organizations, etcgnything 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.

2 KIFdG ,2dz 22y Qi {SS

There are a few ways in which the MPnethodology differs from other more
OGN RAGAZ2Y It GAYS YIylFI3aSYSyl aakwd8ya e2d
these distinctions.



MPN dbes not begin with overall life values and goals

{2YS GAYS YIylF3aSYSyid aeadSyaecannamdy oA (K
a0FNIOAY3 2dzi 6@ F20dzaay3a 2y 2ySQa 2ISNI
I LILINRF OK A& FOGdatte ol Ol ¢l NRao CANRIG:S
G0KS RSGIATA 2F 2ySQa SOSNERRFIE fATFS FSSt
focusing on overall goals simply creage®n more things to dmn top of the

current set of tasks which is already lacking organization and management.

LyadSFERX GKS atb | LLINRI OK F20dzaSa& 2y 3€
the overwhelming numbeof tasks and enails 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 gégand values.

MPN does not explicitlyrioritize alltaskseach 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
anexactpriority order of items, as in:

Call Robert Smith re. Tanner proposal Al
Write up summary of 1/5 EC meeting A2
Follow up with C. Benz on Ford project A3
Make reservations for Phoenix trip Bl
Get referral for painter from Dan Wells B2
Clean out Inbox C1

¢CKS LINRBofSY gAGK KA &t withtided@oike, fasi G K I {
pace,and higid NA I oAt A& 2F (2RI &8Qa ¢62N] Sy dAab
y20 0SS Fy G! mé dsomefhing elzé Say have\cRtafed yhd &

picture, ormay hav@ dzY LJISR dzLJ G KS a0l fS Ay LINA2NRI
spending your time and energy administering your time management system by
continually moving items around your list, rather than working on the items

themselves.

& €2dzQf f &S S3INRazx NA (RR2ISal MO T AFIRSHARA | & T
BL-. Hé¢ GeL)S 2F | LILINRI OK® hyS 2F GKS O2NJ
task prioritization is a good example of this philosophy.
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Some tme management systems advocate assigning a due date to every task.
MPN does not take this approach. Instead, | advocate assigning a due date to a
taskonly when it absolutely has to be done on or by a certain ddtgou have a
meeting scheduled for né 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.

.dzi @2dzQft FAYR GKIFIG GKS YIV22NR @d 3B Sk
GKFO R2YyS OdzZNNByiGfteég 2Nl ay2¢6é 2N al a a2
32Ay3 G2 0S R2AYy3 GKIFO 2dzald y26é0 C2 NJ
necessary and in fact can be counterproductive for several reasons:

1 Logistcally: 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 duetelon these items.

1 Psychologicallyf 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
82dzQff GSYR (2 o0SI(G @2dz2NBSt T dzLJ F2 NJ
GKAYy3a G2RF& | YR L RwoRe/lfydefaditSnd G KSY R
Outlook, when a task goes past dutgurns red ¢ so not only are you
chastising yourself for not getting an item done, but Outlook is yelling at
you, too!

Again, | encourage you tmly assign a due date when an item must be dogyab
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 bebdested.

This practice has all of the negative aspects detdilgi G KS a5dzS 51 (1Sa&:
above: you are forced to spend time moving tasks from date to date, and
psychologically you take a hit when you do that.
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You will of course want to use the Outlook Calendar to record your meetings and
appointmentsg activities that areexplicitlytime-based as well as dateased. But
MPN uses the Task component of Outlook to record and manage yalasto As

g SQf t tisBeSbEst plakelfor this function, and does not have any of the
drawbacks that come with using the Calendar.

Thed&Core Problem

When you ask people why they feel overworked and overwhelmed, most people
gAff alrez . SOFdzaS LSYKRP@IKOI2RYS§dJdADK R2 Kk

This answer represents the common wisdom. But after studying the topic in
depth, | can assure you with confidence tlitas a myth!

LyadSIRY L adradS GKS O2NB LINRofSY FI OAy
follows.
The main source of overwhelmisthatwe donoét have
a clear, concise record of everything we need to attend to,

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



When we address the above issue, we will have created a system that allows for
0KS I OKAS@SYSyid 2F GKS LINRYAaSa aidl GSR
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

a system that wdks for you!



MPN Principle#1. Stop Using Your Head
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The main source of overwhelm is th
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 wantwwite down or recordthose things you
need to attend to, and not attempt toememberthem.

Why?

The reason is because the human brain is not effective at storing and retrieving
GKAYy3a GKIFIGd ¢S ySSR G2 NBYSYoSN® Ld YL
the appropriate time to be reminded, and it may fail to remind you of sonmgth

when itisthe right time.

This occurs due to the way the human brain operates. When you store a piece of
AYF2NXYIFOA2Y AY @2dz2NJ NI AY GKIFGO @2dz 61 yi
Gl aa20AFGA0Se gl 8T 6KIFG OdrieviéedwWiéhl ya A a
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 dathd brought into

your consciousness! Here is a typical example. Your boss asks you to get some
adraAraidAadca 2y O0KS hNIFyYyR2 YR {YAUK t NP
KA&d NBI[dzSaG> @2dz2NJ NI AyQa (GK2dzZaAKG LINE OS
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numbers on the
Orlando & Smith
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reminds me of the
time | went to Disney
World with the kids

YAR&AX ¢KI
me ¢ my daughter
3204 KSNJI I
license and is
bugging me for a car

/P NX ¢KIG |
¢ my car is making this
banging noise; got to

take it to the mechanic

aSOKIF yAOX
GKIFIGdQa 32
me an arm and a leg

I'NY |yR | f
reminds me¢ my brother-

in-law sells insurance and
says he can save us an art
and a leg

Brother-int I g X
That reminds meg |
gotta call him to
schedule a golf date
for this weekend

b2gX 2 Kl
that my boss asked
\
\ ‘6’ me to do??
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