
        
            
                
            
        

    10招克服恼人的拖延

The Now Habit A Strategic Program for Overcoming Procrastination and Enjoying Guilt—Free Play
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作者简介
尼尔·费奥瑞（Neil Fiore）
尼尔·费奥瑞毕业于美国圣彼得学院（St. Peters College）以及马里兰大学（University of Maryland），是执业心理学家，曾于101空降师服役，官拜中尉，也曾任强生公司（Johnson＆Johnson）经理、壳牌石油（Shell Oil）统计分析师，以及加州大学柏克莱校区（UC Berkeley）的心理学家和职涯咨询师，目前创业成立顾问公司并担任公司总裁，提供管理咨询以及高级主管训练服务。聘请费奥瑞训练高级主管的企业包括美国营建商贝泰（Bechtel）、AT＆T以及美国服饰商李维斯公司（Levi Strauss）等。费奥瑞的著作有《唤回最坚强的自信》（Awaken Your Strongest Self）、《克服考试焦虑》（Conquering Test Anxiety）和《用情绪战胜癌症》（The Road Back to Health）。



精彩内容
根据心理学分析，两种人最容易养成拖延习惯：一是完美主义者、一是被惯坏的孩子；一为太求好，一为太聪明。有趣的是，拖延也并非这两种人的专利，几乎已成“普世的”工作、生活态度。为什么人会轻易陷入拖延陷阱，答案往往就如心理学家分析的，想求好，又自作聪明，以为让事情在手边多逗留些时间，就有机会做得更好。结果适得其反，拖延形成更紧迫的时间压力，一不小心便陷入恶性循环。我们常以为拖延算不上恶习，但小拖延往往误大事，大陆厂商华为技术，便因拖延交付泰国CAT电信公司订购的CDMA系统，极有可能面临近46亿人民币的天价罚款！勿以恶小而为之。但积极面对拖延的坏习惯，并不是要逼自己埋头苦干，发现问题是解决问题的第一步，只要通过学习，化焦虑和不安全感为助力，你很快可以养成“即知即行”的好习惯。



重要概念
行动派（Producer）
美国联合保险公司（Combined Insurance Company of America）的创办人克莱蒙·史东（W. Clement Stone），要求所有员工每天开始工作前，一遍遍背诵这句话：“现在开始！”（Do it now！）在哥伦布航海时期，水手总是拖拖拉拉，并且会拿抓蟑螂当作借口。船长为了改善这种情况，便对水手说：“吞掉那只蟑螂！”这句话后来成为管理者要求员工立即执行任务的代名词。改变拖延的习惯，培养实时的行动力，才能发挥最大的效能。要成为行动派的人，得先厘清拖延的原因为何，接着改变对事情的看法，一旦除去拖延的心态，自然会有所行动。
研究显示，优秀的管理者对犹豫不决都有极高的抵抗力，在面对矛盾状况的时候会大胆作出决策，借此加快作决定的速度。时间应该花在行动上，而不是花在决定。想要克服拖延的毛病，管理专家建议，可以把工作切割为数个部分，依序完成部分工作，这样有助于克服对工作的不安全感。此外，不管有多少工作量，强迫自己准时下班更能提升工作效率。如此可以学着在有限的时间内，分配工作的优先次序。帕金森定律告诉我们：“给你多久的时间，工作就会拖多久。”相对地，对行动派来说：“给你多短时间，工作照样会如期完成。”在期限截止压力下，会迫使你把力气放在最重要的事情上，用最高效率去完成。



反向行事历（Reverse Calendar）
企业在进行营运规划时，为了让目标变得具体可行，会将目标区分为近程、中程和长程3阶段，然后再决定每一段时期要达成的目标。这就是反向行事历的概念。也就是说，为了达成远程的目标，往回推算中程、近程应该做什么，甚至回推到现在该做什么，作为达成目标的查核点。思爱普软件系统公司（SAP）在为其他产业营运流程提供解决方案时，其中有一项逆推时间的做法。例如在下新的订单时，先检查有没有时间要求，如果没有，则自行设定截止交货时间。接着再扣掉生产、运输等环节的时间，逆推到一个时间点，看供货商是否能够实时供货。
大前研一在《即战力》书中，更延伸了这个概念，运用逆推法从退休那年开始倒算回来，订定新的人生计划时间表，并着手进行准备。只要人生目标很明确，自然就会明白现在应该如何准备。成功学大师布莱恩·崔西（Brian Tracy）认为，具有时间视野的人，能从未来的角度，思考现在该做什么、不做什么。英国上流社会的家庭，从新生儿呱呱落地起，就着手安排让孩子日后得以进入牛津或剑桥，即使孩子最快也要18、19年后才会进大学。



入神状态（Flow State）
入神状态是指运动员因为全神贯注于比赛当中，达到最佳表现的状态。进到入神状态，运动员就不会再受其他事物或负面情绪的干扰，而且感到身体及动作均能操控自如。研究显示，在科学与体育界，当运动员的表现达到巅峰时，α波会相应增加。这个现象通常让人联想到冥想或坐禅等彻底的休息状态，世界上一流的运动员，都会努力希望达到这个与脑波活动有关的状态。
现今很多卓越的运动员，都能通过心理训练的手段，例如自我对话及意象训练，经常展现超乎水平的运动表现。著名的职业高尔夫选手杰克·尼克劳斯（Jack Nicklaus）在著作《打出坦途》（Golf My Way）中说到，心理准备工作是达到颠峰表现的重要元素。在高尔夫运动中，心理因素对演出的影响占有90％的成分。在职业巡回赛中，职业高球选手平均每个回合在球场上4小时，真正击球的时间却只有大概2分钟，在这种情况下，选手能否运用入神状态，对于高球成绩好坏的影响甚巨。



 五分钟摘要 




英文
尽管大家都知道拖延会减损个人和组织的生产力，却很少有人花时间确切定义，到底什么叫做拖延。
拖延的定义有个还算清楚的说法：“拖延是一种机制，人在着手进行新的工作或是要完成原有工作时，都会感到焦虑或有压力，这时就会运用这种机制来处理这种负面的情绪。”
如果接受上述说法，自然就会清楚知道，要克服拖延恶习，关键不在于下列几种常见的陈腔滥调：
 
	“动手做就对了！”
	“要更努力！”
	“工作安排要更有条理！”
	“不要再偷懒！”

其实，要真正克服拖延，就必须面对自己的既定观念，以及自己对“失败”、“完美主义”和“工作伦理”的定义。与其听信各种克服拖延的建议方法和战术，不如订出策略性做法，赋予自己必要的工具，这样才能适切调适心理，达成更高度的工作能量。只要能更有效掌握自己对于工作的想法以及自我激励的方法，自然就能提升工作效率和生产力。




策略工具1　心理安全网　英文
主要观念
要明白，不论发生什么天大的事，你还是会活下去，人生也会继续下去。因此，如果偶尔稍微不顺，还是要接受现实然后向前迈进。不要把一时的挫折，当作世界末日。



支持概念
拖延的原因
我们为什么会拖延，不去做明知对自己有益的事？这其实是因为下列听来冠冕堂皇又合理的理由，包括：
 
	自己的人生似乎满载对他人的责任——因此我们会认定，做得再多都不够，所以又何必费力开始做。
	低估各个事项会花多长时间——因此就会显得自不量力。
	目标和价值观过于模糊——接受了心底明知应该拒绝的事。
	追求完美——认定如果做不到百分之百正确，干脆连试都不要试。
	害怕他人批评——因此会花很多时间去担心别人会怎么想，却从没有真正着手进行明知该做的事。
	缺乏自信——因此会把自己的失败和分心，全都归咎于外在事件。
	专挑自己的毛病——会因为绩效没有自己想象中得好，觉得自己没有价值。
	为了表达不平之气——而不去做那些别人说对自己有益的事。
	以为拖延是有益的——能够让我们从生活的压力中暂时解脱，尽管这在日后可能会造成更严重的问题，还是要拖延。
	可以逃避对成功的恐惧——只要现在不去做必须完成的工作，就可以避开这一点，而且也可以避开未来可能会面临的困难决定。

如果真正想要了解，自己为什么会拖延得这么厉害，可以试着采用日志，记录下各种拖延的理由。从日志中可以看出自己平常思考的模式，然后就可以对症下药，不会只有流于浮面。
放大镜
拒绝
人际沟通专家游梓翔说：“拒绝是一门艺术，得依赖天份与经验的凝聚……许多人意志不坚，无法干脆地说不，对于该拒绝的事，与其做事力不从心却得履行，还不如一开始就拒绝。”
建立安全感
更确实了解自己拖延的原因之后，接下来就该加以处理。最有效的做法就是要努力在心理架起“安全网”，让自己可以有高人一等的表现，又不至于觉得高处不胜寒。要设立心理安全网其实很简单，就只要告诉自己：“不论发生天大的事，我都会活下去，也会想出办法继续往前走，不会觉得世界末日到了。就算最糟糕的情况真的发生了，我也会尽力设法减低伤害，继续向前迈进。”
大多数卓越人士在达成长期的成就之前，都曾历经重大的失误和挫折。如果卓越人士当初因为些许挫折就轻言放弃，绝对无法达成重要成就。容许自己和卓越人士一样，就能够稍微放松然后加倍努力。
安全感
害怕通常是想象的，不会发生，也没有事实根据。建立安全感要认清心里不舒畅的起因是什么，并且要允许无心的犯错，因为不犯错就减少了学习、成长及改变的机会，只要不怕错就可以减少得失心，也才能慢慢建立安全感。



关键思维
“拖延是通过学习养成的，也可通过学习加以排除，必须设计其他工具来应对自己的恐惧。”
 尼尔·费奥瑞 



策略工具2　正面的自我对话　英文
主要观念
一定要在心中和自己进行正面对话，给自己正面的心智图像，这样才能适切导引自己的能量，多缔造成果，少庸人自扰。



支持概念
摆脱受害者的假想
只要调整并且加强自己的思考方式，自然就比较不会拖延。为什么？道理很简单，因为拖延者会下意识地认为，自己是受制于外在状况、重责大任和上级压力。许多拖延者会刻意拖累进度并且花更长的时间完成工作，借此报复上级长官。
要缔造更多成果，就要把心力放在绩效上，不要只是怪罪别人，把怪罪留给愿意接受平凡的人。让自己的思考，转移到自己决定要进行事项上，然后投入心力即刻着手进行。
行动派会采用的语言
具体来说，应该采取下列5种方法，让自己的内在对话从拖延者转变成行动派，这些方法是：

拖延者通常觉得自己是不得不然，就好像有人逼他们做事，而他们其实宁愿做别的事。抛开这种想法，并且告诉自己，没有人逼自己去创造成功的人生和职涯，是自己决定要追求卓越。能够从“必须要”改变为“决定要”，就会感到活力爆发。

如果一心只想着要做完工作，一定会觉得怎么永远都做不完，反而应该去想，自己什么时候可以着手进行必须完成的工作。只要认清，重点是要让项目有具体进展，就能够激发能量并且提升投入的程度。不论何时出现片刻空档，都能随时蓄势待发，准备好大展身手。

如果光想着一件事情有多重大，就会感到不知所措，应该思考怎么朝正确方向迈进一小步。跨出这一步，再跨出下一步，然后再不断前进，直到达成目标为止。思考自己可以即刻跨出的一小步，处理起来就会更容易。

如果告诉自己，打从起步起就要十全十美，就永远不会接受高难度的挑战，反而应该容许自己在一开始时犯些错误。每项重要的项目一定都会有发展曲线，在初期试行阶段一定不会如自己想象得那么顺利。这其实无伤大雅，而且是一定会发生的，所以要接受这种状况，不要变成完美主义者。

如果心里其实想要从事其他活动却不得不工作，就会感到愤愤不平，这会让自己故意拖拖拉拉，心不甘情不愿地工作。要排除这种心态，就要答应自己，只要达成项目中的部分工作，就给自己奖励。对休闲时间的期待，有助于自己缔造更多成果。
要改变自己的想法，不是非得等到自己彻底排除所有负面思考，才能提升生产力。其实应该正面而积极地要求自己，尽可能从更正面的角度思考。渐渐地，这些新的思考模式就会深植于脑海之中，让自己养成行动派的习惯，不再拖拖拉拉。
把下面这些话变成自己工作上的箴言：




关键思维
“理解到自己正在参与的计划，将会实现人类最根本的梦想，能够启发所有人的想象力，并且让人发挥潜力，而且很少有人知道自己具备这种潜力。这些人会背负着使命感。我曾经见过许多平凡人开发出源源不绝的个人能量和创意，缔造了卓绝的人类成就。我见证了这些人鲜活展现雀跃之情和自豪之心，感染了身边所有人，并且运用各种机会点燃大家的想象力，而这些机会就藏在大家努力想要完成的目标之中。于是我了解到一个道理，目标并不能点燃想象力，也无法激励我们迈向更高度的人类成就，心里的使命感才有这种效果。”
 查尔斯·嘉菲德《顶尖高手》作者 



策略工具3　拖延的征兆　英文



主要观念
每次下定决心不要拖延，未来就更容易做到同样的事。拖延的恶习可以通过学习来排除，就好像习惯养成也是通过学习而来，只不过两者结果相反罢了。



支持概念
鞭策法与鼓励法
要激发人类动机，有下列2种基本方法：

使用鞭策法激励自己展开行动，方法则是要全心思考，如果不说到做到，可能会导致哪些问题。

使用鼓励法，则要把重心放在想要获得的奖励上。奖励会变得非常有吸引力，使大家士气高昂并且采取行动，努力争取奖励。
受到过去接受教育的影响，大家都很熟悉鞭策的激励方法，使得我们一面临困难的工作，就会自然而然想起要运用鞭策法。想要克服拖延也会发生同样状况，我们自然会偏重去思考，如果不做会发生什么问题。
然而许多研究显示，如果在心理上期待成功的奖励，而不是设法在孤立无援和焦虑的气氛之下完成工作，工作起来就会更有效率，也会更有耐性工作。
奖励更能鼓舞士气
那么实际上到底该怎么做？假设自己面临一项庞大的项目，根据经验判断，至少必须花20个小时埋头拼命工作才可能完成。与其让自己深陷一连串威胁，设法鞭策自己展开工作，不如尝试下列做法：
 
	想出丰硕的奖励，等到整个项目完成就犒赏自己——奖励一定要是自己喜欢的，也就是说这些奖励可能只能激励自己，其他人不一定会被这种奖励吸引。
	另外再想出适切的奖励，作为达成里程碑的奖品——可以在项目达成25％、50％和75％的时候，买点小东西送给自己。
	记下自己想到的奖励——这样才能确实按照想法进行，并且真正给自己应有的奖励。
	接下来就要坐下来排定时间，用来为自己争取第一项里程碑的奖励——即使一次只花15分钟左右的时间进行这项工作也无所谓。与其设法安排一长段时间不受干扰，不如善用时时冒出来的一小段时间，这些时间通常都被浪费掉了。
	然后要不断努力，逐步排出更多时间进行项目——还要设法每天都达成一些进展，不要等到自己有一长段时间的时候才进行。
	不断在各项短期工作之中，加进令人愉悦的活动——这样才更有可能每天都进行这项项目，不会搁在一边。

放大镜
奖励
属于心理学中自我强化（self-reinforcement）的方法。奖励不是目的，而是激励手段，可以借由自我奖励体验成功的感觉，强化自信心，并积极挖掘学习潜力。美国西点军校（U. S. Military Academy at West Point）从新生入学开始就让学生明白，不会因为完成任务而得到长官的称赞。西点军校鼓励学生自我奖励，学校会提供各种环境和经验，让学生学习从良好的表现中获得内心的满足与成就感，不是只为了长官的称赞，而是不断追求完美。



策略工具4　无所牵挂的闲暇时间　英文
主要观念
把自己注重的重点，从自己做了多少工作，转换成自己能够创造多少休闲时间。这么做就能够培养出强大的动力，激励自己完成工作，也能让自己的人生更贴近成功人士的模式。



支持概念
愈是行动派愈懂得要休闲
出乎意料地，超级行动派其实比拖延者花更多时间在休闲上。行动派会抱持高度动机投入工作，并且发挥全力完成工作，这样才可以放心度假并且真正放松。想要成为行动派，应该也要采取这种心态。
多数拖延者往往都会认为，自己没有资格休息。他们觉得自己累积的成果不够，没有理由小憩一下。相对地，行动派很清楚，要避免自己气力放尽、无精打采，就一定要有无所牵挂的闲暇时间。大多处杰出的行动派天生就了解，自己不可能时时都全心工作，所以根本不会想要时时工作。事实上，这些人会积极地尽可能安排时间让自己充电，这样在回到工作岗位的时候，才会有杰出表现。
要达成更多成果并提升生产力，必须想办法多休闲。这样一来就会有动力想要尽快做好工作，也才能完成必要的工作，投入自己喜爱的休闲活动。这能够启动生产力的良性循环，如下图所示：

安排愈多闲暇时间，就会感到愈自在，在必要时也就愈有动力达成优秀表现。工作表现愈好，就愈会觉得自己确实有资格享有闲暇时间，也会愈享受闲暇。
休息是为了走更长远的路
在行程表中排入更多无所牵挂的闲暇时间，可以带来下列益处：
 
	从事休闲活动，能够找到更多工作上的创意构想，也会想出更多新鲜的见解——在从事高尔夫球、慢跑或阅读等休闲活动的时候，潜意识会不断涌出新的构想。
	身体更健康——因为可以走出户外活动，不是老是被绑在办公桌前。
	生活更均衡——可以避免变成气力放尽的工作狂。
	能够为工作场合营造出正面的气氛——因为自己想要工作，不是因为不得不工作。
	每隔一段时间就密集休闲——能够让自己从全新的角度，看待自己负责的工作。
	能够建立友谊——能不能感到生活均衡和幸福，友谊是非常重要的因素。




关键思维
“就我所知，人性最不幸的面向之一就是，我们都会想要延迟享受人生。我们都梦想着能够看见传说中的玫瑰园，却不懂得欣赏眼前在窗外盛开的玫瑰。”
 戴尔·卡内基 



策略工具5　立体思考和反向行事历　英文
主要观念
这些工具是用来对抗不知所措的恐惧。如果能够不再感到不知所措，也就应该能做到不再拖延，两者通常是相辅相成的。



支持概念
利用回推法推算进度
如果负责处理规模相当庞大的项目，有时会不知该从哪里着手。此外，跟即将面临的工作比起来，现在做的大小事好像都变得无关紧要，因此会停下脚步，还会感到乌云着顶。要排除这种状况，可以尝试用下列方式，运用立体思考法和反向行事历：
 
	检视整个项目——并且区隔出几项规模较小的合理阶段。要记住的是，不要想一步到位，而是要把各个阶段分配到接下来几天和几星期之中（这就是立体思考，不要只看整个项目）。
	从项目截止日期回推——并且由后往前订出自己必须达成哪些里程碑。为了举例说明，假设你在4月初接到一项大型项目，必须在6月1日完成，反向行事历就可以这样定：
	6月1日——把结案报告在早上9点交到主管桌上
	5月28日——做最后修正，撰写正式报告
	5月15日——完成报告初稿
	5月1日——完成研究工作，开始草拟初稿
	4月25日——完成电话追踪访问，汇整数据
	4月18日——开始电话追踪访问
	4月14日——寄发问卷
	4月10日——问卷定稿备用
	4月5日——完成背景研究
	4月1日——和主管讨论项目目标
	在反向行事历上，排进各项步骤一并且要确定自己拥有充足的时间和资源。把进度控制在期限之内，并且确认各个步骤预计会花费的时间，是切合实际的。

小小行事历，大大的帮手
这么一来，反向行事历其实就会变成专案的概要。不仅可以把握住完成期限，也可以更了解自己今天进行的工作，对于整个项目有什么帮助。不过更重要的是，反向行事历可以让自己不会感到不知所措。与其订出令人喘不过气的长程期限，不如订成连续的短程目标，进行起来会比较容易。
反向行事历还能带来其他几项重要的益处，包括：
 
	能够让自己和主管形成共识，对于完成项目必须采取哪些步骤，抱持相同看法。
	能够想出哪些工作必须亲自处理，哪些可以放心交办，借此提升自己的效能。
	能够让自己注意到各项重要的里程碑，包括何时必须作决定，以及何时必须向主管等人请益，确保自己没有偏离轨道。
	能够预期，安排时程可能遇到哪些预料之外的困难，这些困难一不注意就可能会出现。
	更有机会完成自己展开的工作。
	能够真正推动必要工作，不会陷在过度而不必要的准备工作上。
	可以降低学习曲线，因为逐步展开工作，能够让自己随着项目进行，逐渐提升能力，可以顺利完成必要工作。
	不必忧虑时间不够用，因为一开始就已经清楚思考过了。
	也可以避免陷入完美主义，因为会忙于完成自己预定的进度。
	可以正确判断，要让工作成果达到专业水平，哪些时候要自己亲自处理，哪些时候最好让其他人发挥技能。
	会期待展开工作，不会因为面临的工作过于庞大，吓得停下脚步。




策略工具6　忧虑　英文
主要观念
如果忧虑能够迫使自己发挥全力，那忧虑就是盟友。规划行动计划，然后确实按照计划执行，就会发现自己对于工作项目的忧虑，会自然而然消失。



支持概念
帮助自己想象最糟的状况
对工作表现的忧虑一直都会在。如果够聪明，就会把忧虑和焦虑当作助力，而不是阻力。养成习惯，时时问自己下列6项重要问题：
 
	“就目前来看，最糟糕的状况可能会是什么？”

一定要让自己的想象力纵情驰骋，想象出鲜活而紧迫的状况。
 
	“如果最糟糕的状况真的发生了，我会采取哪些因应措施？”

花些时间思考，自己会怎么处理这种不幸的状况。例如，是会寻求他人协助，还是会自已咬牙撑下去？思考得愈彻底就会愈有自信，相信自己应该能够继续前进。其实，这时应该会开始感觉到，天底下没有什么事情，会严重到让自己停下前进的脚步。
 
	“如果真的发生最糟状况，该怎么减低伤害并继续前进，才能尽量让自己感到快乐？”

首先，可以原谅自己不过是个凡人，因此有弱点而且不尽完美。另外，还可以回过头来加强原有的优点，这些优点让自己达成今天的成就。或者也可以回忆过去耀眼的胜利和成就，从中吸取再起的力量。要弥平伤害并且继续向前迈进，其实有非常多种方式，要提醒自己这一点。
 
	“另外还有哪些可行做法？”

能够多找出几种可行做法，压力就会比较小。提醒自己，要完成目标通常不会只有一种方法，所以要思考还有哪些可行做法。尽管其他做法不是自己最优先的选择，但是相对地，这些做法也可能会带来其他益处。
 
	“现在可以采取哪些行动，减低这种危险状况发生的机会？”

如果现在可以运用某种做法，减少最糟状况发生的机会，那么就要立刻采取行动。要尽一切努力，让自己更可能达到最终成功。
 
	“现在可以采取哪些具体行动，让自己更有机会达成目标？”

既然已经针对最糟状况做好准备，就要回过头来全心创造理想结果，尽最大努力达成目标。就算出了差错，自己也已经做好了准备可以加以导正，所以不要再担心会有什么状况，大可带着满满的自信积极行动。
有自信便不害怕未知
实际上来说，就是要根据下图中的语句，努力调整心态：

如果自己很清楚，不管发生什么状况，就算必须整理自己然后再次出发，自己还是可以发挥全力，那么就能建立真正的自信。这种自信会比担忧要好得多，因为不可能什么事都在自己的掌握之中。最好要保持冷静，因为自己其实很清楚，长期下来状况一定会好转。这种自信的力量更强大，也更能持久。



策略工具7　“留白时间表”　英文
主要观念
要找出时间全心进行自己的项目，就要从行程表中挪出空档。然后就要好好把握这些空档，用来推动自己负责的项目。用更多时间享受闲暇，也用更充沛的心力投入工作。



支持概念
和自己赛跑
即使是超级行动派，也需要一套方法来完成工作。留白时间表的基本观念是，要把每天必须进行的活动都记在行事历上。然后就要设法挪出可用时间，全心进行最要紧的项目。接下来的挑战就在于，要每星期逐步调整行事历，运用更多时间进行自己负责的项目，花更少时间在其他事项上。
留白时间表善用了逆向心理学。如果刻意安排时间进行项目工作，就会因为自己不得不做这些工作，感到愤愤不平。如果反过来挑战自己，设法从每天的行程中找出更多时间，进行重要性高的项目，就好像是自己给自己的挑战，这会比较有趣，而不是不得不尽的责任。连续几个星期下来，运用留白时间表会让潜意识自然想要多工作，少休闲。
以下提出几项留白时间表的使用建议：
 
	工作和工作以外的活动都要列入
	预留给项目的时间，真正使用才列入记录
	用在工作上的时间，超过30分钟才列入记录
	每工作一段时间之后，就用一小段休息时间犒赏自己
	强调自己真正做到的事，不是没做到的事
	每星期至少要空出1天完全不工作
	在进行自己有兴趣的活动前，试着先工作30分钟
	把重心放在展开项目工作，不是完成项目
	时间安排可以零散，工作时间用30分钟为单位就够了
	不断展开工作，自然就会完成工作
	每个工作天都要努力缔造具体成果

留白时间表




策略工具8　实际目标　英文
主要观念
在设定目标的时候，目标愈少成效就愈高。设定少数几项自己真正关切的目标，会好过设定一大堆自己认为不得不做的目标，所以要慎选目标。



支持概念
订定目标不贪多
刚开始运用留白时间表来管理时间的时候，大概就会了解到下列几件事：
 
	自己已经比想象中要忙得多——能够用在重要项目上的时间，其实没有自己希望的那么多。
	自己在某几天的生产力会比较高——所以在这几天必须特别留意有哪些旁骛会妨碍自己。
	在某几天安排大量时间要专心工作，是不切实际的——所以在这种状况发生时，也不要放在心上。
	即使只花半小时在项目上，也是有益的——因为这样可以维持动力。只要全心让这一小段时间充满价值，半小时就绰绰有余了。
	或许可以每天安排特定半小时的时间，全心处理自己负责的项目——并且让大家知道，不要在这段时间来打扰自己。如果能够做到这一点当然很好，不过如果无法做到也无须烦恼。

总之，运用留白时间表应该能够让自己了解，宁愿订出少数几项实际目标，确实做到这些目标，也不要订出许多冠冕堂皇的目标，却从来没有抽出时间来进行。用全副心力实际获取成果，然后好好享受休闲活动，这样就会发现，自己自然而然克服了想要拖延的倾向。少了各种牵挂，就可以集中心力让自己成为行动派。
设定目标的原则
 
	只投入自己会全心努力的目标——如果认为某项目标不可能达成，或是没有必要追求，就要在一开始回绝。
	区分出哪些工作“非做不可”，哪些工作如果不太麻烦，可以算是“锦上添花”——并且认清时间有限的现实，排出各项工作的轻重缓急。订定单一目标，然后全力投入，会比订出一大堆无关痛痒的目标要好得多。
	如果找不出时间和动力投入某项目标——就要把这种状况视为潜意识提出的强烈警告，告诉自己这项目标其实不那么重要，所以可以彻底放弃，或是设定更实际的时限。
	要乐意把部分目标，调降为“希望”——并且暂时搁置这些目标，这样才可以集中心力在其他更重要的事务上。
	绝对不要忘记，天下没有白吃的午餐——这样才不会妄想，自己可以借由拖延来逃避工作。拖延反而只会增加工作负担，因为牵挂就会耗费掉一些努力。要乐于付出努力。
	思考该怎么用适切言词说明目标——因为这会影响到目标的效果。与其说：“我接下来得进行……”，不如用这样说明目标：“我决定要进行……”。这会提醒自己，要达成特定目标是自己思考后的选择，不是不得不做的工作。
	设定实际而可以评量的目标——不要订模糊不清的目标，这种目标最后只会让自己混淆。实际的目标会说明自己理想中的结果、完成时限，以及时间或资金成本。举例来说：“我要在6月1日之前把家里粉刷好，而且在接下来3个周末中，每个周末至少要花10小时粉刷。”接下来就要思考，自己今天可以做些什么，才能朝目标更进一步。

总而言之要记住，你才是自己目标的主人。如果设定的目标不实际，就等于是在陷害自己，导致自我批评和拖延。想要成为行动派，就必须只设定少数几项适切目标，让自己愿意用热忱和全副心力追求。



策略工具9　入神状态　英文
主要观念
工作不要等到想做才做，应该让自己进到入神状态，摒除一切杂务，集中全副精力在手边的工作上。学会随时能进到入神状态，就能够缔造更多成果。



支持概念
让左右脑一起开攻
职业运动员口中的“进入状况”，就是要隔绝一切旁骛，达到高人一等的运动表现。运动员只要进到这种状态，就能发挥出自己的全部实力，而且内心也会相当平静，可以把压力转换成动力。
进到入神状态，就可以同时运用左、右半脑，也就是逻辑和创意。要学会进到入神状态不是一蹴可几的，会要花点时间才能熟练。
设计进入入神状态的仪式
最好要养成小小的仪式，只要展开一项项目就进行这个仪式。花几分钟让自己转换到有创意、不批评的心智状态，这样可以保持好奇、有冲劲又充满创意。
要让自己进到入神状态，可以采取下列做法：
 
	一开始先在椅子上坐直，脚掌平放在地板上，双手放在大腿上。
	把注意力集中在自己的呼吸上。深吸一口气，稍微摒住呼吸，然后把这口气全部吐出来，反复进行3次。在吐气的时候，想象自己释放了所有感受到的压力。
	接下来就要把注意力放在背部、臀部和腿部，注意这些部位和椅子接触的感觉。想象自己漂浮到椅子上，椅子支撑着自己的身体。
	然后就要感觉自己的双脚，放松腿部肌肉，感觉自己肌肉的紧张随着吐气逐渐释放。到了这个阶段，应该就会觉得眼皮很重，所以干脆就让眼皮轻柔地合上，让放松的感觉浸满整个身体。
	下一步要深呼吸3次，每次都要释放一些自己过去累积的想法和景象。把自我批评和挑战等事情从脑海中清扫出去，彻底释放掉过去。
	接下来再深呼吸3次：释放掉自己预期未来可能会发生的状况，释放掉对于完成期限等事情的想法或忧虑，释放掉未来。
	在接下来的3次深呼吸中，把全副心力放在当下。告诉自己：“每经过一次深呼吸，我都会对于手边的项目感到更注意、更好奇和更有兴趣。我现在开始要开发自己心智的所有能力，这样才能想出有创意又务实的构想。我已经准备好要全力发挥注意力，充分把自己的理性和创意用在工作上。”

“进入状况”对工作的帮助
无可否认地，进行上述活动在一开始会感到不自在，但是只要定期练习，应该就会发现自己只要2分钟或3分钟，就可以进到入神状态。在一开始先投入这些时间是绝对值得的，因为这会让自己运用在项目上的时间，变得更有效率。
学会在必要的时候进入状况，还有下列几项显著的优点：
 
	当你进入状况，就不会想要拖延，会想要朝自己的目标迈进。
	经常进行上述活动，有助于排除自己的恐惧，并且获得更全面的观点。
	当你进入状况，就会用不一样的眼光来看待时间，不会再希望时间过得快一点，反而会尽可能努力塞满各种活动，这也会让自己变得更有创意。
	你会发现，当你学会更常进入状况，就会对于自己的工作建立起正面心态，把工作当作缔造成就的机会，而不是一连串令人不悦的差事。




策略工具10　挫折　英文
主要观念
每个人都会遭遇挫折，但是成功人士会坚持下去，直到达成目标为止。如果每次面临阻碍，都能够看出其中的机会，表现一定会很好。



支持概念
挫折是最好的老师
人生中唯一确定的事情是，一定会遭遇到挫折和阻碍，不是所有事情都会如自己所愿。如果能够把挫折转为前进的契机，就能够缔造更高成就。
这听起来当然很有道理，但是到底该怎么做，才能把挫折转为成长的机会？过程如下：
 
	先思考几项“模拟挫折”——看自己在不想做事的时候，会出现哪些自然反应。比如说，是否会更广泛进行背景研究、浪费时间打不必要的电话，或是顿悟，世上所有事情都一样重要？了解自己过去是怎么反应的。
	既然知道自己大概会有什么反应，就要针对这些反应进行预演——找出改进方式让自己不会重蹈既有习惯。如果发现自己想要不断进行研究，就要练习说：“我决定要即刻开始，即使我可能会想要拖延，也要赶紧进行。这么做会让自己觉得更像个行动派，这对自己来说是好事。”
	要更有弹性——只要一想要拖延，就要即刻实行自己规划的因应方式。不要让一次挫折为自己的前途定调，告诉自己：“一次失误不是世界末日，我拒绝接受失败。我反而要重新整理自己，不屈不挠，不达成理想目标绝不罢休。”提醒自己，想要尝试新的做法，就一定会遭遇挫折，而响应挫折的方式才真正重要。从不犯错不表示自己有价值，坚持下去，不断努力直到做好为止，才是真正的价值。
	培养自己的抗压性——抗压性包含投入、控制和挑战。抗压性高的人不会因为一时的挫折，就感到无能为力或是孤立无援，而是会把挫折当作契机，可以修正方向然后向前迈进。抗压性高的人会选择努力让表现超越期待，因为这样可以锻炼自己。即使面临显著的问题，这些人还是会全心一步一步向前迈进。只要有抗压性，就不会被生活现实击败，因为就算最明显的解决办法行不通，还是一定可以找到出路。
	集中心力在眼前的工作上——至于未来就任其自然发展。不要因为无关紧要的想法或情绪让自己分心，要把心力保持在必须完成的事项上。有必要的话，把各种干扰因素记下来，在时机适当的时候处理这些问题，但是不要因为任何干扰因素，使得自己无法在最好时机全心投入自己负责的项目。

放大镜
干扰因素
现代社会已有许多人成为“多任务族”（multi-tasker），工作时必须接电话、收发电子邮件和上网实时通讯。一项针对微软员工进行的研究发现，员工进行撰写报告或写程序等智力工作时，如果为了回复电子邮件、实时通讯或上网看新闻而中断工作，平均要15分钟才能回复到原先认真工作的状态。密西根大学认知科学专家戴维·麦耶尔（David Meyer）说：“多任务会放慢工作速度，增加出错机会。就我们处理信息的能力来看，干扰和中断是件坏事。”



关键思维
“我希望各位可以运用这套即行习惯的方法，发挥自己的能力、动力和内在天赋。有了即行习惯的帮助，就能用正面的心态看待工作、掌握拖延的行为、从挫折中站起来，并且拥有行动派这个新身分。”
 尼尔·费奥瑞 



 MAIN IDEA 




中文
Despite the fact that procrastination is a known drain on personal and organizational productivity, very few people ever take the time to define precisely what procrastination is.
A good working definition of procrastination is: "Procrastination is a mechanism that people use to cope with the anxiety or stress involved in starting new tasks or completing old ones."
When you adopt this definition, it then becomes clear that the key to overcoming procrastination isn't the usual collection of cliches:
 
	"Just get out and do more."
	"Try harder."
	"Get better organized."
	"Stop being lazy."

Instead, to genuinely overcome procrastination you've got to deal with your more deeply seated inner dialogues and your own personal definitions of "failure," "perfectionism "and" work ethic." Instead of a collection of how-to advice and tactics, you need to have a strategic system in place that will give you the tools you need to mentally shift gears into a higher level of functioning. Once you take more control over the way you think about your work and motivate yourself, you will then naturally become more efficient and productive.




Strategic Tool 1　Mental Safety Net　中文
Main Idea
Realize that whatever happens, you will survive and keep moving forward with your life. Therefore, if you fall short from time to time, accept that and move forward. Don't treat temporary setbacks like the end of the world.



Supporting Ideas
Why We Procrastinate
Why do we procrastinate and put off doing what we know is good for us? There are actually many good sounding and reasonable reasons, including:
 
	We procrastinate because our lives feel crowded with obligations to others-and we therefore assume that no matter how much we do it won't be enough, so why bother starting.
	We're unrealistic about how long things take-and thus we figuratively bite off more than we can chew.
	Our goals and values are too vague-we say "yes" to things we know deep down we should be saying "no" to.
	We're perfectionists-and assume that if we can't do something exactly right, we might as well not even attempt it.
	We're afraid of being criticized by others-and thus we spend so much time worrying about what others think that we never get around to actually doing what we know needs to get done.
	We have low self-esteem-and therefore blame outside events for our failures and distractions.
	We become our own most obnoxious critics-and feel like we are worthless because our results are not as good as we would hope.
	We are expressing our resentment-by avoiding doing what others have said is good for us.
	Procrastination is rewarding-it gives us temporary relief from the stresses in our lives, even though it may generate even bigger problems later on.
	We can avoid our fear of success-and the hard choices we may need to make in the future by failing to get done now what is needed.

If you're really serious about trying to figure out why you procrastinate as much as you do, try keeping a log where you write down your reasons as they crop up. That kind of log will reveal any patterns in your thinking that you can then address directly rather than dealing with generalities.
Building a Sense of Security
Once you better understand why you are procrastinating, it's time to do something about it. The best approach is to work towards creating a mental "safety net" that will allow you to perform at a higher level without feeling bad about it. Doing that is actually quite straight forward-tell yourself: "Whatever happens, I will survive. I will find a way to carry on, and this will not be the end of the world for me. If the worst case scenario actually eventuates, I will work to find a way to lessen the pain and move on."
Most highly successful people work through some catastrophic failures and setbacks before they achieve lasting success. If they were to give up at the first hint of a setback, they would never get anywhere noteworthy. By giving yourself permission to join their ranks, you can relax a little and work harder.
Key Thoughts
"Procrastination has been learned, and it can be unlearned. You need to develop alternative tools for coping with your fears."
 Neil Fiore 



Strategic Tool 2　Positive Self-talk　中文
Main Idea
Always have a positive dialogue running inside your mind. Give yourself positive mental images to work from so you can direct your energy towards achieving more rather than worrying more.



Supporting Ideas
Overcoming Feelings of Victimization
If you change and enhance the way you think, you'll automatically procrastinate less. Why? This is simply due to the fact that procrastinators unconsciously focus on feelings of being a victim to circum-stances, burden and resistance to authority. For many procrastinators, drawing things out and taking longer to do them is the way they choose to get back at authority figures.
To achieve more, focus on results rather than affixing blame. Leave the blame game to someone who is prepared to settle for less. Direct your inner thoughts to what you're choosing to do and then make a commitment to get started today.
The Language of Producers
Specifically, there are five ways you can and should change your inner dialogue from that of a procrastinator to that of a producer:

Procrastinators usually feel like victims-like they are being forced to do something when they'd much rather be doing something else. Forget that. Tell yourself that nobody is forcing you to make some-thing of your life or career, but that you're choosing to excel. When you change a "have to" in to a "chose to," you'll feel a genuine burst of empowerment and energy.

If you're focused on finishing, it'll always feel a long, long way away. Instead, think about when you can get started on what needs to be done. Having a clear focus on doing something tangible on a project will generate energy and increase your commitment. When a few minutes crop up, you're then primed and ready to roll.

If you think about how big and important something is, you'll get overwhelmed. Instead, think about one small step in the right direction. Take that step, and then the next, and so on until you get there. Think about a single small step you can take right away and the project will become much more manageable.

If you tell yourself you have to be perfect right out of the gate, you'll never attempt anything hard. Instead, give yourself permission to make some mistakes when you're first starting out. Every project of worth always has a development curve with some early attempts not quite working out the way you had in mind. That's fine and to be expected, so go with it rather than becoming a perfectionist.

If you have to work when you'd rather be doing something else, you'll feel resentful and that will make you drag your heels and feel reluctant to work. To offset this, promise yourself a reward once you've done some work on your project. Looking forward to some time to play will help you focus on producing more.
In changing your thinking, you don't have to wait until you have completely eliminated all negative thinking before you can become more productive. Instead, make positive and proactive decisions to think more positively as much of the time as possible. Gradually, these new patterns of thinking will embed themselves and help you form the habits of a producer rather than those of a procrastinator.
Make your personal mantra something along these lines:




Key Thoughts
"What sparked everyone's imagination and harnessed powers few had known they possessed was the realization that they were taking part in a project that would fulfill one of mankind's oldest dreams. They had a mission. I saw men and women of average capabilities tapping resources of personal energy and creativity that resulted in extraordinary human accomplishments. I saw their excitement and pride come alive, affecting everyone around them, kindling imaginations with the possibilities that arose from what they were trying to accomplish. One thing that became very clear to me-it is not the goal, but the ultimate mission that kindles the imagination, motivating us toward even higher levels of human achievement."
 Charles Garfield Author, Peak Performance 



Strategic Tool 3　Symptoms of Procrastination　英文
Main Idea
Every time you make a conscious decision not to procrastinate, you make it easier to do the same in the future. The habits of procrastinating can be unlearned in just the same way as they were formed but in reverse.



Supporting Ideas
The "Push" and "Pull" Method
There are two basic approaches to human motivation:

The push method of motivation is used where people try to motivate themselves to do something by focusing on all of the problems that will arise if they don't do what they say.

The pull method of motivation is where people focus on the rewards of what they're trying to achieve. These rewards become so alluring that everyone becomes motivated and gets into action working towards realizing those rewards.
We all become so well versed in the push method of motivation from our educational experiences that when we approach a difficult assignment, we automatically revert back to using the push method of motivation. It's the same with trying to overcome procrastination. Our natural inclination is to focus on all the problems that will arise if we do nothing.
Numerous studies, however, have shown we are far more likely to work productively and longer if we are anticipating the rewards of success rather than attempting to get things done in an atmosphere of isolation and anxiety.
Rewards Are Better Motivators
So how does this work in practice? Assume that you are facing a large project that you know from experience will take at least 20 hours of solid and tedious work on your part. Instead of subjecting yourself to a series of threats to try and get you going, try doing this instead:
·Come up with a large reward that you will give yourself on completion of the overall project-This reward has to be personalized. It must be something that motivates you alone and is not necessarily something that anyone else will find appealing.
·Think up some appropriate milestone rewards as well-little things you can buy yourself once you've completed 25 percent,50 percent and 75 percent of the project.
·Write down your rewards-so you can make sure you follow through and actually give yourself the rewards you earn.
·Now sit down and set aside some time when you can start working towards your first milestone reward-even if you spend only 15 minutes or so at a time on doing that work. Instead of trying to carve out of your schedule big blocks of time where you'll be uninterrupted, be happy with little chunks that crop up all the time and usually get wasted.
·Now keep trying to progressively add more and more blocks to your project time-and try to make a little bit of progress each day rather than waiting until you have some big chunks available.
·Interlace short periods of work with pleasurable activities over and over-so you actually increase the possibility that you will get started on the project each day rather than putting it off.



Strategic Tool 4　Guilt-free Play Time　中文
Main Idea
Shift your focus from how much you work to how much play time you can create. By doing that, you'll create some powerful incentives to get things done. You'll also be aligning your life with patterns of success.



Supporting Ideas
Producers Understand the Value of Relaying
Counter-intuitively, high-level producers actually spend more time playing than do procrastinators. Producers have high levels of motivation to get in and get the job done to the best of their abilities so they can then go off on holiday and relax. If you plan on joining the ranks of the producers, this is a mind-set you should adopt as well.
By and large, most procrastinators tend to see themselves as being undeserving of a rest. They feel like they have not done enough to warrant taking a break. Producers, by contrast, know that some guilt-free play time is essential to avoid getting burned out and stale. Most exceptional producers intuitively understand that they can't do quality work all the time, so they don't even try. In fact, they aggressively schedule as much down time as feasible in order to recharge their batteries so they can do good work when they get started again.
To achieve more and be more productive, you need to plan on playing more. You'll then have some personal motivation to do quality work as rapidly as possible so you can get through what you need to do and engage in your preferred leisure activities. This starts a healthy cycle of productivity that looks something like this:

The more play time you schedule, the greater the freedom you'll feel and the more motivated you'll become to do quality work when required. The better you work, the more you'll feel like you've genuinely earned some play time and the more you'll enjoy it.
Leisure Helps Us Move Forward in Our Lives
The benefits of having some guilt-free play time in your schedule will be:
 
	Creative ideas about your work and fresh insights will come to mind while you're at play-Your subconscious mind will keep on churning out new ideas while you're playing golf, jogging, reading a book or whatever.
	You'll be healthier-because you're out and doing things rather than staying chained to your desk.
	You'll achieve a good balance in your life-so you can avoid becoming a burned out workaholic.
	You'll create a positive work atmosphere where you're there-because you want to be, not because you have to be.
	Periodic periods of intensive play-will give you a fresh outlook on your work assignments.
	You'll be able to build up friendships-which are important for your sense of balance and well being.




Key Thoughts
"One of the most tragic things I know about human nature is that all of us tend to put off living. We are all dreaming of some magical rose garden over the horizon-instead of enjoying the roses that are blooming outside our window today."
 Dale Carnegie 



Strategic Tool 5　Three-dimensional Thinking And Reverse Calendars　中文
Main Idea
These are tools that combat the terror of feeling over-whelmed. If you can stop feeling overwhelmed, then more than likely you will also stop procrastinating. The two usually go hand in hand.



Supporting Ideas
Work Backward to Establish a Schedule
When you have a very large project to tackle, it's sometimes difficult to know where to start. Furthermore, anything you do seems quite puny by comparison with the task ahead, and therefore you sit back and feel glum. To offset this, try using some three-dimensional thinking and a reverse calendar in this way:
 
	Look at the overall project-and break it down into some smaller logical parts. Keep in mind that you don't have to achieve every-thing at once, but will be spreading these tasks out over the days and weeks ahead. (This is three-dimensional thinking rather than looking solely at the project as a whole).
	Work backwards from the project completion date-and schedule in reverse order what milestones you need to reach. For example, suppose you're given an assignment in early April to have a major project finished by June 1.Your reverse calendar will look something like this:
	Jun 1-Have the project on my boss's desk at 9 am
	May 28-Make final corrections, write document
	May 15-Have first draft completed
	May 1-Complete research, start on first draft
	April 25-Complete follow-up calls, compile data
	April 18-Start follow-up calls
	April 14-Send out questionnaires
	April 10-Finalize questionnaires to be used
	April 5-Complete background research
	April 1-Meet with boss to discuss project aims
	On your reverse calendar, schedule each step-and make certain you have enough time and resources available. Control the deadlines and make certain you are realistic about how long each step will take.

The Power of a Calendar
In practical terms, your reverse calendar will become your project out-line. You will have control over your deadlines and a better feel for how what you're doing today fits into the bigger picture. Even more importantly, however, a reverse calendar helps you feel less over-whelmed. Instead of having some huge deadline externally imposed, you have a series of more manageable chunks.
A reverse calendar also has some other key benefits:
 
	You can make sure you and your boss are on the same wavelength about what is involved in getting the project finished.
	You can figure out which tasks you need to handle and which can be safely delegated to others, thereby increasing your effectiveness.
	You can alert yourself to the key milestones where decisions need to be made and where you may need to consult with your boss or others to make sure you don't go off on a tangent.
	You'll be able to anticipate any unforeseen scheduling difficulties that may arise inadvertently.
	You'll be more likely to finish what you start.
	You'll actually get moving on what needs to be done rather than getting bogged down in excessive and unnecessary preparation work.
	You'll head down the learning curve by starting out slowly and then getting better and better at what's required as the project proceeds.
	You'll avoid any worries about needing more time than is available because you've looked at this right at the outset.
	You'll also avoid getting bogged down in perfectionism because you'll be so busy meeting your commitments.
	You'll get a good feel for when to have hands-on personal involvement and when it's better to let others bring their skills to bear in finishing things off to a professional standard.
	You'll look forward to getting started rather than sitting back in awe of the magnitude of the job ahead.




Strategic Tool 6　Worry　中文
Main Idea
Worry can be an ally when it forces you to do your best. Develop an action plan and then stick to it and you'll find your worries about projects just naturally dissipate.



Supporting Ideas
Envision Worst Case Scenarios
Worry about work is ever present. If you're smart, you'll make worry and anxiety work for you rather than against you. How can you do that? Get into the habit of asking yourself six key questions:
 
	"What is the worst that can happen in this situation?"

Make sure you let your imagination run free and come up with some vivid and dire situations.
 
	"What exactly would I do if that worst case scenario really happened?"

Spend some time pondering how you would handle that kind of disaster. For example, would you get some help or soldier through on your own? The more you think this through, the more confident you should become that you'd be able to carry on. In fact, you should start feeling there's actually no event you can visualize that would be so terrible it would keep you from moving forward.
 
	"How would I lessen the pain and move on to generate as much happiness as possible if the worst did occur?"

For starters, you could forgive yourself for being human and there-fore vulnerable and imperfect. For another, you could get back to building on the strengths that have got you this far. Or you might be able to draw strength from bringing to the fore memories of your past glorious victories and achievements.
 
	"What other alternatives would I have?"

If you increase the number of options you have, then you feel less stress. Remind yourself that there's generally more than one way to get things done, and ponder what other alternatives may be available. They might not be your first choice, but then again, some of these options may have some other advantages as well.
 
	"What can I be doing right now to lessen the probability of this dreaded event occurring?"

If there is something you can do right away to lessen the chance of your worst case scenario eventuating, then get into action and do that. Do everything feasible to increase your chances of ultimate success.
 
	"Is there anything tangible I can be doing right now to increase my chances of achieving my goal?"

Now that you've prepared for the worst, get focused on making good things happen. Spend your best efforts on achieving your goals. You've got your bases covered if things go awry, so forget about that and act positively and with confidence.
Confidence Conquers Fear
In effect, you're trying to bring about a change in mind-set along these lines:

True confidence comes when you know that regardless of what happens, you'll be able to do your best even if it means you have to pick yourself up and try again. This kind of confidence is far better than worrying, because you can't control everything. You're far better off staying calm, because you know things will turn out all right over the long haul. That's a much more powerful and sustainable form of self-confidence.



Strategic Tool 7　"Unschedule"　中文
Main Idea
To find quality time to work on your projects, create some gaps in your schedule. Then seize upon those gaps and use them to nudge your projects forward. Put more time into leisure and more quality into your work.



Supporting Ideas
Challenge Yourself
Even high producers need a system to get things done. The unschedule revolves around the concept of scheduling everything you need to do each day. You then try to carve out some quality time where you can focus on your highest priority projects. The challenge then becomes to gradually, week by week change your schedule so you spend more time on your projects and less time doing everything else.
The unschedule uses a nice bit of reverse psychology. If you deliberately set aside time for work projects, you'll feel resentful because you're being forced to do that. If instead you're challenging yourself to try and find more time for your high priority projects each day, this then becomes a personal challenge that is fun rather than something you're being forced to do. Over successive weeks, using an unschedule builds your subconscious desire to work more and play less.
Some suggestions for using an unschedule:
 
	Schedule both work and non work activities
	Take credit for project time only after it is used
	Take credit only for 30 minutes or more of work
	Reward yourself with a break after each period worked
	Emphasize what you did do, not what you didn't
	Leave at least one day a week free of work
	Before you do stuff you like, try to work for 30 minutes first· Focus on starting projects, not finishing
	Think small-30 minutes of work at a time
	Keep starting, and finishing will take care of itself
	Try to end each work day with something good

Unschedule




Strategic Tool 8　Realistic Goals　中文
Main Idea
When it comes to goals, less is more. You're far better off having a few goals you really care about than you are having a suite of goals that you feel have been forced on you. Be highly selective about your goals.



Supporting Ideas
Don't Bite off More than You Can Chew
When you first start using the unschedule approach to time management, you'll probably realize:
·You're already a lot busier than you thought-and you actually have less time available for key projects than you would like.
·Some days are more productive than others-and therefore you need to be keenly alert to distractions on those days.
·There are some days where it's not realistic for you to get in much quality time-and you shouldn't sweat it when that's the way things pan out.
·Even spending half an hour on a project is beneficial-because it maintains your momentum. Half an hour is good as long as you focus on making that time worthwhile.
·You may be able to schedule a specific half-hour where you can focus on your projects every day-and let everyone else know not to interrupt you at those times. If it comes together, that's nice, but if it doesn't, don't worry.
Overall, your unschedule approach should illustrate that you're better off having a few realistic goals you actually work on rather than an array of nice sounding goals you never get around to. By focusing on genuinely earning and then enjoying your play activities, you'll find that you naturally overcome any tendency to procrastinate. In the absence of guilt, you can focus all your energy on being a producer.
Goal Setting Principles
 
	Make commitments only to those goals you can wholeheartedly embrace-and say no right at the outset if you consider a goal to be unattainable or unnecessary.
	Differentiate between your "must haves" and the things that would be "nice" to have if they aren't too much trouble-and set your priorities in light of the fact that your time is limited. You're far better off having one goal that dominates your life than you are having a handful of goals you don't really care about one way or another.
	If you can't find the time or motivation to work on a goal-take that as a strong signal your subconscious is telling you that goal really isn't that important, so drop it altogether or set a more realistic time frame.
	Be perfectly happy to downgrade some of your goals to "wish" status instead-and let go of them for now so you can focus all your energies on other more important matters.
	Never forget that achieving anything takes work-so don't fantasize that you will be escaping work by procrastinating. On the contrary, procrastinating increases your workload because feeling guilty takes at least some effort. Be willing to pay the price.
	Think about how you word your goals-because that will impact on their effectiveness. Instead of stating "I will work on……" put your goals in this format:"I freely choose to work on……"That will remind you that achieving something is a deliberate choice, not a chore.
	Create functional and measurable goals-rather than vague goals that end up confusing you. A realistic goal will state what you want to achieve, a deadline, and your cost component in terms of time or money. For example: "I will complete painting the house before June 1st by investing at least ten hours each week over the next three weekends in the effort. "Then consider what you can do today to get closer to achieving your goal.

In all, remember you are the master of your goals and not the other way around. If you set unrealistic goals, you're setting yourself up for self-criticism and more procrastination. If you want to be a producer, set just a few goals you pursue passionately and wholeheartedly.



Strategic Tool 9　Flow State　中文
Main Idea
Don't wait until you feel like doing something. Instead, get into a "flow state"-where you block out distractions and focus all your energy on the task at hand. Learn how to place yourself in this state at will to achieve more.



Supporting Ideas
Use Both Sides of Your Brain
Professional athletes talk about getting "in the zone" where they block out everything and perform at an exceptionally high level. When they enter this state, they perform to the best of their abilities and have an inner calm that transcends the pressures of the moment.
When you're in the flow state, you're accessing both sides of your brain-the logical and the creative. Learning how to enter the flow state is not the work of a moment and will take some time to master.
Establish a Flow State Routine
Ideally, you want to create a little routine that you go through whenever you start work on a project. Allow a few minutes for you to shift into a creative and noncritical state of mind where you feel curious, motivated and highly creative.
To get into your optimal flow state:
 
	Start by sitting upright in your chair with your feet flat on the floor and your hands on your thighs.
	Focus on your breathing. Breathe deeply, hold your breath for a moment and then exhale completely. Do this three times. As you exhale, visualize letting go of any tensions you may be feeling.
	Next, focus on the feel of your chair against your back, buttocks and legs. Visualize yourself floating down into your chair and it supporting you.
	Now focus on the feeling of your feet. Let your leg muscles relax and feel the muscle tension drain away as you keep exhaling. By this stage your eyelids will feel heavy, so let them float softly over your eyes. Allow relaxation to engulf your entire body.
	Next, take three deep breaths and with each, let go of all thoughts and images you have collected in the past. Clear your mind of any self-criticisms, challenges and so forth. Let go of the past entirely.
	Now take another three deep breaths and let go of what you anticipate may happen in the future. Let go of any thoughts or worries about deadlines or anything else. Let go of the future.
	With your next three deep breaths, focus on the present moment. Tell yourself: "With each breath, I am becoming more alert, curious and interested in the project at hand. I am beginning to tap into all the faculties of my mind so I can come up with creative yet practical ideas. I am ready to come to full alertness and to work intensively using both my rational and creative minds."

The Advantage of Getting into the Zone
Admittedly, going through this exercise will feel strange at first, but with practice on a regular basis, you should find you can place your-self in the flow state in just two or three minutes. It's well worth investing that time right at the outset, because it makes your entire project time more productive.
The advantages of learning how to get into the zone on demand are numerous and obvious:
 
	When you're in the zone, there is no emotional need for you to procrastinate. You want to make progress towards your goals.
	Doing this on a regular basis helps you offset your fears and gain a better perspective on things.
	When you're in the zone, you have a different perception of time. Instead of wanting the clock to hurry up, you try to cram in as much activity as you can.That also allows you to be more creative.
	You'll find that as you learn to get into the zone more often, you will form positive attitudes about your work and see it as an opportunity to achieve rather than as a line of unpleasant tasks.




Strategic Tool 10　Setbacks　中文
Main Idea
Everyone has setbacks, but successful people persist until they achieve their goals. If you can learn how to find the golden lining in every obstacle you encounter, you'll do fine.



Supporting Ideas
Adversity Is the Best Teacher
The only thing that is guaranteed in life is that you will suffer some setbacks and obstacles. Not everything will go to plan. If you can turn these setbacks into opportunities to move forward, you'll achieve more.
That all sounds fine, but how can you actually turn setbacks into opportunities for growth? The process is as follows:
 
	Go through a few "planned setbacks" first-and see what your natural response is when you don't want to do something. For example, do you do more background research, waste time making unnecessary phone calls or suddenly think mundane tasks are all important? Understand how you have behaved in the past.
	Now that you know how you will probably respond, rehearse your reactions-what you'll do differently to keep yourself from falling back into old habits. If you have an inclination to keep doing research, practice saying: "I choose to start now, even though I may feel like putting it off. Doing this will help me feel like more of a producer, which is good."
	Become more resilient-by immediately putting into place your planned response whenever your initial tendency is to procrastinate. Refuse to let one setback define all your futures. Tell yourself: "One mistake is not the end of my world. I refuse to accept that. Instead, I will pick myself up and try again and again until I get to where I want to be. "Remind yourself that setbacks are to be expected when you're trying something new and it's your response to those set-backs that counts. Your self-worth is not determined by the fact that you never make a mistake but by the fact that you hang in there and keep going until you get it right.
	Develop personal hardiness-which is a combination of commitment, control and challenge. Hardy individuals don't feel powerless or alienated by temporary setbacks, but see these as opportunities to correct their course and keep moving forward. Hardy individuals choose to do more than is expected because that develops self-discipline. They focus on taking small steps forward, even in the face of obvious problems. Life cannot defeat you if you're hardy because you'll always find a way through, even when the most obvious paths are blocked.
	Concentrate on the task at hand-and let the future sort itself out. Don't get distracted by inconsequential ideas or emotions, but rather stay involved in what needs to get done. Write down what distracts you if needed and deal with those issues at the appropriate time, but let nothing distract you from giving your projects your full attention when the time is right.




Key Thoughts
"I hope you'll use the Now Habit program to get in touch with your own abilities, motivation, and inner genius. With the Now Habit as your ally, look forward to having a positive attitude toward work, control over procrastination, resiliency against setbacks, and a new identity as a producer."
 Neil Fiore 
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