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ACTION PLAN
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For each of us, the thme pressures increase

with each passing year. We all want to do more
with our time. And the best way to do more while
enperiending less stress 1o tzke control of your
tine, Here's how:
A 1. Have semebody wailfog for your profect.
You msually meek or come close fo most of the
deadiines you face at work, 15 human naturs
that when someone Is walting for your work, the
probability increases that you will deliver itin a
timnely manmer

Without ceating any extra pressure on

yoarself, you can crealy a siteation like that in
awery arena ciyour (e, from personal and social
s professional. All vou have fo do & appeint a
prod who lets you know that yoe're not the only
one seeking complelion,
& 2 Create an apen-énded tine span. The
completion time for new activities canmot always
be acourately estimated (unhss you heve o
deadline]y. When pessible, leave an open-ended
tinwe spam. Adopt the attitwde, “1'm going to start
al X o'clodk and continme undl findshed.”

By operating this way, yoar mission be-

comes successiul completion of wour task-—nol
burttling the closch. And you'll be surprised to find
that you aften finish soaner when approaching
kasks fhis way—uwith energy to spare.
3. Hifde e clook. Hiding the dock B ane way
of ensuring an epen-emded lime span. When
somthing is fmpartant but not urgent, hiding
the clock enables you lo harmess vour own
imbernal riwthms and energy flow. You can en-
gaage fully in the Lask, and gain mastery of fime.
i 4. Use total immersion. When you hawe an
urgent o important task, resolve thal no distur-
bances in completing it will be tolerated. You
cauldbarricade yourselfinarocm amd posta “Do
Mt Dsturh™ slgn; take the far cublyhale on the
Loy Bour of the [orary; or find any olber remote
location withous distractions.

Use bokal immeersion for pleasurable aclivi-
ties, too. During a day's outing, leave yourwaich
al home, don'l biisg a newspaper or book, ard
refuse to talk shop with anyeme.



