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T0-Done

Running a successful business is in the details

Business structures such as a limited liability company (LLC) , Limited
Partnership (LP), S Corporation and C Corporation are legitimate, legal
structures. When you form one of these entities, you also reap certain
benefits in terms of tax savings, limiting liability, protecting assets, etc.
However, in order to enjoy these benefits, you need to meet the specific
requirements set forth by the federal government and states in order to
preserve that business structure. Too often, business owners form one of
these entities, file their articles of incorporation/bylaws and begin
operating their business. Unfortunately, many tend to forget to keep up
with holding regular director and shareholder meetings, keeping
complete corporate minutes and filing the appropriate annual reports
with the state.

Besides the fact that these are important requirements for owning one
of these business structure, failure to maintain these standards could
potentially lead to several problems. Problems that will require business
owners to either pay out or loose money. For instance, the IRS likes to
scrutinize business structures, especially when it comes to qualifying
deductions. If you find yourself being audited, do you know one of the
first things they are going to ask for? You guessed it, copies of your
minutes and corp./LLC documents. They want to ensure that you have
indeed been operating as a corporation or LLC and have been holding
meetings and recording minutes diligently to prove it. If you respond, “I
don’t have them,” or “They’re not quite up to date,” chances are pretty
good that you are going to loose deductions. Why? Because without
those records, you can’t say you have a legitimate business structure in
place. You MUST operate your business like a business and follow the
correct business formalities. If you don’t, the structure can’t benefit you.

Another potential problem should you fail to hold meetings and keep
adequate records comes into play should a court action ever be brought
against you and your company. Having a strong ongoing record of your
business activities ensures that you have operated your business with
the highest integrity and have documented all relevant key activities. It
lends legitimacy and credibility to your business dealings and informs
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the court that you are in compliance with the law’s requirements as they
relate to your business structure.

Finally, failure to meet the requirements of a business structure may
potential lead to a situation where your shareholders, officers, and
directors find themselves held personally responsible for the acts of the
business. This is commonly referred to piercing the corporate veil and
opens everyone up to personal liability.

Meeting the ongoing requirements necessary to operate a corporation,
limited liability or partnership is an absolute must. Holding shareholder
and director meetings to elect officers, keeping detailed records of all
relevant meetings and business activities, and filing all annual state
documents may take time out of your day, but better that than money
out of your pocket and possible dissolution of your business structure.
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How (NOT) important is an idea for starting a new business

How important is it to have a great idea for starting a new business? I
think that the idea is not really important at all. I often hear from people
around me about what great ideas I have for business. It might seem like
it when looking at one of my existing businesses that it was great idea,
but it wasn’t at the start.

I started many of my businesses by accident. When I look back on how
I came up with the ideas I can say there was no major thought process
behind any of my business venture. I didn’t even have any substantial
experience in those businesses when I started.

I knew I would be moving to Nevada and I tried to think of what I
could do there. I knew Nevada was a very popular state for
incorporation because of the very friendly business climate. So I figured
it might be worthwhile to try an incorporation service. I also started
another business in real estate, but I will talk about that later. Let’s go
back to the incorporation business.

First, I went to Google trying to find other companies offering an
incorporation service. I was trying to figure out how they worked, what
was their pricing, if a person needed a lawyer to incorporate a business
or if I could do it myself, what were the state fees, what forms must be
used, etc.

The next step was to start it. This is the most important step in any
venture. Unfortunately, from what I’ve seen around me, most people
never do this step! I decided to offer just one service: Nevada
corporation. I didn’t want to start by offering all kinds of company
structures and additional services. Honestly, it was too much
information at that time so I wanted to keep it as simple as possible so I
could handle it. So one service was complicated enough at the time.

After that I decided to create a website. I forgot to tell you that I was
really cheap (“didn’t have too much money to spend”) so I designed the
site myself. I am not a webmaster or graphic designer. I know very basic
HTML so I could do basic table designs or forms which people could fill
out and send to my email. That was all that I needed for making my first
website. You can see it here in the Internet Archive:

At the start I even used free web hosting. Later, when I received my
first order I paid the cheapest hosting company I could find at $25 per
year. That didn’t work well so I upgraded to $50 per year when the
money started flowing in. The most important lesson was that I tried to
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do it the simplest way possible. Do you see some genius idea behind this
business? Being realistic, these were very amateur web pages done by an
amateur who tried to start something.

This beginning led to a business which is processing over 500 orders
every month and is one of the top five incorporators in the state of
Nevada with sales of two million dollars per year. I added step by step
small improvements over time. Today, we have a very unique business
with great ideas our competition doesn’t have. But most of the
suggestions came from our customers or from what I learned along the
way in terms of what needed to be improved.

So if someone tells me that they want to start a new business and the
only thing they are missing is a great idea, I just have to say that it is
nonsense. No great ideas are necessary. I think the most important thing
is to find a way how to start very simply and improve on that way.
Instead of writing business plans or doing market research just do what I
did. Find a way how to start very simply and don’t invest too much
money. You are not risking almost anything just a little bit of your time,
but the reward can be great.
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Getting things done! Again…

To-Done! is going to live again! Expect new articles and information.
New articles will be probably more business oriented as most of my
experience is from business world.

I personally always try to get things done the easiest and fastest way.
My background is mostly in business world and most of my experience
is how to make enough money and still have perfect live (i.e. time for
hobbies and family).

Sorry if my English is not perfect. I came to the U.S.A. five years ago. I
basically came with almost nothing, had to learn language, culture and
the side I have build couple of successful businesses. But don’t expect the
workaholic versions of getting something accomplished. I could say that
I am very lazy person always trying to find the most efficient way to
solve any problem. It works for me and I want share some of my
experience.

John Vanhara
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Done!

Well folks, it’s been fun, but I’ve decided to close up To-Done. It’s not
so much that I don’t have time for it anymore, it’s just that I don’t have a
whole lot more to say on a regular basis. Maybe I’ll re-open it down the
road, but for now I’ll feel much better if I just put it to rest. In the
meantime be sure and check my weekly column at Lifehacker!

Thanks for reading and joining in on the various discussions we’ve
had. It’s been great fun while it lasted and I hope I helped some of y’all
with your work/life balance.

Yours,
D. Keith Robinson
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Assignment: Remember Your Dreams

by Josh
Back in elementary school I was in a class in which we did a study on

dreams. Not just meanings of dreams and facts and the like, but actually
ways to remember them. Not only was it pretty sweet to be able to wake
up and remember a lot of the stuff you just dreamed, but it was cool to
go back months later and check out the dream journal we kept and right
then, vividly remember the dreams I had months before.

Hopefully something I’ll be able to do here on a monthly basis is post
an “assignment” of sorts. An activity for you to do that will, in some
way, provide a better understanding of yourself or your surroundings.

So this months assignment is to remember your dreams.
“How the flip flop do I do that Josh?” Ah, good question. Yes, there

really is a methodology to this and yes, if done correctly, it will work.
Step 1.

When you lay down to go to sleep say out loud “Remember your
dreams.” repeatedly. Say it atleast 10-20 times. The key here is “out
loud.” Doing this trains your brain/memory to do just that…remember
your dreams. All dreams are in some way affected by day-to-day
thoughts/activities/etc and audibly saying “Remember your dreams.”
puts the action into your brain.

Step 2.
After audibly saying “Remember your dreams.”, say it to yourself
another 10-20 times. The same reason as Step 1 applies to this.

Step 3.
Make sure you have a notepad right beside your bed and the second you
wake up, roll over and start writing. Write as many details about your
dreams as you can.

Step 4.
There is no step 4.

That’s all there is to it. Yes, you might feel like an idiot saying
“Remember your dreams” out loud, but that’s a HUGE key to this
working. It might take a few nights for things to get moving with this
and for you to vividly remember your dreams, but after getting in a
habit of it you’ll train your brain to do it automatically.

Our dreams are some of the most creative things our brains throw
together and being able to remember them can be extremely rewarding.
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Good luck and sweet dreams!
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Taking a day out

by Britt Parrott
Many people forget how routine their lives are. While this is especially

true for those, like me, who have a regular 9-5 job, freelancers often get
into their own routines, even while being less constrained by hours and
location.

Doing the same thing over, day after day, contributes to creative
blocks. Some might work through these blocks temporarily (by visiting
sites such as this one), but it neglects the root cause of what got them into
the block in the first place: routine.

I schedule a day out for myself as often as possible. I don’t call it a day
off because those are usually taken for a specific purpose: a trip, work
around the house, etc. For me, a day out is a way to temporarily break
out of my routine. In the process, I usually get a boost of creativity.

My rules for taking a day out include:
• I take a long walk. Sometimes, walking is my only mode of

transportation on a day out. You observe much more during a
walk than any other form of transportation. It reduces stress and
feels good.

• I go to a different neighborhood. Rather than going to the same
comfortable cafes and coffeeshops, I visit a different neighborhood
or small town. If I’ve visited all the ones within walking distance, I
might drive to others and spend time walking around to get a feel
for where I want to eat, sit, write, etc.

• I take extra time to observe. While walking, I’ll often stop and look
around or sit on a bench for several minutes to watch people. I
rarely get a chance to do this during my routine. It sometimes feels
odd allowing myself time to just observe the flow of life.

• I never have an agenda. I don’t take a day out with any goal in
mind (except perhaps to have fun and reduce stress).

• I pack lightly. I read a quote recently that said the less you pack,
the more you experience. I usually take a notebook and a pen.
Anything else, especially gadgets, will be a distraction.

• I try to talk to people. I take the time to engage store owners and
others in friendly conversation. I might ask a specific question
about the neighborhood (or small town) since I am new to the
area. I usually learn something new, often about myself.
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At one point in my life, I took a day out on a weekly basis. Now, I’m
lucky to do it once every two months. I plan to take a week out every
year to visit a new city by myself, so if you see a short guy with glasses
wandering around your neighborhood, say hello.
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Shower Twice A Day

by Josh
So a couple of weeks ago I posed the question asking when (or if) you

showered. The response was absolutely stellar with over 130 responses.
So huge thanks for that.

Here are the results:
54% of you shower in the morning
24% of you shower in both the morning and evening
22% of you shower only in the evening

Now for my answer.
I shower twice a day. I shower at night immediately before I go to bed

and in the morning soon after I wake up. Why? It ultimately goes back to
getting a good nights rest.

I didn’t start showering in the evening until I wrote the first post about
this, but I’ve been doing it since then and can’t believe I hadn’t started
sooner.

It perviously took me 30 minutes to an hour to go to sleep every single
night for as long as I can remember. Since showering at night, I’m out of
it within a matter of minutes.

Like others who shower at night, I find it helps totally relax me. I turn
the water on as hot as I can bear it and just stand there for about 10
minutes. I’ll then do a fairly quick bathe and from there go directly to
bed. It usually helps to get your hair as dry as you can with a towel, but
a little dampness will help you feel refreshed when you lie down.

So my suggestion? Shower at night right before you go to bed and
shower again when you wake up. Try if for atleast one week. If you
don’t get to sleep faster and sleep better…you can kick me in the shins.
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Achieving Effectiveness

by Jeffrey W. Cox
It is hard, but it is possible to be close to 100% effective in all areas of

your life. Being 100% (let’s call it 95% — no one is perfect, so they say)
effective can be done by focusing on one area at a time – usually by
concentrating on one “project” at a time. In addition, you do it by only
concentrating on one task at a time on each project. Finally, the whole
time you have to work hard at staying motivated – a challenge in itself.

h3. It Is Hard
In today’s world of fast personal computers, stable operating systems,

and fast information delivery (Blogs, The Web, E-mails, IM), people feel
like and are forced to attempt to multi-task just like those fast personal
computers. Last year, Bill Gates wrote the following in his Executive E-
Mail column:

A recent study showed that 56 percent of workers are
overwhelmed by multiple simultaneous projects and interrupted
too often; one-third say that multi-tasking and distractions are
keeping them from stepping back to process and reflect on the
work they’re doing. In the United Kingdom, it’s estimated that
stress accounts for nearly one-third of absenteeism and sick leave.
(Source: http://www.microsoft.com/mscorp/execmail/2005/
05-19newworldofwork.asp)

That stress factor shows that multitasking like that is not how our
brains work, or should be asked to work. (Side note: I am not a
psychology major, nor have I studied such. This is strictly a personal
opinion I am expressing.)

h3. But It Can Be Done
Awhile back, I had a conversation with a good friend of mine. He said

“It is so hard to be 100%effective in all areas of my life at once. It is easy
to get one or two areas working well at any given time, but not ALL at
the same time.” I reminded him that one of our favorite motivational
speakers, Joel Weldon, coaches us to “just keep improving everyday.”
Also, I was about to write “Do you want us to rip your proverbial engine
open and install a cam to make all the cylinders fire in 100% perfect
timing?” when I realized that maybe that is the “improving” we can
work on – getting our “timing” right. You do not have to be 100% perfect
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in all areas of your life at that one particular moment. You just need to
focus on, as David Allen says, the "next action," or in other words the
very next step, and only the next step, you can take on the project. Then,
when that next action is completed, fire “cylinder number 2” and move
on to the next action (or switch to another project if it has a higher
priority). Using this focused mentality will let you stay 100% (well,
again, let’s say 95%) effective in all areas of your life, but, it takes
motivation.

h3. Staying Motivated
You have to stay motivated to be effective. It is hard; we all know that.

Sometimes all of your work is overwhelming. Sometimes it is all just
very boring. However, you have to just suck it up and stay on track. One
way to do this is to remind yourself why you are staying motivated.
Tom Peters provided a good example of this in his blog awhile back:

This may be day 45 and mile 76,000 for me, but for the Client it is
D-Day for an Important Event (often their year’s #1 event, for
God’s sake); hence my exhaustion and accompanying short
temper must be thrust aside … and downright cheeriness and
spirited engagement must become the invariant orders of the day.
Besides, such cheeriness, even if feigned, cheers me up first and
foremost!
(Source: http://www.tompeters.com/
entries.php?note=008294.php)

Another quote I personally use is one from Will Smith in the movie
Hitch“Wake up every day, as if it was on purpose!” Saying this to myself
after clicking “Ok” to the alarm from my Palm usually is the difference
between getting up and snoozing five more times!

h3. “You Can Do It!”
Like that goofy guy on the Geico Car Insurance commercials says,

“You can do it!!” (Who is that guy anyway?) It is hard, but, effectiveness
is achievable – even though it feels out of reach as you pop open that To
Do list and stare at an average of 150 items. It just takes constant work
and some self-motivation. In the end, however, the feeling of being that
effective is oh so worth it.

h3. About Jeffrey W. Cox
Jeffrey Cox is an entrepreneur who lives in Phoenix Arizona, his

adopted home state. He has been a recognized and successful IT
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consultant for over 20 years. Last year, he made a shift to focus on his
passion, personal productivity and organization, by starting Foresight.
Foresight is a company with a mission to help people get their To Do
lists done by being more successful with their lists, projects and goals.
You can sign up today for his insightful newsletter as well as stay
informed about Foresight’s forth-coming product launch – an add-in for
Microsoft Outlook that will truly let you focus on getting the right things
done.

Jeffrey can be contacted at jeffrey@FixYourToDoList.com and blogs at
http://www.FixYourToDoList.com/blog

Start your own business. Incorporation services. Nevada, Florida,
Texas or any U.S. State.
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Do you shower at night or in the morning?

by Josh
This post is me gathering some info for a future post…a survey, if you

will.
Basically what I’d like to know is if you shower in the evening, before

you go to bed, or in the morning before you go to work…and why.
I’ll refrain from what I do and why until the next post.
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More money or higher quality of life?

by Josh
A little bit of background to bring you up to speed on where I’m at in

life. Back in July I graduated from college. The same month I married the
woman of my dreams. That same month as well we moved across the
country from Mississippi to Colorado. We both were extremely fortunate
to have parents who went above and beyond to make sure we were
provided for which ultimately meant we started our new life together
without a dime of debt…college, cars, etc were all paid for. And to
clarify that, they didn’t serve us everything on a silver platter. We both
have held jobs everyday of our life since we were 16 and paid for all of
our possessions. They just worked hard to help pay for a quality
education and essentials like transportation….something we plan on
doing our best to offer our kids as well.

We currently live in a two bedroom apartment but, as with most
people, would love to get into a house as soon as possible…mainly
because paying rent feels like money going into a deep dark pit of
nothing. But what we’ve really started debating lately is the idea of
saving for a house over quality of life. We’re certainly not of the mindset
that material things make life better…but in a way they do.

Do we save now for a house or buy the night stand so we aren’t using
a plastic crate? Do we go out to eat tonight or cook at home? Do we get a
fish tank or just do without?

Obviously these are all pretty superficial things. But to some extent
they aren’t. All these little things bring some sort of indirect joy to life.
Having a level surface to put a lamp and a clock at night, enjoying a fun
night out and a tasty meal at a restaurant, and adding a few little
swimming creatures to the room all just bring something to the table that
getting in a house sooner than later just don’t seem to be able to do.

I have many friends who are of the camp that we should save every
penny we can to get a house, a new car, a __________. But I’m a firm
believer that expensive things aren’t necessarily what to strive for in the
short run…sure it’s a necessity to save money and we will eventually get
that house…but what I believe is that, in the long run, life we’ll seem
much more enjoyable if I lighten up a bit with my money and chose to
live a bit more spontaneous and care free.

There’s obviously no right or wrong opinion here. What are your
thoughts?
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GTD - Kelly the Coach

Where to catch me...

For the past 4 years, it's been an absolute pleasure for me to write for
this blog. It's been a great outlet for me to hone my GTD skills, interact
with the community, share my stories, and support my coaching clients
and seminar participants. I am still planning on writing about GTD, in
fact, I am contributing more than ever these days in the form of articles,
podcasts, videos, webinars and online classes. But, I've decided to put
my efforts in a few different areas than this blog.

So with that, this is not a goodbye, but a redirect to where you can
now find me:
GTD Times - the David Allen blog - I'm a regular contributor there now
Free podcasts - A wonderful, free resource to learn GTD best practices
from our staff
GTD Connect - our membership program - I'm doing regular webinars,
podcasts, interviews with David and more.
Twitter - yep, it's one of my favorite places to hang now. In fact, you can
find lots of the GTD gang there:
@GTDGuy (David Allen)
@GTDCoachKelly (me)
@GTDCoachMichael (Michael, one of our senior coaches)
@LordZul (Wayne, one of our senior presenters)
@GTDGear (All about GTD products and gear)
@GTDConnect (updates on what's going on inside Connect)
@GTDTimes (updates on what's new on GTD Times)

Thank you all for your tremendous support and engaging questions. I
do so appreciate how friendly, respectful and appreciative you have all
been of what I've put out on this blog. I hope you continue to glean
nuggets of helpful advice from it. The blog will not be taken down, but
comments will soon be disabled since administering comments is
actually quite time consuming (not yours, but the weeding through the
very active spammers.)

Thanks for playing and I look forward to seeing you all in the other
playgrounds!

Kelly
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iPhone to Outlook - one less choice

For those of you who have followed by journey with GTD & iPhone, at
one time I tried and mentioned KeyTasks by Chapura for synching to
Outlook. They just discontinued it. So pull back your horses on that one,
it's dead.

As best I can tell, Toodledo seems to be the only option for
iPhone>Outlook synching, unless the new iPhone 3.0 OS has brought
something new to the table around all that.
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The Nuances of Inbox Zero

I had an "ah-ha" moment yesterday, I think. The GTD workflow
diagram, walks through a few key questions. The very first one is "What
is it?" Before you even get to asking if it's actionable (yes or no) and then
what you're going to about it (delete/do/delegate/defer), you need to
figure out what it even is. Sounds simple and obvious enough, but I
think skipping over that one question is what has so many people
fusterclupped (my technical term for being confused and stuck) about
getting In to zero. They skip that step, leave the email in the Inbox
assuming there's some kind of action, but in reality, they haven't even
given themselves time to assess the nature of the input, much less decide
what to do about it.

That "What is it?" question is the assessment before the decision.
That's the time where I'm giving myself the time to actually give some
careful thought and consideration to what I'm dealing with, such as:
- What is this email asking me to do?
- Is this even part of my job?
- Am I in the To: field or CC:?

People ask me all of the time how I get my Inboxes to zero every day
(or nearly every day.) Here's what works for me:
- I give myself enough processing time
- I've gotten really fast at the "assessment" step
- I have a simple clear model to know what to do with something after I
assess what it is
- I'm really clear about my current 20,000 areas of focus to know whether
something is my job or not
- I'm really current with my projects & actions to know if I can/should
say no or yes

I'm going to do a webinar this summer on GTD Connect showing real
examples of this with my email. In the meantime, I hope this helps to
bring light to some of the nuances with processing.
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New iPhone feature for Lotus Notes?

As many of you who have followed my blog know, I switched from
my beloved Palm to iPhone about 6 months ago. I am still giddy and
overjoyed with my iPhone--EXCEPT--for it's lack of synching to Lotus
Notes where all of my lists live now.

So to bring y'all up to speed, here's what went down since I wrote
these two posts:

GTD & iPhone
More on GTD & iPhone

November 2008 - I drove off the lot, drunk on entertainment features,
with my new 8GB iPhone, even though I knew there was no secure
iPhone>Lotus Notes (LN) sync that my IT group would approve. I kept
my lists in Palm Desktop, where they happily lived for over 10+ years,
for the time being.

January 2009 - Fed up with having email in LN and lists in Palm
Desktop that weren't synching to anything anymore, I searched high and
low and found KeyTasks for Chapura, which could sync lists on the
iPhone to Outlook on my PC. I wasn't necessarily wanting to move to
Outlook, but it was better than nothing. That lasted about a month
before my setup with Chapura just became too frustrating. I had
duplicates, their server was sometimes down (required for synching)
and Outlook kept crashing. And, my job shifted such that meeting
requests started coming in like a fire hydrant into Lotus Notes. It didn't
work to keep Calendar data in 2 places, or even copy and paste like I
used to into Palm Desktop.

February 2009 - I moved everything into Lotus Notes--lists, calendar,
contacts, memos--all of it. I was never a fan of the ultra-unsexy Lotus
Notes To Do's, but the eProductivity boost for Notes made it palatable
(and actually fun.) Alas, still no synching option from iPhone>Notes. I
recall Tweeting about my dismay with this lack of synching option and
an IBM'er (who actually might have something to do with the project?)
took pity on me and Tweeted back, "Coming soon." My hopes were
raised for a little longer. For the last few months I've resurrected my old
Palm and have been synching Palm>Lotus Notes and using my iPhone
for everything else. Yes, I now have TWO handhelds. How did this
happen? Ahhh...I needed to have an iPhone before the business solutions
were there.
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So you can imagine my glee when I saw an article today that showed
"Notes Synching" as a future feature of the new iPhone.

...but something tells me they mean the Notes pad, not Lotus Notes.
Overall, I am still thrilled with the iPhone as an entertainment device. I

think Palm still does an exceptional job as a productivity device. Well, I
am productive on my iPhone, if bowling and Twittering count, but not in
terms of my GTD workflow management. Yet.
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Best & Worst Practices of Doing - Final

This is the last post in my series on the Best & Worst Practices of GTD's
Five Phases of Mastering Workflow. Hope this has been useful for you
all. If you're just joining this thread, here is what we've covered so far:

Best & Worst Practices of Collect
Best & Worst Practices of Process
Best & Worst Practices of Organize
Best & Worst Practices of Review
Best & Worst Practices of Do - Part One
Best & Worst Practices of Do - Part Two

In part three of Doing, I'll talk about the Horizons of Focus. In my
experience, this is one of the parts of the GTD approach that can take a
little time for people to get their arms around. This is where priorities
and perspective live. Whereas traditional time management approaches
attempted to give people an ABC type coding system for defining their
priorities, David Allen's approach has always been that priority codes
are too simple for the complexity of most people's changing lives, as the
only measure of what to do. For example, assigning an "A" priority to
something (or flagging is the popular method in email programs these
days) could change with the next new piece of input you get. Plus, in my
experience, people tend to get lazy with that code or flag without really
deciding the next action. A flag, or #1, or lighting the email on fire still
doesn't tell you what your next action is. So is David saying to never use
those? Of course not. Just be sure that what you are marking as high
priority has a a clearly defined next action and be willing to change that
priority the moment your world changes--which it will.

What David Allen does encourage people to do is trust their gut/butt/
hunch/intuition about what to do. A clearly defined set of projects and
actions, with any relevant information captured for your longer term
goals, vision and direction will be your best coach when deciding your
priorities. GTD helps define your priorities through 6 Horizons of Focus:

50,000 - Life Purpose
40,000 - 3-5 year Visions and Strategy
30,000 - 1-2 year Goals and Direction
20,000 - Areas of Focus and Responsibilities
10,000 - Current Projects
Runway - Current Actions
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The best way I know of to work with these 6 levels is to go with where
my attention is. I don't find it often works to assign myself to go map
those out perfectly, especially 30-50,000 levels. They will get subtler the
higher you go up in your focus, but they will all help in choosing what to
do.

Will knowing your 50,000 tell you exactly which email to read or
meeting to go to? Probably not. But it will probably bring to the surface if
you're in the job you want. Play around with them. See where your
attention goes. David's new book Making It All Work goes into lots more
detail on Horizons of Focus and seems to have cleared up some of the
mystery around that for people who read and implemented GTD.

Hope this helps,
Kelly
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Building a GTD House

There was a great discussion on GTD Connect about how to setup a
new GTD system. I offered some tips on what I would consider when
building a system.

I look at a GTD system as being like a house. You need 5 basic rooms
in that house for your Projects and Actions (10k and runway). For most
people, their Calendar already lives somewhere. If that works for you,
keep it there. If not, find somewhere else for it that does work for a
complete personal/professional view of calendar stuff. For the other 4
rooms, you just need something that will allow you to create lists that
can sort by context/category, allow due date (but not force it) and allow
a field to capture additional notes on the entry (when needed). So that
house might look like:

Ground floor (where you'll spend most of your time):
Next Actions list(s) (these are context lists tracking your next actions)
Calendar
Waiting For list(s)

Second floor (good overview, looking down on the ground floor):
Projects list(s)

Attic (place to keep the 'seasonal', not yet needed stuff):
Someday/Maybe list(s)

You want this house to live somewhere that is:
- a place you like (don't underestimate this one)
- a place you can access the information easily (too slow will fustrate
you)
- somewhere you feel free putting things into (not everyone wants "get
legs waxed" on their work computer)
- portable, if needed (printing works, if not handheld sync)
- something you would feel like maintaining if you were sick in bed
(don't get sucked into complicated is better)
- it is scalable for your personal and professional work (give yourself
room to capture it all and continue to grow)

Out in the backyard, in a tool shed you can get to easily, you'll also
want a place for your non-actionable stuff (checklists, reference lists and
reference files.) And, please, get a good filing cabinet!

By the way, this is not in the GTD book--just my way of explaining this
after years of doing seminars and looking for the easiest way to
demystify "lists" for people.
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Hope it helps.
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Are you repelled or attracted to your lists?

You won't trust your system if you are repelled by your lists. In fact, if
you know you have old, unclear, outdated, repelling things on your lists
now, you will resist putting new stuff on to them--even if that new stuff
is a clearly defined next action that makes you leap for joy at the thought
of doing it. Don't believe me? Think about the last time you went grocery
shopping and were putting away the food in your fridge. Find anything
funky and weird in the fridge? I bet you did some clean up (whether you
planned on it or not) to get rid of the old stuff, before you wanted to put
the new stuff in.

I had a friend come to me recently asking how to work with his lists.
His job changed entirely, within the same company, and he was having a
hard time putting new items onto old lists, but still needed to go through
those old lists one last time to see if there were any nuggets to pass along
to the team he left. I suggested he move that old stuff to "un-categorized"
to process as new or just move it all to a new category called "To Review
" and treat going through those as a next action. Or, I said he could just
declare them complete and archive them. (BTW, I am not a fan of
purging/deleting for the sake of completion. That can often create even
more stress for people. You're better of at least archiving them for the
safety net of being able to retrieve them at some point.)

You know how often I update my lists? As often as I can. Any chance
I get I am marking things complete, moving things around and adding
new items, so that my lists stay fresh, current and appealing. If you wait
to only do that during your Weekly Review, there's a good chance
something will spoil before you get there.
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Ready for change

When I'm at my worst, my system needs to be at its best. When stress/
change/conflict/challenge is upon me, I don't want to be thinking about
my system. More than ever, those are the times when my system needs
to be rock solid, leak-proof and absolutely clear about my next actions
and outcomes if I want to stay productive. I want to have a place to drop
stuff into and get stuff out with as little effort and thinking as possible.

I've said it before, and it's worth repeating: if you want a GTD system
that will actually stick, don't create a list manager for yourself that you
would only feel like maintaining when you are at your best. A simple
system, as long as it matches the sophistication of what you need to
track, will shine. Time and time again, over the years, I have seen people
create elaborate list managers and GTD systems that require so much
thinking, detail, criteria and cross referencing, that they can't maintain it
as soon as stress or change hits them.

These past two months have been some of the most stressful times in
my life. My job was completely redefined (although bigger and better)
and a family member passed away. Through it all, a few things from
GTD kept me sane:

- Weekly Reviews every few days, especially if I was going to need to
unhook and hand-off at a moment's notice
- Daily mind sweeps
- A projects list to drop in new problems and challenges that included
outcomes such as "Resolve", "Look into", "...Up & Running"
- Extremely hard edges on the calendar so I knew exactly what had to get
done on any day and quickly renegotiate as needed
- Checklists to remind me of the obvious when my brain wasn't always
firing (like a travel checklist when I had 4-hours notice to buy a plane
ticket and get to the airport)

Almost no one likes changedone to them. Almost everyone likes change
doneby them. - Carol Kinsey Goman
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Is GTD for anyone, but not everyone

Is GTD better for men? For women? For techies? For organizers? For
ENFJ's, but not INTP's? For Americans, but not for Brits? The debates are
endless and the opinions are plentiful.

Honestly, in my experience, it's for anyone but not for everyone. In my
15+ years of working with this and David Allen, I've seen people "get"
GTD from every walk of life: men, women, young, old, techie to luddite.
So what does it really mean to "get" GTD?

GTD is about finding and using the most energy-efficient,
effective, and least stressful ways of getting things done. It has
nothing to do with someone's personality or lifestyle. Sometimes
"organized" people are too structured to get what they really
want done, so they need to loosen up. Some people need to
tighten up. They're both GTD. It's an approach, not a system. If
someone's system gets in the way, it's not GTD. If it's creating
freedom and expansion and results, it is. Simple as that.
- David Allen
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Best & Worst Practices of Doing - Part Two

I'm nearing the end of my series on the Best & Worst Practices of
GTD's Five Phases of Mastering Workflow. Hope this has been useful for
you all. If you're just joining this thread, here is what we've covered so
far:

Best & Worst Practices of Collect
Best & Worst Practices of Process
Best & Worst Practices of Organize
Best & Worst Practices of Review
Best & Worst Practices of Do - Part One

In part two of Doing, I want to talk about GTD's Criteria for Choosing.
Let's say you're staring at a big list of next actions. Hopefully they attract
more than repel you. So, how to choose?

Best practices: Making balanced, trusted, intuitive choices about
which to do
Worst practices: Driven by latest & loudest and emergency scanning

Here are some guidelines for choosing:
Context - if you are not in the right place, near the required tool, or

have access to the person you need, you can't take that action. That will
narrow down your choices.

Time available - How much time do you have right in this moment? If
you only have 10 minutes before you bounce to your next meeting, that's
a different choice than the times where you've got a large chunk of time
to choose what to do. I'd say due date will play a factor here too
sometimes (just be sure to watch out for the syndrome of ignoring the
"undated masses").

Resources - what's your energy like? Brain toast or high-performance
brain? Is it Friday afternoon and you're fried or just getting fired up?
Intuitively, the choice will be different based on how you know you'll
use your time the best.

After those three limiting factors, then you're going to factor in
Priority. What?? Priority is last? How can that be? Think about it.
Context has to be the first limitation. It doesn't matter if something is
"high priority" if you are not in the context to do it (unless you get
yourself in that context). You also can't make time appear out of
nowhere, unless you start renegotiating. And, if you won't intuitively
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want to choose something that you know you won't have the brain space
to tackle.

So how do I know my priorities? Ah, the golden question. Only you
know your priorities. GTD helps you define where your attention is with
the Horizons of Focus. But ultimately, no system will tell you what to do.
Only YOU know what to do based on how you have captured what has
your attention, made decisions on all that, organized those answers in a
place you trust and then reviewed them on some kind of regular basis so
you trust they are current based on what's important to you personally
and professionally. Then, doing becomes a matter of trusting your hard-
wired intuitive judgment. If you do it any other way, it cannot be
sustained. If intuition is too fluffy of a word for you, call it something
else: your knowing, your heart, your gut, your instinct. It's that part of
you that just KNOWS that you're making the best choice and just does it.

Next up, more on the Horizons of Focus.
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A day of doing work as it appears

Despite the impression some of you might have of black belt GTDers
like me, I am not always a next action machine. I relish my downtime.
Today, for example, I have NOTHING on my calendar. Ahhh....the
possibilties!

So if we consider my latest post on the Three Fold Nature of Work and
Doing, my day looks like this so far:

1. I've scanned my pre-defined work (just the calendar--nothing there--
moving on to #2)
2. I've defined any new input by processing my inboxes (email and some
others--nothing to handle there other than decide--moving on to doing
work as it appears)
3. I looked at what I feel like doing (my husband and I started
negotiations about which movie to see)

Are my lists at zero in order to feel free to do whatever shows up? Far
from it. They've never been longer. But they are completely current and
my inboxes are at zero. I know that nothing on those lists has my
attention right now. I may scan one or two action lists today, especially
my "Out & About" list since I'll be heading to the Big City for a movie
and will want to handle anything we can while we're there. But
otherwise, it's a free day to do whatever shows up.

If you see us each going into a different movie, you'll know how the
negotiations went.
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Hopping into the Twitter river

David Allen's Twitter follower count is proliferating like mosquitoes at
a nudist camp, with over 100,000 people tracking him and it's growing
by the hour.

It's an interesting look on how fast the world is moving, or how little
our attention spans are willing to absorb, that a quirky little service like
Twitter seems to be luring so many of us in.

Not familiar with Twitter? Well, have you ever been to one of those
Lazy Rivers at a resort hotel? The kind where you hop in and out as you
please? And around it goes, whether you're in the river or not. That's the
best description I've heard of Twitter.

One of the intriguing things about Twitter is that quantity seems to
rule over quality. There is little expectation that every post needs to be
useful or even grammatically correct, unlike email. If you've got the time,
and bandwidth to take in yet one more piece of input, it's an interesting
place to hang out. If you are interested in GTD-related posts, you can
also follow me or do a Twitter Search on "#gtd" to hop into the
conversation with other GTDers.
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GTD Summit

Hey, have you heard we have this thing going on called the GTD
Summit? Very cool stuff. I'm having a great time getting to meet a huge
range of GTD'ers from across the world from every industry imaginable.
Nearly 400 people here. Participants are Twittering like crazy
(#gtdsummit is the tag) if you want to follow some live feeds.

Here's a photo I grabbed at the opening session this morning. David
Allen and Guy Kawasaki kicked it off.
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More on GTD & iPhone

Well, my previous GTD & iPhone post was by far the most popular
post in the history of my blog. What...my previous 4 years of crafting
pithy posts, witty GTDisms and David Allen inner-circle wisdoms didn't
do it for ya?? It was the iPhone that pulled you out of your caves to
share. Thank you. Nice to hear from so many of you!

Overwhelmingly, OmniFocus by OmniGroup leads the pack for Mac
users as the most popular application. It deserves to. It's a solid
application, with a smart team behind it that has worked hard to make it
true to the GTD logic.

Things by Cultured Code, for the Mac, also seemed to be a fan
favorite. It seems to have the core components to make it work as a GTD
list manager.

For those of you who favor web-based applications,
RememberTheMilk.com and Nozbe are your top choices.

And for Outlook users, whose choices are few and far between,
KeyTasks by Chapuraand Toodledo are in the lead for Outlook
integration. There don't seem to be many developers clamoring to figure
out the iPhone to Outlook sync, from what I could find.

Since that post, I have moved my entire system out of Outlook and
into Lotus Notes. I was using KeyTasks synching to Outlook 2007. But
given that my David Allen Company email and dozens of collaborative
databases live in Lotus Notes, and the KeyTasks synching server was
MIA for a period of time, I decided to jump ship and move my entire
system over to Lotus Notes. Eric Mack's eProductivity template finally
made Notes To Do's functional for me. As for iPhone synching, that's
now a new project to figure out. I have a couple of leads, but nothing
synching yet. So I am relegated to printing my lists for the short term.
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Best & Worst Practices of Doing - Part One

By the time you get to Doing, you have already decided what you are
going to Do. Now it's a choice of which you are choosing to Do.

Best practices: Making balanced, trusted, intuitive choices about
which to do
Worst practices: Driven by latest & loudest and emergency scanning

The Three-Fold Nature of Work - How to spend your time and
energy:

- Doing Pre-Defined Work - picking from your existing work on lists
and calendar
- Doing Work as it Appears - choosing to act on what shows up (Doing
an email, rather than processing an email)
- Defining Work - processing your Inboxes (most people need at least an
hour a day just for processing)

There is a unique balance for each of these 3 that will be different for
every person. We all need time in each. For example, someone in a
client-facing role would naturally need to be ready to "Work as it
Appears." A project manager might need to spend more time doing "Pre-
defined Work" to keep the project moving forward. It's a balance.

Universally, I can tell you that the majority of people we work with
spend far more time Doing Work as it Appears than they think they
should (latest & loudest), and not nearly enough time Defining Work as
they know they should (hence, bloated Inboxes and feeling buried.)

Next up, I'll talk about Criteria for Choosing.
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Matt's Idea GTD

Temporary hiatus, plus Struggle, and the Quest to Determine
What Matters

You might have noticed my sporadic posting here, and I'd like to
explain the factors and ask your patience. I also ask you to indulge some
reflection in this post after three full years of consulting.

First, this winter has been a challenge, both from the consulting
perspective [1] and personally (two mothers dying within two months of
each other, plus some surgery). I'm coming to grips with the struggle
being important [2], and how a mismatch between "Visualizing wild
success" and reality is an opportunity for reflection and considering
strategic change. (An aside: I think this coming-to-grips is the engine
behind one class of non-repeatable processes, and - to spin the saccharine
"Your path is perfect" angle - it literally could not have happened
differently, given the models and data I had. My TTL philosophy could
not have emerged in any other way, and no one can repeat these steps.
I'll flatter myself by comparing it to David Allen and his "20 year
overnight success." No one could recreate his process - him, his
perspective, the particular people he had in his circle, his timing, luck,
and the dues he paid. Same here, I hope :-) Make any sense?)

In general, for someone making a leap into consulting like I did [3],
I've found a large piece is the quest to discover what matters, AKA
"marketing." I'm dissatisfied with results so far. Or rather [4], "The
subject is experiencing feelings of dissatisfaction with the process.
Curious."

Second, I continue to evaluate the worth of writing here. The benefits
to me are of a certain class [5], and I need to spend time putting them in
perspective. Like my consulting path, my blog diverges significantly
from most marketing advice, such as: Decide your niche, visualize your
ideal client, determine what her needs are, and give away some, but not
all, content that addresses her pain via blog and newsletter. After seven
drips she'll buy, return for more, and recommend you for consulting. (I
apologize for the faulty summary.) While this is completely reasonable,
it's not how it's gone for me. Instead, I started with the "What" on a
whim to share my thinking when I got turned on by productivity. My
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topics are all over the place, though converging on are converging on our
Think, Try, Learn philosophy. Again, all this is counter to traditional
thinking about blogs, such as keep it short and on specific, limited topics.
I think that after time, any writing about time management naturally
widens. After all, as soon as you talk about spending your precious life,
you have to face purpose. With so much to do, what's really important?
That is what I was trying to get to in The Real Reasons For The Modern
Productivity Movement. Putting on my grandiosity hat, it hit me some
time ago thatmy blog is my book/philosophy/purpose process in action.
I like to think that if David Allen or Stephen Covey had blogs 20 years
ago, they'd take a trajectory like mine.

Third, I need to focus on products. While training sales have been
down recently, I am extremely gratified by the sales of my first two
products, Where the !@#% did my day go? The ultimate guide to making
every day a great workday and You Did WHAT? 99 Playful experiments
to live a healthier and happier life. This quarter I'll be adding two short-
but-sweet slidecasts on managing email and a time management
method, both using a light-hearted sabotage angle that was inspired by
fellow consultant Johan Dhaeseleer (thanks, Johan!) They both use my
adaptation to training of the so-called "Lessig Method" [6] of
presentation. My clients love it ("brilliant," I was told last week :-), so I'll
continue integrating it with traditional training approaches.

And fourth, I'm throwing heavy effort into our book, Think, Try, Learn:
A scientific method for discovering happiness (working title). Our nascent
wiki is up at thinktrylearn.com, part of my three-part software vision for
a TTL Platform.

Let me wrap this up by bringing in a productivity idea I'm playing
with, the thought that we each have a project "set point" that determines
how many concurrent ones we are comfortable with. This is akin to ones
for happiness (see Want to Be Happier? Here's How, which reviews The
How of Happiness), optimism (see Learned Optimism), and ambiguity (I
couldn't find a good reference - suggestions?), and is something I was
aiming for in Does Having Fewer Projects Make Us More Productive?. I
think my set point is low relative to others' [7], say 15-20 at once, with
only 3-4 major ones (maybe best called meta- or super-projects). With the
ones above, including being my mom's executor, this means I need to
turn down others. I find that when my responsibilities exceed a low
threshold, the stress impacts my (and my family's) happiness.

Cheers, and stay in touch. I plan to be back by spring. -- matt
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References

• [1] Oops: The unspoken rule to consulting is to never admit
anything but blue sky. My mistake. I will say that the economy
has been a signficant factor.

• [2] Steven Pressfield's brilliant little book The War of Art continues
to be an inspiration. I mentioned him elsewhere:

�� My men@pause interview is up, plus an invitation to a four-
square-o-rama!

�� Could you outsource painting your life? Or, Would Mick
Fleetwood do GTD?

�� New! Matt's Guides: You Did WHAT? 99 Playful
experiments to live healthier and happier

�� A late adopter's productivity experiment with Twitter, plus
some 140 word humor

�� Productivity lessons from mountain biking. Or, what sports
can teach us about doing

�� A dozen important productivity blog posts that haven't
been written yet

• [3] I was ideally unsuited to do this, incidentally. Pick your best
set of success factors for becoming self-employed, and invert them
to get my situation. Staying in the same field. Having a large
network. Having people skills. Having business knowledge. Etc
etc. I'll pat myself on the back and say my success so far has been
doubly astonishing.

• [4] For Think, Try, Learn we're working on language that gets
people thinking our new way. This is akin to GTD's "actions,"
"commitments," and "open loops." In this case, I'm finding that
using the third person helps create what we call a "healthy sense
of detachment." The idea is to treat yourself as a creature in the
wild, make observations, and be curious and surprised. After all,
much of our behavior is absurd if viewed objectively.

• [5] On the plus side they include a prompt to write regularly,
develop my thinking, provide a body of work, increase organic
SEO, and provide value to my readers. Economic benefits include
a few product sales and a little Amazon "book money" each
month. Before I sound ungrateful, let me give a big thank you to
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my customers. Also I thank reader Greenman for his generous
insights around the topic.

• [6] Sources: The "Lessig Method" of presentation, the Pecha Kucha
("chit-chat," roughly) format: 20 slides, on display for 20 seconds
each (also described at Presentation Zen), and the Japanese Hara
hachi bu ("Eat until 80% full," roughly) also at PZ.

• [7] I'd be curious to hear what yours is, and what kind of job you
have.
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Question for you: How do you organize a book?

I'd like to tap your experience to help with my in-process book,
"Think, Try, Learn: A scientific method for discovering happiness"
(working title). I've collected ideas for five years (since I started this
consulting journey), and it's time to pull them together into a structure
that leads to chapters.

A few examples I've found:
• Rico's "clustering" technique in Writing the Natural Way. There's a

clustering example on Gabriele Rico website - which looks a lot
like a mind map. Thoughts?

• I also found Ayn Rand's The Art of Nonfiction: A Guide for
Writers and Readers.

• The LinkedIn answer If you plan to write a book, how you
organize this work? suggests outlining until it's clear to everyone,
analyzing 200 books on the subject (!), and resulting in a 50 page
outline having 100 points per page. Fascinating. Another: 100s of
3x5 cards (I have this, basically)) -> lay them out -> gather into
categories -> give categories chapter names -> transcribe cards
into the computer -> re-work the material a half-dozen times.
Also: Use an hierarchical style: start with as many levels as
necessary -> try to get it down to 3 levels -> write the paragraphs.

• In How to write a book Peter Seibel suggests: Write the index ->
Write a hierarchical outline -> Write a a flattened outline (linear,
including splitting the taxonomy across chapters, and limited to
three levels: chapters, sections, and paragraphs as topic sentences)
-> Write the book.

I'm curious

• What ways do you know, or have used, to group ideas?
• Do you have resources around this that you'd like to share?
• What works have you applied your methods to?

Thanks a ton!
P.S. The tool I'm using to organize is decidedly low-tech: Post-It notes!

I love sticky notes, and I'm sick of my text outliner, so I figured a change
might help. Great results so far (my Edson experiment is at Use Post-it
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note techniques to organize book ideas), which supports my experience
reported in How Else Can You See This? Perspective And The Value Of
A Tool Change. Find a picture here, for fun:
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Please let know if your comments aren't getting through

I'm double-checking my comment spam filtering software, and I don't want
to miss your insights! So let me know if you posted something that I didn't
reply to. Cheers -- matt
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47 Ways to Kill Your Curiosity

"Curiosity is antifreeze." -- me :-)

• act your age
• don't act your age
• be uninterested in learning
• be cautious
• feel old
• be afraid of the process
• keep a closed mind
• assume one true answer
• be too busy
• be smug about how much you know
• assume only one chance
• focus on the past
• go it alone
• be embarrassed to ask questions
• be part of a community that discourages questioning
• be in crisis
• don't be around children
• don't be skeptical
• be afraid of the results
• ignore things that surprise you
• don't form hypotheses
• look at things through the same glasses
• have an agenda
• be bored
• assume you know the results
• surround yourself with sameness
• be tired
• tell yourself you need a map
• be afraid to look stupid
• be disengaged
• try something that's way beyond you
• surround yourself with incurious people
• don't pay attention
• don't stray from your field of study
• ignore the unusual
• be blind to surprises
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• try things one time only
• be ashamed to be proven wrong
• don't write things down
• be afraid of making mistakes
• be impatient
• think teacher, not student
• be a specialist
• look down
• be serious
• say "I know I wouldn't like that"
• talk more than listening
• complain
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The 20 top time wasters, stealers, nibblers, and how to nab
them

"When I think of all the hours and hours of my life I have spent
watching television, it makes me realize, Man, I am really rich with
television." -- Jack Handey

In preparing for a media interview this week I rounded up the most
common time wasters, which I thought I'd share with you. Next to each
I've sketched briefly ideas for counteracting them. These come from
various sources, including The Time Trap: The Classic Book on Time
Management, The Naked Desk: Everything you need to strip away
clutter, save time & get things done, and Never Check E-Mail In the
Morning: And Other Unexpected Strategies for Making Your Work Life
Work. I'm curious: What others do you find yourself dealing with? What
methods do you use to combat them?

• Personal Disorganization. Adopt a system that efficiently handles
your information and work-flows. A starting point: The World's
Simplest Productivity Method, With Bonus Mini-Processing
Examples.

• Multitasking. Stopping can be difficult, as it's a habit, but start
with a Think, Try, Learn principle: Simply observe, which can lead
to awareness and change. A tiny experiment: Keep a record of
each time you task-switch, using hash marks. See if tracking it
helps you change. Use Edison if you want some support and ideas
while trying it out.

• Distractions. I distinguish two classes: Internal (thoughts and
habits, such as constantly checking e-mail) and external (a poorly-
configured environment, including clutter). Address the former
through habit changing methods (Marilyn Paul has a nice section
on the topic in It's Hard to Make a Difference When You Can't
Find Your Keys) and the latter through managing each type
(contact me for lots of ideas to solve). You might also enjoy Dave's
How to Overcome Distractions Anytime, which is very TTL.

• Interruptions. These include "corporate drive-bys" (unvited drop-
ins), some phone calls, and the email dinger. Try standing up
when people come in, closing your door, moving temporarily to a
private space, and turning off the phone and email alert.
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• Meetings. Eliminate unnecessary ones, make sure there's action
agenda, set (and enforce) clear time limits, and implement follow
up methods.

• Many popular activities. Examples include games, TV, Facebook,
Twitter, and (prepare yourself) news. (Side note: I've found the
best way for me to be stoned in a workshop, worse than saying
"Kill your TV," is "Kill your Netflix" :-)

• Perfectionism. Broad topic. Starting point: Experiment with doing
a tiiiiiiny bit less-than-perfect job on one task. Remember, "Good
enough" ain't bad!

• Poor communication. Examples include unclear emails, email
back-and-forth (try the phone!), and phone tag. Try "pre-
answering" questions that might come up, such as options and
alternatives (e.g., days and times you're available for a meeting).

• No daily plan. I recommend my product, Where the !@#% did my
day go? The ultimate guide to making every day a great workday.
For fun, to the right is a sample from today.

• Low-value information sources. games, RSS/information
overload). go on a media diet. (You might enjoy Information
Provenance - The Missing Link Between Attention, RSS Feeds,
And Value-based Filtering and try tallying your various inboxes.)

• No automation. Get a text expander for chrissakes! (I love
TextExpander for my Mac, along with Gina in her Upgrade Your
Life: The Lifehacker Guide to Working Smarter, Faster, Better.)

• Slow reading speed. Adopt a skimming method, which allows
you to read most books in about an hour. See How To Read A Lot
Of Books In A Short Time and A Reading Workflow Based On
Leveen's "Little Guide".

• Wasted transition time. "Between" time is an opportunity to make
progress on small tasks, such as reading, short phone calls, or
going over paper documents. The trick is to anticipate these
moments and carry the materials you'll need, such as "To Read"
and project folders.

• Wasted driving/traveling time. A special case of transition time,
commuting is an easy opportunity to improve yourself. Check out
this and other tips at Mark's Tips for Car Travel.

• Trouble saying no. Remember that every additional commitment
you accept must be balanced with something else on your plate.
When you say yes, you either need to drop an equivalent project
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or be prepared to allocate more time for the new one, which - I can
guarantee - you don't have. Use your goals to guide you.

• Ineffective delegation. Here's a nice categorization of delegation
that a client shared with me. He uses it to make the executive-
assistant communication really zing. This is gold, folks:

1. Examine the situation - report to me and I'll decide.
2. Examine the situation - suggest alternatives and I'll decide.
3. Decide and recommend best alternative - get my approval.
4. Handle the situation and report on your results.
5. Handle the situation and report any challenges.
6. Handle the situation - no need to report.

• Excessive socializing. I'll repeat Twitter and Facebook, in case you
weren't paying attention above. Although I don't see how "sitting
alone typing on the computer" is socializing. It's similar to "sitting
alone and clicking the mouse" is like surfing. Not!

• Lack of self discipline. I like Steve Pavlina's definition, "Self-
discipline is the ability to get yourself to take action regardless of
your emotional state" (more here).

• Poor planning. Check out Simple Project Planning For
Individuals: A Round-up.

• Procrastination. Procrastination ("an umbrella concept with
multiple possible causes and deep underpinnings" - from How To
Approach Solving Procrastination (Hint: Think Magnifying Glass,
Not Tips & Tricks)) is a major topic. If you find significant time
wasted here, make managing it a new project. Contact me for
some experiment ideas. Related: Use The STING Method To Stop
Procrastinating, and Some Thoughts On "Eat That Frog!" By Brian
Tracy.
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Is Think, Try, Learn for Christians?

(This is a guest post that a TTL friend wrote some time ago for a defunct blog.
Posted here for your consideration.)

When I ask myself if Christendom is compatible with TTL philosophy,
I think first of Jesus the person (insofar as we know of him from
Scripture). He is TTL in many ways. Consider: adored children ("a little
child shall lead them"), loved parties, turned water into wine, doodled
with a stick in the sand when the legal authorities tried to trick him into
being Wrong, and advised freedom from anxiety about the future
("Consider the lilies of the field..."). I imagine him laughing, playing, and
frankly mocking anyone obsessed with money and status.

Then I realize that Jesus' freedom was anchored in cognitive certainty.
A Jew who had committed the Torah to memory, he spoke without
doubt about his "father in heaven" (who would meet the needs of said
lilies in the field) and deemed the "law" of compassion non-negotiable.
He therefore challenged the view that certainty and playfulness are
incompatible; his assuredness that Yahweh was caring for his needs left
him child-like and compassionate. The interdependence of a cornerstone
of knowledge with freedom from anxiety fits what I know of
psychology: Kids from stable homes (and those who are held more than
others) have fewer anxiety disorders as adults, regardless of the culture.
Jesus, then, exemplifies for me what Alexander Lowen believed about
human nature: that "surrender" must be balanced by "grounding";
surrender alone is illustrated dramatically by schizophrenia; grounding
without surrender by Puritanism.

Susan Wennemyr is a theologian who has been a college professor, stay-at-
home mom, writer, and entrepreneur in conscientious investing.
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When your lists undergo radical surgery (or should!)

Have you experienced a point where your time management lists (e.g.,
GTD's Projects, Actions, and Waiting For) have undergone deep-seated
change? I've had just such a change in my Waiting For list (for non-
GTDers, it's simply a delegation list - who, what, and when delegated): It
has tripled in size.

In my case the cause is a number of new projects, plus largish
activation of my marketing plan for Where the !@#% did my day go?
(Side note: A huge thanks to Dave Seah for his Review: Matt Cornell's
"Where Did My Day Go" E-book. Definitely review his blog - great stuff.)

This got me thinking about under which circumstances major list
changes might happen, and I played with a 2x2 matrix: fewer or more
tasks vs the same or different types (i.e., new-to-you kinds of work) of
task. Tell me what you think:

1. Far fewer tasks, but still of the same type: You've undergone a
convergence of focus (see Sometimes Laser, Sometimes Blind: How
Natural Converge/diverge Cycles Explain Progress). Or: You've
counteracted task overload by focusing on the 20% that make up
the 70% of what matters (say).

2. Fewer tasks, but of significantly different type: You've been
promoted or laid off.

3. More tasks of the same type: You've been asked to handle the work
of a peer, say someone who's sick, and for whom there's no
replacement.

4. More tasks, but different types: You've taken on a new
(additional!) job.. In my case, being made an executor for my
mom's estate.

I'm curious: Have your lists changed radically recently? Why? Or do
you need to make such a change? Any books you like to help navigate
change? (On my desk at the moment: Change or Die: The Three Keys to
Change at Work and in Life.)

50

http://matthewcornell.org/blog/2005/11/my-favorite-gtd-list-waiting-for.html
http://matthewcornell.org/products.html#where-did-my-day-go
http://davidseah.com/blog/about/
http://davidseah.com/blog/comments/Review-matt-cornells-where-did-my-day-go-e-book/
http://davidseah.com/blog/comments/Review-matt-cornells-where-did-my-day-go-e-book/
http://matthewcornell.org/2009/05/sometimes-laser-sometimes-blind-how-natural-convergediverge-cycles-explain-progress.html
http://matthewcornell.org/2009/05/sometimes-laser-sometimes-blind-how-natural-convergediverge-cycles-explain-progress.html
http://www.amazon.com/gp/product/0061373672?ie=UTF8&tag=masidbl-20&linkCode=as2&camp=1789&creative=9325&creativeASIN=0061373672
http://www.amazon.com/gp/product/0061373672?ie=UTF8&tag=masidbl-20&linkCode=as2&camp=1789&creative=9325&creativeASIN=0061373672


Are you too hard to impress?

When I was in grad school I used to have an attitude about meeting
people. It probably stemmed from feeling inferior, but it was a kind of
"guilty until proven impressive" one. Until you show me you're
impressive, I'll assume you're not.

This didn't work for me. It kept me from appreciating, connecting to,
and learning from people. Now I actively look for things to be impressed
about. Not the generic "That's great!" type, but genuine respect of people
and their accomplishments. My thought is that we don't acknowledge
these enough, and - if you look around your personal and professional
circles - many people really are impressive!

So my tip is, Come prepared to be impressed. Show active interest in
others. If you explore deeply enough, I bet you find something amazing
in there.

What do you think? Are you too hard to impress? Are most people
unimpressive? Does it change the nature of a relationship to be
impressed? Do you feel you need to be acknowledged as impressive in
return?
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When is it best *not* to be curious or observant?

This weekend when talking about medical procedures, a witty niece
shared this tip: Do NOT look at the instruments when you arrive :-) This
makes sense. After all, why spook yourself more than necessary? This
led to a question: When don't you want to/should be curious? An
emerging Think, Try, Learn principle is that those two characteristics
lead to a scientific version of being present. It's like my yoga teacher
used to say: The past is over and the future hasn't happened yet, so the
only living we have available is now. (They go on to say the body can
only be in the present, so focusing on sensations will bring you here. I
like the idea.)

Thoughts? Any good resources? How about Mindfulness by Ellen J.
Langer?
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Are you still human when you're under general anesthesia?

I'm getting knocked out for my outpatient surgery on Tuesday, and it
occurs to me whether I'm a higher order creature while I'm unconscious.
(My wife might argue that I'm never one.) I wonder because there's
apparently no subjective time between when you go under and come
back, including dreaming. If that's the case, and if it's our self-conscious
nature that separates us from the rest of the kingdom, then am I
technically (i.e., not simply physiologically) human during that time?

What do you think? Any good references you like around this topic?
Wish me luck!
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Start Your Own Business

Sorry but we couldn't parse this feed.

Live Hacks

Six Tips for Long-term Investment Success

Bank savings accounts currently offer paltry rates of interest. If you
put leave all your money in banks it should be safe but will not grow
much. The stock market offers much more interesting returns but
because of the element of risk many people avoid it. Worse still they
might enter the market at the top and then sell out later at the bottom.
Here are some simple rules to help you navigate the market and build a
large stock portfolio over a long period.

1. Diversify. Spread your risks by investing in a number of stocks in
different markets and in mutual funds, bonds and other instruments. A
good rule is that no one stock or other investment should be more than
10% of your total portfolio. Invest in different geographic areas such as
US, Europe, Asia and emerging markets. Diversify into property funds,
commodity funds and hedge funds. This should give you protection
against a collapse in any one particular sector.

2. Do your research. Take advice from various sources. Invest in some
companies whose products and strategies you like. There are a
multitude of comparison sites and other resources on the internet to help
you to analyse and understand investments. Past performance is no
guarantee of future performance but I would generally prefer to choose a
mutual fund or unit trust that had been a strong performer over the last
two years and which offers low management fees.

3. Run the stars and sell the dogs. Monitor your investments and
compare their performances against the market index. If some of your
holdings do well then the temptation is to cash in and take a profit. It
seems natural but if you are in this game for the long term then you want
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investments that grow over the long term so when you find winners
cherish and retain them. On the other hand you should ditch the dogs
that significantly under perform the market. The temptation is to hold
onto them in the hope of a rebound or worse still to increase your
holding at the lower price. This is generally a poor strategy and it is
safer to take a small early loss rather than a large one later on. Do not
cling onto stocks for emotional reasons. Sell the dogs and run with the
stars.

4. Reinvest dividends. A surprisingly large part of the overall growth
in most portfolios comes from reinvested dividends rather than in
appreciation of the stock prices. A yield of 3% may appear small but over
a period it makes a big difference. Choose some investments with a solid
history of dividends and use them as the ballast in your ship.

5. Be contrarian. This advice is much easier to give than to observe.
When the stock market is low buy stocks. When the stock market is high
sell your worst performing stocks and buy other investments such as
property or bonds.

6. Take the long view. You are in this for the long term so do not
make frequent trades – the commission will eat into your funds. Do not
follow fads and fashions. Diversify in a sensible way. Do not panic
when markets occasionally crash – these are buying opportunities for the
brave.

Finally be prepared to sell when you eventually need the money. You
invested it to build financial security for you and your family so it is
better to use it when needed rather than to scrimp along in order to
become the richest man in the cemetery.

Image: Source

Paul Sloane is an author and speaker on leadership, innovation and lateral
thinking. His most recent book is The Innovative Leader. He helps organizations
improve innovation, creativity and leadership. He is the founder of Destination
Innovation. He has written 15 books of lateral thinking puzzles and hosts the
lateral puzzles forum.Follow him on Twitter at twitter.com/PaulSloane.

Share This
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5 Keys To A Better Love Life

I recently asked 5 of the most successful couples I know for their
best advice on how to create a fantastic love life. They laughed at first.
They thought I was asking about sex. I assured them I wasn’t. I wanted
to know what they’d done to keep their love alive for 100+ combined
years of life together.

What came next surprised, inspired, and frustrated me all at once.
These ideas were so simple, so straightforward. Why weren’t more
couples putting them to use in their own relationships? Richard, happily
“living in sin” with Debbie for 39 years, said it best. “Most people just
don’t seem to care enough to put a bit of effort into their relationship every day.”

If you really do care then you’ll have what it takes to put the following
concepts to use and reap the benefits. In spite of all the complexity that
love serves up, these keys will make short work of adding joy to your
relationship.

1. Ask For Praise

Expecting your partner to notice things without prompting is often very
unfair and can lead to resentment. Keep the beast away by speaking up
and bringing attention to things you’d like your partner to notice. If
you’ve done something you’d like your partner to take notice of, say
something! Got your hair did? Say something! Fixed the dining room
table so it doesn’t teeter? Say something!

You did this instinctively when you were a child. Remember running
up to a parent or guardian and asking them to look at a picture you’d
colored or cape you’d made out of an expensive tablecloth? For most of
us, the response was one of amazement (if a bit contrived) and vocal
appreciation for our obvious talents.

You’re not so very different now. You still love to be praised when
you’ve done well. Even if it’s something you should have done earlier
in the week or missed a detail on. How to get that praise? Ask for it
and agree to give it when your partner asks you for some appreciation.
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You know not to crush a child’s spirit by ignoring their efforts to impress
you. Are you as smart about your partner?

2. In Everything, Give Thanks

Say “Thank You” and make an effort to regularly demonstrate your
genuine gratefulness for all your partner does for you. There are going to
be times when this will seem an impossible chore. Perhaps you’ll be
furious with your partner over something or other and they’ll point out
something they did, hoping for praise. How will you respond? Will you
offer your praise and thanks then deal with your anger separately? Or
will you close up like a shell and torture your partner with inconsolable
silence?

You care about making your relationship work so I expect you’ll
swallow your momentary pride and say thank you. After all, your
partner deserves at least the same courtesy you’d give to a complete
stranger. When you cannot be gracious, be polite. Make a habit of
offering thanks to your partner, even for the tiniest of things, and a
sapling of thankfulness will grow into something strong enough to
support you both.

3. Schedule Time For Each Other

If you were worried about killing spontaneous romance by scheduling
time with your partner, you wouldn’t be reading this. For the rest of us
with busy lives and hectic schedules, an exhausting Wednesday is easier
to handle knowing that Thursday at 6pm we get a few hours with our
best friend.

All that’s left is to actually be present with your partner during the
focused time you have together. This, according to all voices heard in my
less-than-scientific survey, is one of the hardest parts of any long-term
relationship.

Dinner with kids at the table doesn’t count as real presence. Sitting on
the couch while you both have laptops running in front of you doesn’t
count either. In fact, most of the things we do as couples fall into the
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realm of proximity instead of true presence. A simple test (thanks,
Debbie!) is to see if you need to get your partner’s attention before
talking for them to hear what you say. If you do, they weren’t really
there to begin with.

You’ll be tempted to use your regular time together as the time for you
to angrily vent and argue. Don’t do it! This is your time to catch up with
the person you love. If you can’t think of something wondrous and
warm to say, chew on silence and just be. There’s something about
focused presence with a loved one that helps troubles sink away just a
bit. Make the most of your time together!

4. Agree On How To Argue

Sometime when you’re not even a little angry with each other, sit
down and talk about how you fight. Then lay down some rules you
both agree to follow during future arguments.

Mary, a 74 year-old mother of four and widow of two shared three of
her rules:

• Nobody leaves during an argument without saying where they’re
going.

• Arguments that last longer than 3 days are obviously stupid and
will not be allowed to continue.

• An argument will never mean that the relationship itself is in
question.

Mary’s final rule resonated with me because that’s something I work
very hard to do in my own relationships. One of the most difficult but
smartest things to say during an argument is, “I love you but I’m so
pissed at you about/for/because [insert argument here].” Keeping the
argument separate from the relationship status is key to getting things
back on track. You could call it a shortcut through very dark woods.

5. Say You’re Sorry Every Day

Apologizing is a lot like learning a foreign language. The more you
practice it in real-life situations, the better you become at it.
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If you don’t do something worth saying sorry for every day, you’re
either an angel or completely blind to your own inadequacy. You need
not commit some great damage against your partner before saying
you’re sorry. Just be yourself. In the course of being yourself you’ll say
something without thinking, forget to pick up something from the store,
or complain about your day without asking about your partner’s. You’re
a master at making mistakes! =)

The more you ask for forgiveness, the easier it will be to admit to
and gain forgiveness for all the things you do that might drive your
partner away if not taken care of. Its never easy to swallow your pride
and admit to screwing something up. But you need to do this and make
a habit of it if you want to make your relationship the best it can possibly
be.
There were many more tidbits and some hysterical stories shared but
those 5 tips ranked highest on the list of useful bits of advice.

Feedback Time!

What do you have to say? Is there something you’ve found works
really well for you and your partner? I’d appreciate your input!

If 100 people go home from work today and communicate better with
their partner because of reading this, we’ll have changed part of the
world with just one article! Thanks for sharing it!

Image: source, source

I'm an editor here at Stepcase Lifehack. I know the value of long walks, good
books, joyful repartee, and a well-made martini. Say hello in the comments here,
find me on my blog or hit me up for a follow on Twitter.

Share This
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How to Do What You’ve Always Wanted

I’m willing to bet that there’s something you’ve always wanted to
do.

It could be that you’ve always wanted to write a novel. Maybe you
want to visit Africa or want to see the Northern Lights. Perhaps you’d
love to open a little coffee shop or brasserie in your neighbourhood or
maybe you’ve had brainwave for a neat little product that just might
change the world.

You’re not alone. We all have things we dream about and things we’d
love to do, and it’s rare that these things ever see the light of day.

Fear steps in – sometimes in the guise of practicality and sometimes
wearing the hat of playing it safe – and provides all kinds of reasons why
you can’t have what you want.

So you persuade yourself that it’s a pipe dream and that it could never
actually happen because you wouldn’t know where to start, couldn’t
afford it and it probably wouldn’t work anyway. You lose faith in your
ability to make your dream reality, and lose a little faith in yourself in the
process.

The tragedy is that the more you apply a filter to what you wish for
and train yourself to think small, the less confident you become in your
ability to do anything that matters very much. Worse than that, you set
yourself tiny dreams that aren’t hard to reach, and you reach them.

But hang on a second. What if those big things were possible? What
if you really could make some or all of it happen? What if it turned
out that you did have what it takes to see something special come to
life? Wouldn’t that be something you’d leap at?

Here are my 3 steps to doing what you’ve always wanted to do.

1. Open it up

First of all you need to do some leg work. Investigate what might be
needed to get going, look for resources that can inform and help, seek
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out other people who might have done something similar and talk to
those who’ve been there, done that.

There’s no risk here – it’s simply learning about what’s involved,
picking up the key strategies that have been used successfully before and
gathering together the ideas and resources that you believe will help you
to get things moving.

Write down all the questions you have about what you want to do and
then go answer them. It’s possible that as you open things up you find
that the reality isn’t what you expected and that it isn’t really your thing
after all. That’s fine – now you know. But the opportunity to answer the
questions you have and fill in those blanks is invaluable, and you might
just find yourself getting pretty darn excited about what you’re
discovering.

2. Make your choice

You’ve opened it up and answered a heap of questions you had – now
you need to make your choice. There are 2 ways to help with this
decision making.

1. Look at what really matters to you, not what doesn’t matter. If
engaging with this project is something that really resonates with
you then listen to that. If you’ll grow and get enjoyment out of
doing this, no matter how it turns out, then listen to that. Don’t let
any fears you have squash and stamp on what matters.

2. Consider where your priorities are and what might need to
change. You have other things going on (your family, finances,
career, hobbies, relationship, etc) and you need to be clear about
what’s at the top of your list. You need to figure out what
compromises you’re willing to make in terms of the time and
energy you have available, and you need to figure out the
boundaries and deal breakers of your priorities. You might find
that your priorities are such that now isn’t the right time to get
going with this, but that doesn’t have to be the end of it. Just
figure out what criteria needs to be satisfied for you to start.

Once you’ve figured those 2 things out, make your choice and commit
to it. That commitment is what will carry you through, and it’s an
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attitude and a way of behaving that shapes your experience and
behaviour as you go forwards.

3. Do one thing

When you’ve made your choice to start, do one thing today. Just one
thing. Then do one more thing tomorrow.

That’s all.
Do one thing, then another, then another (no matter how big or small)

and you’ll make progress. By doing just one thing a day you’ll be 365
steps forward a year from now. Don’t get overwhelmed with the
apparent size or complexity of what you’re tackling. No task is bigger
than your capability and you just need to chunk it down into bite-sized
pieces and tackle each one in turn.

And if something doesn’t turn out the way you expected or hoped,
don’t sweat it. You have the next day to try things a different way or
tackle things from another direction. You’ll never be able to control how
everything turns out so don’t beat yourself up – just keep checking
where you are, making your choice and taking another step.

These 3 steps can be applied universally to do the things you’ve
always wanted. So tell me, what do you want ?

Image: source

Steve Errey almost died at age 5 as he choked on a grape. Today, Steve is a
leading confidence coach for entrepreneurs and intrapreneurs, with a reputation
for talking sense and getting results. Read more at The Confidence Guy and
follow him on Twitter. He still loves grapes, despite the risks.

Share This
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5 Steps To Conquer Any Networking Event

Let’s say you’re single, lonely, and desperate for a date. That, of
course, isn’t actually the case so you’ll need to use your imagination
for a moment. Now imagine that you’ve been invited on a group date
with the promise that you’ll definitely hit it off with someone special.
The organizer isn’t really sure about that but a match seems likely
because more than 500 single, lonely, and fairly desperate people will
also be on the group date. It sounds like a sure thing, right?

Wrong.
When faced with so much opportunity, your first instinct will be to

hunker down with a few friendly faces and wait for the end of the
evening. Instead of making something amazing happen, you’ll take the
safe route. Unfortunately, the safe route often means you go home alone
with a story about the one that got away.

Unfortunately, most conferences and networking events end just like
that. Now what if I told you there was a different way? What if I told
you that, continuing the group date example, I could show you how to
do background checks on all the attendees and see what they look like in
the buff before ever stepping into the same room? You’d be interested, of
course!

While I won’t tell you how to find compromising photos of everyone
attending your next networking event, I’ll give you something just as
valuable. Here are five steps you can implement and build upon to
make the most of your next networking event:

1. Establish Event-Specific Goals

Walking into a networking event or conference without a plan is, barring
a miracle, a waste of your time. Without a plan you’ll bounce from event
to event and float toward the people you already know. But not this
time! This time you’re going to establish real goals for what you’ll get
from a specific event.

For example, a small business owner might attend a local meetup of
social media types hoping to expand her network with some web-savvy
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marketers. Instead of saying, “this meetup will give me the chance to
make business contacts” she’ll have a specific outcome in mind and
won’t waste time on the wrong people.

2. Identify & Research Targets

Now that you’ve established goals for your event experience, it’s time to
do some legwork and figure out who will help you reach those goals.
Most conferences and meetups have a list of attendees published in a
public space, usually online. Smaller events might just have an
Eventbrite homepage while big conferences will often maintain a
separate list. Many events use hashtags on Twitter so people attending
the event can connect beforehand and during the event. Do you see
where all this is going?

The idea is to identify as many event attendees as possible and extract
a group of people you most want to connect with. Once you have a list of
people attending the event, weed your list based on how certain people
could possibly help you reach your goals for the event. If you want to
connect with web developers, you’ll not have florists or fishing coaches
on your list.

Once you’ve identified the people you think are worth pursuing at a
glance, it’s time to do some research. This might seem tedious and
boring, but it’s needed if you want to really get the most of your event.
While most of the attendees will stroll into the event with a devil-may-
care attitude, you’ll have a short list of targets whose blogs you’ve read,
tweets you’ve followed, and major interests you’ve identified. You have
a definite advantage!

3. Use An Event Card

An event card is exactly like an old school dance card. But instead of
scheduling dances with pretty people, you’ll be marking off successful
connections with your targets. The simplest version is a plain list of
names. That’ll work if you have an amazing memory and ability to place
lots of new names with faces. But most of us aren’t so gifted.
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I prefer to make small cards that include a name, photo, major
interests, a thought I had after reading one of my target’s recent blog
posts, and a few people also at the event I think they’d enjoy meeting.
Putting the time into researching a contact before meeting them has
never, ever turned out to be a waste of time for me. It’s an act of faith
that has always returned far more than I invested.

If you want to really do things nicely, add your target contact’s image
and information to a special contacts list on your smart phone. That way,
when you do get contact information from your new friend, you won’t
have to enter anything but their number or email address. If they ask
you about why you had their information programmed into your phone
already, just tell them you’re a big fan and had planned on meeting
them. After all, you are and you did! =)

4. Establish Your Presence

There are a few things you should keep in mind as you work to establish
your presence as a worthwhile connection to your targets:

• Whenever you have the chance, show your target that you are
somebody worth knowing. If your research revealed that one of
your intended contacts has chatted online with another contact,
try to be the one to introduce them to each other. (It only takes a
moment or two to figure out who your target likes to chat with on
a site like Twitter but hasn’t met yet.)

• As with romantic relationships, dinner is a bigger deal than
drinks or a quick chat. If you get the chance to join a prime target
for a meal, do it!

• Try to get contact information for your target that may not be
immediately available online. A lot of people have email
addresses they give out online or use to sign up for new services.
You don’t want that one. You want the one they actually check.
Barring a good email address, a friend request via Facebook will
usually do just as well. People throw all their personal info there
and you’ll have no trouble getting in touch with them!

When in doubt, friendly conversation and a real effort to listen will at
least save you from being labeled as obnoxious!
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5. Follow Up

It doesn’t matter how much research you do or how well you woo your
targets if you fail to follow up with them after the event! A good rule is
to make sure you’ve contacted your targets within 3 days of meeting.
Calling is probably too much unless you really hit it off and have already
agreed to meet up. Otherwise, a brief email saying hello and reminding
your target of the interesting conversation you had, etc. should do the
trick.

Once your target responds, you’re set to continue your relationship
and eventually enjoy the fruits of your networking labors! A bit of
planning, some basic research, and the will to follow through are the
only things standing between you and a robust network of interesting
people!

How could I be such a cold-hearted monster and turn a gathering of
wonderful people into a game of numbers and value exchanges? In practice, I
don’t always. But just as it’s easier to explain the workings of an automobile
engine once it’s been removed from the car, social networking is best explained
in unadulterated terms.

Do you have any questions or a tip of your own to add?
Image: source

Follow Lifehack on Twitter

I'm an editor here at Stepcase Lifehack. I know the value of long walks, good
books, joyful repartee, and a well-made martini. Say hello in the comments here,
find me on my blog or hit me up for a follow on Twitter.
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What’s Your Best Tax Prep Tip?

Are you a wiz at getting your tax forms filled out accurately on time
or early without much stress? Do you have any specific tips or
preferred software you use to make your tax magic happen?

Tax time is in full swing for most American readers. While your tips
and tricks for stress-free filing of American taxes are much-needed and
appreciated, how cool would it be if we could get some tips from across
the world? Do you have an odd tax tip that applies only where you live?
We’d like to learn it!

Make sure to include a link and name with your tip so we can give you proper
credit if we use your tip in a future post!

Image Source

Share This
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Kitchen Hack: One-Minute Bread

Oven-fresh bread is one of life’s simple joys. Ciabatta, a crisp-
crusted Italian bread with hints of sourdough and loads of crannies
longing for butter, is one of the easiest breads to make at home.

Why are we talking about baking bread on Lifehack? Because kitchen
hacks aren’t just impressive, they often have very tasty results! In this
instance, I’m going to show you how to make ciabatta with less than
one minute of prep time. How is that possible? Like many great hacks,
this one uses simple ingredients and as few steps as possible to get the
job done.

You may have heard of “no-knead” bread before. Mark Bittman and many
others have promoted their versions of an artisan bread that doesn’t require any
heavy labor. While those recipes also create delicious results, they involve too
many steps to be considered a real hack.

I wanted something very, very simple that delivered great results in
60 seconds of prep time or less. It may take you a few tries to get below
the one-minute mark, but I think you’ll enjoy the results every time!

For your ciabatta you’ll need:
• 4 cups of all-purpose flour (do NOT pack the flour into the measuring

cup)
• 2 cups of warm water
• 1 teaspoon of salt
• 1/4 teaspoon of granulated yeast (or equivalent)

For the gorgeous readers needing metric equivalents of this recipe, Toon left a comment
with the following conversion:

• 500 grams of all-purpose flour
• 4,7 deciliter of warm water
• 4 grams of salt (= 1 teaspoon = 5 ml)
• 1 gram of dry yeast (= 1/4 teaspoon = 1,25 ml)

You’ll also need a medium-size mixing bowl, a 10×15 cookie sheet or
baking stone, a hand towel or plastic wrap, and whatever you’d like to
keep your bread from sticking (if you’re using a pan, I use flour and corn
meal).
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Have everything handy? Good. Let’s do this!

1. Mix Water & Yeast

Pour the warm water into the medium-size mixing bowl and stir in the
yeast with a spoon. No need to be particular, just dump and slosh.

2. Add Flour And Salt

Add flour and salt to your bowl of yeasty water. This, after measuring
out the flour, presents another prime opportunity to get flour on your
person. This will be regarded by many as a sign of your culinary
determination. You’ll need such signs because anybody who actually
watches you make the bread will think you’re one of the laziest bakers in
existence.

3. Stir Into A Heavy Batter

Use a spoon. You could use your hands if you wanted but you probably
didn’t wash your hands before starting this anyhow. Start with a quick
run about around the perimeter of the bowl with your spoon. A few
quick strokes through the middle and you should have a heavy batter. If
it looks too thick to be pancake batter and not thick enough to be
playdough, you’re right on target.

4. Set It And Nearly Forget It

Cover your project with a hand towel or plastic wrap and set in a safe
place for a few hours. After the dough has rested for 8 to 12 hours, it will
have nearly doubled in size. (If you add a bit of sugar at the start and
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you’re in a hurry, you can rush this process but I don’t recommend it for
your first try.)

5. Preheat Oven & Prepare Your Pan

There’s a lot of room for variation at this stage. The goal is to place the
dough onto a surface that will keep it from falling through the oven rack
and not stick on. I use an old cookie sheet sprinkled with flour and corn
meal. You can use a buttered pan, pizza stone, or baking paper. It’s up to
you. The flour/cornmeal method takes only a few seconds.

Before you start prepping your pan/stone, set your oven to 400F. (For
those of you using wood stoves, don’t stress the particulars. Pull a few cedar
shingles off the back porch roof and get that fire burning hot!)

6. Pour Out The Batter

This is the fun part! Uncover the bowl of dough and slowly pour it out
onto the pan you just prepared for it. You’ll want to use a spoon to guide
the dough into place and get the last bits out of the bowl. The dough will
be very wet and sticky. That’s okay! Get the dough out onto the pan and
if you’re lucky, it’ll look something like this:

7. Add Spices (If Needed) & Place Bread Into 400F Oven

If you’re trying to stay within the one-minute prep, you probably won’t
have time to sprinkle some of your favorite herbs onto your ciabatta
before baking. If you’re not worried about time, some dried oregano,
basil, and rosemary make a nice addition.

70



8. Remove Your Ciabatta From The Oven

Check on your ciabatta after about 25 minutes. Once it’s golden brown
on top and looks good to eat, take it out of the oven and set it aside to
cool for at least 10 minutes. You can cut into it immediately but if you
do it’ll collapse and won’t look as pretty.

Wait! You really thought I wanted you to take a hot pan out of a 400F oven
without some sort of protection? Craziness! If you don’t have an oven mitt
handy, take off your shirt, fold it so there will be at least 6 layers of cloth
protecting your hand, remove the pan from the oven and place in a safe spot to
cool.

9. Slice & Enjoy

Move your ciabatta off the pan or baking stone and onto a proper cutting
board for demolition and devouring. Ciabatta is famous as a sandwich
bread but, like most breads, it’s absolutely delicious right out of the
oven.

Subscribe to Lifehack for more articles like this one!

Feedback Time!

1. What do you think of this hack?
2. Will you try it? (Let me know if you do. I’d love to see a photo of your

results, too!)
3. Would you like to see more articles like this on Lifehack? If so, is

there something in particular you’d like us to cover?
Follow @lifehackorg on Twitter

I'm an editor here at Stepcase Lifehack. I know the value of long walks, good
books, joyful repartee, and a well-made martini. Say hello in the comments here,
find me on my blog or hit me up for a follow on Twitter.

Share This
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Change Your Focus For Better Results

In some of my workshops, I run a short activity which provides the
audience members with an immediate and practical example of how and
where we focus our attention and energy – and the potential
consequences. It’s a pretty simple process used by plenty of facilitators.

How it works:

I ask my audience to spend sixty seconds looking around the room and
to take note of everything that’s red. Any shade of red will do. Crimson.
Fire-engine red. Burgundy. Maroon (are they the same?). If I’m feeling
generous, I’ll even allow hot pink. I then tell them to commit as
many red things to memory as possible. I tell them not to over-think the
process, not to try to figure out the point of the exercise (and thereby miss
out on the benefit), not to talk to anyone else, not to write anything down
and to use whatever memory or recall method they feel will give them
the best result. That is, optimal retention.

Turning Cogs

For sixty seconds there is total silence. An intense silence – if that’s
possible. I can almost hear the cogs turning and the competitive juices
flowing as each person scans the room frantically trying to absorb and
remember as much (relevant) information as possible. Talk about focus –
sometimes it’s as though they’re looking into the face of a loved one for
the last time.

At the end of the allocated time I ask the group to keep their eyes
closed. I then ask them a whole bunch of irrelevant and (seemingly)
pointless questions for about two minutes. At this stage, the quantity and
quality of their responses (to my questions) is pretty underwhelming as
(1) their eyes are still closed and (2) they are desperately trying to retain
the required information (the red stuff in the room) and to dispense with
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my stupid and annoying questions without being too distracted from
their mental list.

But You Said….

Just when they’re about to storm the stage and punch me in the head, I
ask them if they’re ready to share their memorised list with me. I place
myself in front of a whiteboard with a marker in hand and say, “okay,
keep your eyes closed and give me a list of everything in this room
that’s… brown.”

At this point, I can literally sense the frustration in the room.
“But you said red?”

“I know, but now I want the brown list – keep your eyes closed.”
“That’s not fair.”
“Life’s like that.”

Over the course of a few minutes, with all eyes still closed, the group
begins to shift its focus and to review the room (in their mind’s eye) in a
different way. Typically, most people will recall less than a quarter of the
brown things in the room while being able to recall almost one hundred
percent of the red.

“But you all studied the room before you closed your eyes”, I tell
them.
“Yeah, but we were looking for red, not brown.”

A New Perspective

After a few frustrating minutes, I allow them to open their eyes and to
instantly see what they hadn’t before: all things brown. It’s amazing
what becomes apparent when we look at the same thing (room,
relationship, career, business, opportunity, person, health) with a totally
different focus. What was once invisible, becomes immediately apparent.
Obvious even. When we shift our attention, we can find gold. We find
ourselves with a different level of consciousness and a new appreciation
for, and awareness of, what has always been there. In some ways, it’s
like we’re opening our eyes for the first time.
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This brief activity (looking for red) is a simple, yet effective, one – we
find what we’re searching for. When we have a narrow focus (which we
often do), we don’t see the entirety of what’s there. The potential. The
gifts. The joy. The fun. The good. The opportunity. When we look for
bad, we’ll find it. When we expect rejection, we’ll find that too. If
we’re constantly searching for problems, we’ll never see the solutions.

Our focus becomes our reality and we wind up creating the very thing
(situation, outcome) that we desperately want to avoid.

Sometimes we’re so obsessed with, and fearful of, the bad, we miss out
on the considerable good in our world. Sometimes we’re so preoccupied
with finding the red things in the room that we don’t notice (enjoy,
celebrate, appreciate) any of the other amazing colours. Today I’m
encouraging you to consciously take a look at your world through the
eyes of optimism, gratitude and greater awareness.

Consciously find the good. It’s there.
So now itÕsyour turn to sharea thought, idea, story or experience

relating to this postÉ and yes,evenyou Newbies. Have you ever shifted
your focus to shift your reality? Tell us about it.

Craig Harper (B.Ex.Sci.) is a qualified exercise scientist, author, columnist,
radio presenter, television host, motivational speaker and university lecturer.
For the past 25 years he has been a leading presenter, educator, motivator and
commentator in the areas of personal and professional development. You can
visit Craig's blog at Motivational Speaker.FREEeBook – So… You’ve Decided
to Get in Shape (Again) Craig's FREE eBook takes 20 – 30 minutes to read, and
addresses the REAL getting-in-shape issues based on his 25 years of experience.
To get Craig’s FREE eBook click here, weight loss books.
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11 Simple Ways To Avoid Burnout

Are you exhausted, annoyed, and ready to throw in the towel on
something that once made you leap out of bed with joy every
morning? I know that feeling well. It’s one I suffered from often in the
past and still encounter occasionally. It typically signals an impending
burnout.

Not the type of burnout you get from dropping your 93 Honda Civic
into 3rd gear at 6,000 rpm’s. The type of burnout that makes you avoid
work, question the value of your existence, and eat large quantities of
Oreo cookies while watching bad television.

How can you avoid burnout and stay in a productive rhythm? Here
are 11 ways you can start safeguarding your life against burnout:

1. Schedule regular social activities

Remember when you used to spend time with people you were neither
working with nor sleeping with? You watched movies, ate meals, played
games, and went on trips. You were active and you had fun!

You can regain some of that emotional fulfillment by contacting some
of your old pals and scheduling regular activities. It doesn’t need to be
anything crazy. Sure, rafting in Alaska would be fun but a monthly
brunch with people you don’t see every day will do just fine. The point of
this exercise is to expand your social horizon and crush the feeling that you’re
stuck doing the same thing every day.

2. Follow a fitness plan

Why we give up exercise in order to sit in a chair and work for an extra
hour at a lower level of intensity is beyond me. I used to do it myself. I
dealt with stress by eating and worked instead of working out. The
result? Not only did I burn out but I got really chubby, too!
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If you want to avoid burnout, resurrect that New Year’s Resolution
and figure out what it takes to get you exercising on a regular basis.
Apart from all the physical benefits of exercise, you’ll enjoy the mental
satisfaction of knowing that you’re taking good care of yourself again.

3. Pursue a hobby

Pick a hobby that has little or nothing to do with what you spend most of
your week doing and pursue it with passion! A hobby that uses an
entirely different skill set can provide your heart and mind with a
satisfying break from the weekly grind and set you on a good path for
increased productivity.

You probably won’t even need to worry about picking a new hobby
out. The one you abandoned when you sold your soul to the work week
is waiting for you to return. Shine up those golf clubs, get out the fishing
gear, or buy a new pair of boxing gloves and get moving!

4. Volunteer

Nothing brightens the soul or warms the senses like giving to another for
no reason other than to give. If you’re feeling run down by life, I implore
you to seek out somebody less fortunate than yourself and work to help
them.

Reach out to your local soup kitchen or professional organization and
ask for referrals to local places that need your help. They’ll be glad to get
you started and you’ll soon forget about badly you thought you had it!

5. Write a manifesto

Have you forgotten what you want out of life? It’s easy to lose track of
time and even easier to forget about what makes us glad to be alive.
What can you do to bring back that focus? Take a day or perhaps an
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entire weekend and write a manifesto, a declaration of purpose, for
yourself.

The process will give you focus as you put your intentions into
writing. You’ll also discover that stepping back and looking at your life
as a whole has a way of putting the stresses of the moment into
perspective.

6. Ask for help

This is a tough one, especially if you’re a resourceful I’ll-do-it-on-my-
own type of person like me. But it’s worth the time it takes to ask for
help making sense of something that’s been dragging you down. It’s
worth the embarrassment of admitting that you can’t do something on
your own to really get help.

Whether your struggle is with a particular part of a project or with
something general, like time management, asking for help will get you to
a solution faster than you could ever hope to alone. If you want to avoid
burnout, you’ll need to swallow your pride on occasion and reach out for
help.

7. Make others laugh

Humor keeps us sane even through the most stressful of circumstances.
Laughter is fun and a great way to reduce stress. Even better, finding
ways to make others laugh doesn’t just reduce stress for all involved. It
allows you to begin viewing yourself as a source of fun and laughter in
your social or work group.

You’ll find it hard to be glum and entertain unhappy thoughts when
the people around you are excited and happy to be near you. There’s no
need to be a genius comedian. Start out by learning a few good jokes and
add as you go!
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8. Make an escape list

An “escape list” is a list of everything you’d need to do in order to
escape a situation that’s driving you nuts. In a work context, your escape
list might include things like turning in a final presentation or asking for
a raise. It might also include smaller things like submitting your resume
to a new opportunity or drafting a letter of resignation!

You might never follow up on the items in your escape list but the
process of writing one will help clarify in your mind that you are not
truly stuck. You have options. Perhaps not the best or most fun
options, but you are certainly not stuck.

9. Embrace a morning ritual

Are you starting your day on the wrong foot by waking up late, rushing
about, and skipping out the door at the last minute? Try slowing down
your morning instead. Set your alarm a few minutes earlier than usual
and spend the “extra” time sitting in a sunny spot in your living room
with a cup of coffee and a good book.

As you slowly add more to your morning, you’ll develop a fierce
attachment to “your” time. Why? Because you’ve chosen to start your
day with a focus on taking care of yourself instead of busting out of bed
like a bomb squad.

10. Stop making excuses

Is everything that’s dragging you down right now because of something
your boss, partner, friend, or client did? Getting caught up in how much
everybody else is screwing up will put you on the fast track to gray hair
and a stupendous burnout.

The fix? Accept responsibility for your part of the problems that
plague you. Then start digging your way out. Once you’ve given up on
blaming others you’ll start seeing more of the good in your life and the
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sordid claws of desperate solitary thought will no longer draw you
down.

11. Be accountable

Accountability is something we’re all familiar with but rarely put into
useful practice. You can use accountability to drive your personal
development and avoid burnout. The trick is find somebody you can
trust to give the down and dirty on what you’re trying to do and how
you’re moving forward.

For best results, have your accountability partner NOT be a relative or
somebody you’re dating. They typically won’t have the capacity for
objective review of your progress. People who love you will often make
excuses for you and you want to avoid excuses at all costs.

“Accountability breeds response-ability.” ~Stephen R Covey

Avoiding burnout is a matter of constant vigilance and regular
maintenance. What are you doing to avoid burnout? Do you have any
tips to add? I’m glad for your thoughts!

Seth Simonds is an editor here at Lifehack.org. Have a lifehacking tip and want to be
featured in a future article? Follow @lifehackorg on Twitter, say hello, and we’ll go from
there.

Image Source

I'm an editor here at Stepcase Lifehack. I know the value of long walks, good
books, joyful repartee, and a well-made martini. Say hello in the comments here,
find me on my blog or hit me up for a follow on Twitter.
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Is Your Life Predetermined Or Me Determined?

I’ve never been one to sit on my hands and wait for
some cosmically pre-ordained life purpose to
miraculously reveal itself via a series of dreams,
visions or prophecies. Or for an angel to appear at my
window with hand-written instructions from God.
Although an angel would be pretty cool.

Nor have I been the type to buy into the widely-held view of destiny and
I’ve mostly considered (the concept of) fate to be the refuge of the
indecisive, the lazy, the fearful and the deluded. But that’s just my (not-
very-popular) view. For many people, the traditional concept of destiny
provides a level of comfort and if there’s one thing we fearful, lazy
creatures like; it’s comfort.

In some ways, destiny is our (perceived) escape clause: life’s all
predetermined anyway, so what’s the point of working hard, taking
chances, getting uncomfortable and setting goals?

Destiny Schmestiny

People talk about destiny all the time. Especially when they’re talking
about big-picture life stuff. Or when they’re rationalising why something
didn’t (or won’t) happen. “Don’t worry Darling; it’s not meant to be”.
The term destiny has an almost romantic, mystical, feel-good kind of
vibe about it. “That was always going to be her destiny” (as the orchestra
comes to life in the background).

It seems that no matter what she did (thoughts, behaviours, reactions,
decisions, plans, goals) her life, or part thereof, was predetermined by
destiny. It was always going to unfold in a certain way. Despite her; not
because of her. Apparently some unseen, cosmic force was firmly behind
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the steering wheel of her life. She didn’t really have to touch the controls
because her life path (destiny) was pre-ordained and non-negotiable.

Am I the only person who considers this thinking to be a load of self-
limiting, mumbo-jumbo crap? Am I missing something obvious? Why on
earth would anyone buy into this? Oh, that’s right; it requires less effort
and courage than the alternative.

Beyond our Control

In my opinion, one of the most destructive notions we embrace is the
traditional concept of destiny. Why? Because it teaches us that our life,
and what we might do, be, create and achieve in this life, is somehow
beyond our control. Some people embrace this kind of thinking because
it takes pressure off them to steer their ship, shape their own future, and
be responsible for what they produce in their world.

Take a look at what conventional ‘wisdom’ teaches us about destiny:

De-sti-ny (noun):
1) The predetermined, usually inevitable or irresistible, course of
events.
2) The inevitable or necessary fate to which a particular person or
thing is destined; one’s lot.
3) A predetermined course of events considered as something
beyond human power or control.

If the above dictionary definitions are to be accepted and believed then
I may as well sit on the couch and let life happen to me, around me and
despite me, because apparently, it’s all gonna eventuate in a particular
way no matter what. It’s predetermined. Inevitable. We’re all just
helpless passengers on destiny’s back.

I wish someone had shared this with me earlier; I wouldn’t have
wasted so much time making those tough decisions, taking those
chances, facing my fears, dealing with my destructive habits,
overcoming those obstacles, going to university, working hard and
busting my arse to create my best life.
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To think that people actually believe this “preordained, inevitable and
beyond human power” crap? Give me a bucket. I’ll create my own destiny,
thanks.

What about you?
Image

Craig Harper (B.Ex.Sci.) is a qualified exercise scientist, author, columnist,
radio presenter, television host, motivational speaker and university lecturer.
For the past 25 years he has been a leading presenter, educator, motivator and
commentator in the areas of personal and professional development. You can
visit Craig's blog at Motivational Speaker.FREEeBook – So… You’ve Decided
to Get in Shape (Again) Craig's FREE eBook takes 20 – 30 minutes to read, and
addresses the REAL getting-in-shape issues based on his 25 years of experience.
To get Craig’s FREE eBook click here, weight loss books.
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9 Ways To Handle Interruptions Like A Pro

Are you easily distracted? I bet you are. If I told you this link led to a
list of funny pics of deranged kittens, you’d likely click through and
quickly forget our conversation.

That won’t happen this time!
Interruptions do the most damage when we allow their appearance

to affect us long after we’ve returned to our initial task. This can
happen for a few reasons:

• We treat any break in our work flow like it’s a fracture in the final
product.

• We resent our seeming inability to avoid distractions and end up
treating their appearance as a personal weakness.

• We view distractions as a change in our journey instead of just
another bend in the river.

What can you do about it?

1. Embrace Your Fear

You are not, contrary to what your mother may have told you, different
from the rest of us. We all get distracted. We all get annoyed when a
productive moment is interrupted. We all get fed up when scheduled
events don’t go as planned. If you allow trepidation to sneak into your
mind at the prospect of distractions, you’ll cripple your productive
abilities.

Fearing distractions also fosters resentment against the ones doing the
distracting. Recognize that you will be distracted sometimes and accept
those distractions as opportunities to improve. You can’t stop
distractions but you can keep them from taking over your day. This is
your time!
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2. Plan For Interruptions

Effective planning is a cornerstone of the productive lifestyle. Planning
for interruptions might seem impossible. Does it to you? Here’s an easy
visualization that will help you get started with your planning:

Start each work session by drawing a few squares on a small piece of
scrap paper. These represent distractions that will almost certainly pop
up. As you encounter and conquer distractions, put a check mark in the
appropriate box. After awhile you’ll be able to do this in your head.
Sounds easy, right? An expected distraction has no power over your day.
You still have control.

3. Delegate And Postpone

Once you’ve identified an interruption as something that needs attention
and not just a nascent longing to goof off, try to postpone your
involvement. The brute way of doing this is to shout out, “I don’t have
time right now. Don’t bother me!”

The classy option is a bit more involved. Take a moment to
understand what the distraction involves. Is somebody dying? Is there a
deadline you’ve forgotten? Is there a networking opportunity here? If it
turns out that you’re not facing an emergency, postpone your
involvement and delegate as much of the detail work to somebody with
available resources.

4. Attack Procrastination

It’s safe to say that most of us welcome far more distractions than we
should. Why? Because we’re chronic procrastinators and distractions
offer us a way to slack off without being overtly lazy. The simplest way
to attack procrastination is to synthesize urgency with truncated
deadlines. If it normally takes you 3 hours to do something, hit the
bathroom, grab a glass of water, set a timer for 90 minutes, and tear into
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your work! This won’t work for every project but it’s a lot of fun when it
does!

5. Split Your Day Into Targets

Distractions are most dangerous to the person working without short-
term goals. You can keep yourself out of the danger zone by setting
targets throughout your day. You’ll probably only need to do this for
tasks you really don’t want to complete. For example:

1. Send uncomfortable email by 9am
2. Complete meeting agenda by 12pm
3. Say pleasant thing to annoying boss by 2pm

The power in this process is that you now have time-sensitive targets
to steer toward once you’ve escaped distractions. That 8:45am phone
conversation that might have gone on for an hour? Nixed by the email
deadline. Crops dying on Farmville at 11am? Overruled by the meeting
agenda!

6. Limit Inputs

The more you limit channels people can use to distract you, the less
likely it is that you’ll be distracted. It takes strength of character to ignore
social media and your ever-friendly smartphone. It takes trust in the
people who work for you to step away from the rush of business and
crunch numbers in the back room. It’s hard to disconnect because we
often feel a tinge of irrelevance when we step out of the rush.

Do it. Your results will be proof that it was worth the effort.

7. Batch Outputs

Responding to emails in batches and scheduling a block of time to make
phone calls can seem like a dreary way to do business but it’s a highly
effective way to keep distractions at arms length. Batching is even more
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effective in minimizing the collateral damage caused by Twitter and
other social networks if you jump in without a set time frame.

To get started, make a list of the things you must do every day to
maintain good communication in your business and throughout your
social networks. Give each tool or action it’s own time slot and allow a
bit of margin at the end. You won’t get the momentary social high of
constant real-time interactions but the long-term benefits will make up
for your loss.

8. Communicate Your Schedule To Others

When it comes to managing people-based distractions, communication is
key. Need to finish a project? Let the people in your work group know
that you’ll be off-limits until a certain time. Trying to finish a freelance
project in a houseful of kids? Let them know that unless somebody is
dying or the house is burning down, you’ll murder a kitten if they
interrupt you.

Obviously, if you haven’t taken the time to create a realistic schedule
for yourself, sharing that schedule won’t help as much.

9. Begin With The Main Point

When you encounter a distraction, get to the heart of it immediately.
Your “get to the point” style may go over badly with some people who
prefer to give back story before sharing their main point. Apologize for
any possible rudeness and ask for the main point anyway.

Once you know the main point you can ask for supporting
information and make a smart decision about what to do before getting
back to work.

Getting back to work is what you were about to do, wasn’t it?
If you’ve found a particular tip or trick helpful in your quest to beat

distractions, I hope you’ll take a moment to share it!

Opportunity is missed by most people because it is dressed in
overalls and looks like work. ~Thomas Edison
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Seth Simonds is an editor here at Lifehack.org. Get even more tips by following
Lifehack on Twitter or subscribing via RSS.

Image Source

I'm an editor here at Stepcase Lifehack. I know the value of long walks, good
books, joyful repartee, and a well-made martini. Say hello in the comments here,
find me on my blog or hit me up for a follow on Twitter.
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Brilliant Thinkers Relish Ambiguity

Brilliant thinkers are very comfortable with ambiguity – they welcome
it. Routine thinkers like clarity and simplicity; they dislike ambiguity.
There is a tendency in our society to reduce complex issues down to
simple issues with obviously clear solutions. We see evidence of this in
the tabloid press. There have been some terrible crimes committed in our
cities. A violent offender received what is seen to be a lenient sentence.
This shows that judges are out of touch with what is needed and that
heavy punishment will stop the crime wave. The brilliant thinker is wary
of simple nostrums like these. He or she knows that complex issues
usually involve many causes and these may need many different and
even conflicting solutions.

Routine thinkers are often dogmatic. They see a clear route forward
and they want to follow it. The advantage of this is that they can make
decisive and effective executives – up to a point. If the simple route
happens to be a good one then they get on with the journey. The
downside is that they will likely follow the most obvious idea and not
consider creative, complex or controversial choices. The exceptional
thinker can see many possibilities and relishes reviewing both sides of
any argument. They are happy to discuss and explore multiple
possibilities and are keen to challenge conventional wisdom. People
around them and subordinates can sometimes consider this approach to
be frustrating and indecisive.

Albert Einstein was able to conceive his theory of relativity because he
thought that time and space might not be immutable. Neils Bohr made
breakthroughs in physics because he was able to think of light as both a
stream of particles and as a wave. Picasso could paint classical portraits
and yet conceive cubist representations of people.

How can you welcome ambiguity? First by admitting that there are
few absolute truths and that for most common beliefs the opposite view
might also be true. If the general view is that you can either get high
quality or low price the brilliant thinker will ask, ‘Why can’t we get
both? How can we deliver great quality at really affordable prices?’

Cognitive dissonance is the concept of holding two very different
ideas in your mind at the same time. This is something all the great
composers do when they think of two melodic themes and how they can
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intertwine, adapt and combine them. We would find it very difficult to
whistle one tune while thinking of an entirely different one but that is
the sort of thing that Beethoven or Mozart would consider trifling. When
we mull over the interaction of two opposing ideas in our minds then
the creative possibilities are legion. A wind-up clock and an electrically
operated radio are two very different concepts but by imagining their
combination Trevor Bayliss was able to conceive of the clockwork radio.
Most of us would dismiss such an idea out of hand. It seems
incongruous to have a large mechanical winding device inside a small
radio. And we can immediately see the drawback that the programme
we were listening to would stop when the winder ran down so that we
would have to get up and wind the thing again. That appears a very
tedious operation. But Bayliss saw beyond these limitations and
considered the needs of people in the developing world who did not
have access to reliable mains electricity and who could not afford
batteries. For them winding up a radio is a minor inconvenience. The
clockwork radio has transformed their lives.

If we want creative solutions and real innovations then we should
welcome ambiguity. We should explore the possibilities of two different
things interacting together. We should let opposites play.

Paul Sloane is an author and speaker on leadership, innovation and lateral
thinking. His most recent book is The Innovative Leader. He helps organizations
improve innovation, creativity and leadership. He is the founder of Destination
Innovation. He has written 15 books of lateral thinking puzzles and hosts the
lateral puzzles forum.Follow him on Twitter at twitter.com/PaulSloane.
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On “The Substance of Style”

• Review of Virginia Postrel, The Substance of Style (2004, Harper
Perennial, Paperback)

Virginia Postrel’s The Substance of Style is a book I’ve been meaning to
read for a long time. Postrel has a rare combination of talents: her
writing is fluid, vivid, and memorable, her writing is informed by careful
economic reasoning, and despite her expertise she doesn’t assume that
her aesthetic and cultural choices are self-evidently better than anyone
else’s. In a quote from a review in The Guardian in the inside cover of the
paperback edition, Steven Pinker writes: “In this delightful book,
Virginia Postrel invents a new kind of social criticism, one that is
economically literate, brimming with psychological insight, and deeply
resepctful of ordinary people.” Pinker’s assessment is accurate. For
people interested in design, aesthetics, and social change very broadly,
The Substance of Style takes its place next to her earlier The Future and Its
Enemies as a must-read.

Postrel makes several contributions. First, her discussion of what she
calls “the aesthetic imperative” attacks aesthetic and cultural elitism on
every margin. She engages both those who think that style and fashion
are superficial and unnecessary, and she engages those who think that
the unwashed masses are making incorrect aesthetic decisions. Second,
she argues that even though they are increasing in importance, aesthetic
values are not reflected in conventional measures of living standards.
Finally, she shows that there isn’t really a tradeoff between substance
and style. If you’re familiar with a cliche about selling “the sizzle, not
the steak,” as aesthetics get progressively more important the sizzle
becomes an integrally important part of the steak-eating experience.

Postrel hooks the reader almost immediately with a discussion of the
sudden change that occurred in Afghanistan after the Taliban fell:

Afghan men lined up at barbershops to have their beards shaved
off. Women painted their nails with once-forbidden polish.
Formerly clandestine beatuy salons opened in prominent
locations. Men traded postcards of beautiful Indian movie stars,
and thronged to buy imported TVs, VCRs, and videotapes. Even
burka merchants diversified their wares, adding colors like
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brown, peach, and green to the blue and off-white dictated by the
Taliban’s whip-wielding virtue police. Freed to travel to city
markets, village women demanded better fabric, finer
embroidery, and more variety in their traditional garments. (p. ix)

Throughout the book, Postrel revisits this theme and argues that,
contrary to the claim that style is a ruse cooked up by manipulative
advertisers, it actually touches a deep and fundamental human
appreciation for beauty. Simply put, people value pleasant aesthetic
experiences as such. If you need a cosmic justification, consider what it
says about our ability to cooperate for the production of truly beautiful
things. The writer of Proverbs asked the sluggard to consider the ant. I
ask the elitist to consider the iPod, which combines incredible
functionality with beauty that is difficult to articulate. The iPod is the
product of countless hours of effort among countless people. They
cooperated to produce something that is visually stunning and that
allows you to carry the great artistic achievements of humankind in your
pocket.

There are important takeaway points for critics, entrepreneurs, and
managers. For critics, Postrel’s book draws on classical liberal and
libertarian respect for people with self-evident and inalienable rights
rather than as members of a churning mass waiting to be managed by
moral, intellectual, and aesthetic elites (see the quote from Steven Pinker,
above). She disputes the claim that fashion and style are only about
status. Through a number of examples, she argues that while people try
to keep up with the Joneses on some margins, a more plausible
explanation is that people actually value aesthetic pleasures.

The Viking Range, for example, which some critics denigrate as a
wasteful status symbol, is considered by some to be an aesthetic addition
to the kitchen. Some buy them for the same reason they buy artwork (p.
76). Is it to my taste? Not really, but the fact that I’m an economist
should tell you everything you need to know about my fashion sense.
My disagreement with and puzzlement about others’ aesthetic choices is
an invitation for me to practice a little humility and maybe see if I can
learn something. My confusion isn’t a license to exercise veto power
over others’ choices.

Postrel emphasizes again and again that “People are different” (cf. pp.
150-152, emphasis in original). In a recent episode of The Simpsons,
Marge criticized the new “ultimate punching” MMA fad by saying “call
me a killjoy, but I think that because this is not to my taste, no one else
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should be able to enjoy it.” Unfortunately, this is exactly the sentiment a
lot of critics express when the call for design restrictions that (for
example) prevent people from building houses certain ways.

The takeaway point for entrepreneurs and managers is that they
ignore the aesthetic imperative at their peril. Style and beauty aren’t
superficial. They are yet another margin on which people create
meaningful value. You can serve great food, but the quality of the food
itself is only one aspect of what people want when they go to
restaurants. Businesspeople who forget that the aesthetic imperative
matters can manage their businesses into bankruptcy (pp. 164-165).

And so we return to Steven Pinker’s assessment. The Substance of Style
helps us think about individual decisions and social problems in new
ways. This is a book that is seven years old but that has aged well: if
anything, it is more relevant now than it was then.

Art Carden is Assistant Professor of Economics and Business at Rhodes
College in Memphis, Tennessee and an Adjunct Fellow with the Oakland,
California-based Independent Institute and the Auburn, Alabama-based Ludwig
von Mises Institute. His research papers are available on his SSRN Author Page
and at ArtCarden.com. His commentaries appear regularly at Mises.org and
Forbes.com, and he is a regular contributor to Division of Labour. His wife
Shannon blogs about healthy eating for a young family at No More Nuggets.
Their son Jacob is a source of constant joy, and they look forward to the birth of
their daughter Taylor Grace in July.
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Don’t Wait for a Breakthrough Moment: Create One!

Potential and Possibilities

We’ve all had breakthrough moments in our lives. Moments when a
switch flicked, a light went on and a door to a new world of potential
and possibilities opened up for us. For most of us, the door was always
there to be opened but, for a range of reasons, we never turned the
handle. Until that day.

Ignoring Reality

Invariably, the switch-flicking and door-opening (the internal shift) was
the result of a situation, experience or circumstance that we found
ourselves in. And it was usually an unpleasant one. My first big
breakthrough moment came after many smaller and less embarrassing,
but similar, moments. It’s fair to say I was (am) a slow learner. The
lessons, the signs and the indicators (to change, to listen, to pay
attention) were all there for me, but for the longest time I did my best to
ignore them. I never allowed reality to get in the way of the stories I told
myself.

And what stories I told.
One of my favourites was the “it doesn’t matter that you weigh more

than your teachers and you’re only fourteen” fairytale. I fooled not only
my friends but also myself.

Or so I thought.
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The Beginning of the End

For me, the beginning of the end (of my fat, unhappy self) came at a
school swimming carnival when I found myself standing on a starting
block at the end of a pool next to seven other kids who weighed as much
as my breakfast. It was the painful reality check I needed but clearly,
didn’t want. It’s hard to hide 90kgs (200lbs) of teenage lard when you’re
semi-naked and perched on a block of concrete with hundreds of people
staring at you. Humiliation would have been a pleasant improvement on
what I felt in that moment.

Transformational Pain

Although that experience was a painful one for me, it was also
something that led me to make decisions and embrace behaviours which
transformed my life (on many levels), and I believe, changed the course
of my destiny. If I hadn’t experienced that feeling, I don’t think I would
be the person I am today. I am grateful for that experience because it
forced me to step into reality, to acknowledge who and what I was, and
to take charge of my mind, my body and my life. And yes, it happened
in that order (mind, body, life).

Even though I had that revelation at a relatively young age (fourteen),
I often look back and realise that I always had the potential to create
incredible and lasting change. Over the last thirty (or so) years I have
consciously and diligently worked to make the decisions, changes and
adjustments before I found myself standing on that starting block again.

So to speak.
The fit, lean, stronger, happier, more productive and creative (version

of) me was always in there; I just needed to let him out.
I don’t know (most of) you, but if you’re like the majority then I know

that you have more ability, potential and possibilities than you have ever
imagined. If amazing (and lasting) results are what you’re after then my
advice to you is:
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Don’t wait for a breakthrough moment: create one!

So, why don’t you choose to make a breakthough this week? Just
because you can.

Tell us about your breakthrough moments (in the past or present) or
just say hi and share your thoughts on this post. And yes, that means
you Lurkers (non-commentors) too.

Craig Harper (B.Ex.Sci.) is a qualified exercise scientist, author, columnist,
radio presenter, television host, motivational speaker and university lecturer.
For the past 25 years he has been a leading presenter, educator, motivator and
commentator in the areas of personal and professional development. You can
visit Craig's blog at Motivational Speaker.FREEeBook – So… You’ve Decided
to Get in Shape (Again) Craig's FREE eBook takes 20 – 30 minutes to read, and
addresses the REAL getting-in-shape issues based on his 25 years of experience.
To get Craig’s FREE eBook click here, weight loss books.
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5 Types of Emails You Should be Automatically Filtering

How many emails do you have in your inbox right now? Are you an
inbox zero freak like me? Or do you have emails piled up and unread
that you’re hoping you’ll get time to get to?

I’m not judging – I used to have as messy an inbox as anyone. And
even now, if I go on vacation or don’t check my email for too long, I can
get in a heap of trouble: the email piles up, and it can be a real chore
getting back to my empty inbox.

I’ve got a few tips up my sleeve though to make dealing with email a
little less painful – and I’ve found the best defense is a strong offense. In
this article, I’m going to give you some concrete tips and examples to
reduce the number of emails in your inbox instantly – and help you keep
it that way long term with the use of filters.

What Are Email Filters?

Email filter is like my own little army single purpose email virtual
assistants. You tell each one to check each email for a specific set of
things and then tell it a specific action to do with it. Some criteria you can
check on include:

• Who is it from?
• Who is it to?
• What words are in the subject?
• What words are in the body?

Some actions you can typically take are:
• Delete it
• Mark it as read
• File it somewhere
• Send an automated response

I use GMail and I know Outlook (and most desktop program) have
this capability, you’ll have to check with your webmail provider for how
it’s done. With that brief introduction, here are the five types of emails I
always filter.
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1. Email Newsletters

Any blog I sign up for, any marketing email list – the very first thing I do
after confirming my subscription is I set up a filter to automatically filter
this into a “ToRead” bucket. I do this two ways:

1. Use the + symbol to make a unique email address. For example, if
you are john@gmail.com, you also receive any email sent to
john+newsletter@gmail.com. I use a similar strategy, so all my
email newsletters are sent to a specific email account that is
automatically filtered to a bucket to read later.

2. Filter by sender. A little more tedious, but you can set up
individual filters for each sender as well.

2. Friends Forwarding Me Articles

I have a friend who constantly sends me political articles from a handful
of websites. In spite of anonymously emailing them from
http://stopforwarding.com/ as well as telling them in person, they
won’t stop. I don’t want to filter all their emails, since occasionally they
email me with something legitimate (a non-forward).

So I filter them based on sender and checking for a handful of websites
in the body of their email. I do this with a lot of people, and it helps
separate the junk they want to send me from the real conversations we’re
having. Every week or so I’ll take a look at my “Review Weekly” and
see these emails in there – and usually just delete them.

3. Comment and Ping Notifications on my Blog

I’ve got a full time job, and while I take my blog seriously, I don’t need to
be seeing all the comments and trackbacks instantly. I try to get to them
every day or every few days, but I don’t want them clogging my inbox.

I filter these into a folder that I try to review nightly – but if I can’t get
to it nightly, no big deal. When I do get to it, I try to batch process them
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for at least 30 minutes at a time, visit everyone who has linked to me,
perhaps leave a comment – and reply to the people who have been
gracious enough to comment on my blog.

4. Facebook/Twitter/Social Media Notifications

I don’t need to know right away when someone follows me, friends me,
directs messages me, etc. I usually check social networking and media
sites at least once a week anyway, and can process the notifications at
that time.

For a while, I filtered all these and then checked them at my
convenience. For the most part though, now if I check the site often
enough (like I do with Twitter and Facebook) I just turn off the email
notifications altogether.

5. Store Promotions

I like hearing about the latest deals and specials, but there is no reason
this needs to interrupt my normal daily workflow. I looked at it, and
realizedI might purchase something from one of these newsletters once a
year – if even that frequently!

So I filter all of them into a “Review Optional” folder – and if I have
time, I’ll browse them at my leisure. If not – no big deal, I just delete
them every couple weeks.

OK, I Have My Filters – Now What?

Once you’ve created some of these filters, GMail (what I use) has an
option to immediately run them on whatever you’ve got in your inbox.
Use this to instantly filter low priority items away so you can focus on
what’s important.

Going forward, your filters will be applied to any new email that
comes in. This will keep your inbox clean so you can read the relevant,
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important emails first, before you head to your folders to deal with these
low priority emails that may still be important to you – but don’t require
as quick a response.

Sid Savara is a a lifehacking fanatic. Visit Sid's website for more information
about how to get motivated and analysis driven personal development. Sign up
for his newsletter and pick up a copy of his free motivational quotes book, The
Little Book Of Big Motivational Quotes.
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How to Confidently Deal with Conflict

I have to tell you that I’m not great at handling conflict. I’d much
rather have things run smoothly and make sure that everyone gets along,
works together, has fun and delivers great results, so when conflict
happens I feel awkward and uncomfortable.

I tend to do what I can to set things up ahead of time for smooth
sailing, and I’ve really had to work hard at dealing with conflict when
and if it arises. Here’s what I’ve found has worked for me.

1. Don’t make it personal

Sometimes it’s easy to let your emotions get tangled up in things,
especially if someone’s disagreeing or even attacking your position.
Anger, blame, hurt and a bunch of other provocative emotions can be at
play, and before you know it you’ve got a bigger problem than you ever
thought.

Don’t make it personal – people are allowed to disagree with your
position, just as you’re allowed to disagree with others.

By all means be passionate, but that’s not the same as being defensive
or coming out on the offensive with all guns blazing. The moment you
start taking differences of opinion as personal criticism and judgement
(even if that’s exactly what’s being thrown at you) you’ll be on the
defensive or offensive, so balance that passion with the facts and a
healthy sprinkling of common sense and perspective.

2. Get the facts

There could be facts you need to know about or areas you need to
explore before taking action. Make sure you go deep enough into those
areas to figure out the facts of what’s happening, but don’t dwell on
detail after detail after detail.
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This is often a tricky balance between doing enough due diligence to
be informed, checking in with your instincts and leveraging your
experience to anticipate the different paths, and it means you have to put
a hold on resolving the conflict until all parties can do their due
diligence.

Be clear on what do you need to know and the most effective ways to
get those answers. Work that out with an open mind and you’ll be in a
stronger position to move forwards.

3. Listen

If you do one thing, make sure you hear everyone and respect their point
of view. This is not the same as understanding everyone’s perspective
(that can take a lifetime), but it’s important to have a healthy respect for
their position even if you strongly disagree.

Listening demonstrates the value of the relationships you have and
that you’re willing to listen and engage with others. That can speak
louder than any amount of yelling.

Also, it might just mean that you discover a way through that hadn’t
occurred to you before, giving you the opportunity to use nuggets of
gold from different people to create a way forward that’s a workable and
effective compromise.

4. Simple assertion

You have the right to be treated with respect and consideration, and
coolly asserting that right is a powerful strategy.

To do that you need to watch that things don’t get overly complex –
the more complicated you make things the more complex it’ll be for
people to unravel and the more complex it’ll be to communicate clearly.
Keep things simple (jot down bullet points if it helps) and figure out the
simplest, most effective way to move forwards.

If you’re in a leadership position there’s often a point where the debate
needs to be over, and you need to communicate that in a way that
engages rather alienates. You might not have all the answers, but you
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need to be confident enough to be able to make a good decision. Then
your job is to let people know coolly, simply and unambiguously what
the facts are, the way forwards and what’s expected.

5. Be ready to be wrong

If you’re wrong, admit it. Don’t hang on to your position just for the
sake of wanting to be right – that’ll just get you into more hot water, is
sure to waste everyone’s time and will probably end up with you
looking or feeling silly.

Don’t make the mistake of thinking being wrong is undesirable, it
isn’t. Allowing yourself to be wrong shows that you’re switched on
enough to do the best thing for all concerned and find the best route
through. It demonstrates that you’re lead by integrity and are willing to
take on new ideas if they work better, even if that flies in the face of what
you were thinking previously.

Be ready to be wrong – that’s how you grow.

Steve Errey almost died at age 5 as he choked on a grape. Today, Steve is a
leading confidence coach for entrepreneurs and intrapreneurs, with a reputation
for talking sense and getting results. Read more at The Confidence Guy and
follow him on Twitter. He still loves grapes, despite the risks.
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Do You React Consciously and Responsibly?

Carnage in the Toy Store

This morning I went to a local shopping centre (mall) to buy a birthday
present for my two year-old pseudo-niece (my business partner’s
daughter. Happy Birthday little Jessie!) It proved to be quite the eye-
opening experience for the childless (and somewhat clueless) alpha-
male. While the shopping part of the trip turned out to be something of
an enjoyable adventure for Yours Truly (who knew toy stores could be
such fun?), the same couldn’t be said for the six (or so) year-old who was
test driving trucks in the next aisle. As the excited young truck driver
lifted the object of his desire above his head to show the Chief Financial
Officer what he needed for his next birthday, his chubby little fingers
somehow lost their grip and the rather-costly toy (over a hundred bucks)
came crashing down on to the concrete floor, transforming it instantly
into a jigsaw puzzle. Which, of course, is a euphemism for… an
expensive pile of crap.

For a nanosecond there was silence.
I knew it wouldn’t last. I looked at the little boy. I saw terror. I looked

at the mother. I saw wild rage. I felt a bit nervous for the little fella. I
think I had some kind of deja vu moment. Sympathy pains. Or
something.

For a moment I thought she might actually kill him with what
remained of the truck. Simultaneously it started: his crying and her
screaming. For what seemed like an eternity, the mother bellowed at the
distraught child. Oblivious to her own disgraceful behaviour, the out-of-
control woman ranted and raved like a lunatic.

If not for the ever-growing audience, I am sure she would have hit the
boy. Leaving the broken toy on the floor, the woman dragged the
screaming child out of the store and left us spectators stunned. I said
something to the shop assistant who informed me that such scenes are a
regular occurrence in the store.
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Life: A Never-Ending Series of Reactions

In many ways, our lives are a series of reactions. It’s unavoidable. And
while we do our best to create our own destiny and to live proactive and
productive lives, the reality is that we all live in a dynamic and
unpredictable world. Reacting is a fundamental and necessary part of
the human experience. It’s a required skill. It’s what we do hundreds of
times a day. Consciously or not. Positively or negatively.

We hear the weather forecast, we react. The guy in the Mazda hits his
brakes, we react. Our partner says something, we react. Our child spills
milk, we react. The boss walks in, we react. We hear good or bad news,
we react. One way or the other. Somebody lets us down, we react. The
lights change, we react. Somebody gives us feedback, we react. A song
comes on the radio, we react. An opportunity presents itself, we react.
We’re confronted with a challenge, we react.

Today you will react hundreds of times and many of those reactions
will happen on auto-pilot. Some reactions will be incidental and for the
most part, meaningless (scratching an itch, stepping over a puddle,
swaying to some music). Some will impact on others (reacting to the
woman who cuts you off in the car park). Some will affect your personal
relationships (an argument with a friend). Some will be life-impacting
(dealing with a tragedy). Some will create positive outcomes. Some
negative. One reaction could even involve a child who has accidentally
broken a toy.

In reacting the way she did in the toy store, the mother created
numerous (undesirable and unnecessary) outcomes. She:

1. Terrified a child that (I assume) she loves.
2. Humiliated him (by dragging him through the store by his shirt).
3. Taught him that mistakes are not okay.
4. Drew unnecessary attention to herself and made everyone within

fifty feet feel uncomfortable.
5. Put herself into a negative and destructive emotional state. And

no, the demise of the truck wasn’t the problem: her reaction was.
6. Made herself look like a complete idiot!

In this life there are many things (most things, in fact) which will
happen despite you and me. They will happen to us and around us.
Some good. Some bad. However, there is one thing that will always be in
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our control – unless we choose to hand over that power – and that is,
how we react. Life is not fair or unfair my friends; life just is.

A long time ago I made a conscious decision that situations,
circumstances and events wouldn’t define me or determine my
emotional and psychological states; I will do that myself. Consciously
and intentionally. I will choose my mood, my attitude, my behaviours,
my reactions and therefore, my outcomes. And therefore my reality. I
will be influenced by – but not determined by – the events of my world.
To the best of my ability, I will consciously and thoughtfully choose my
reactions. Will it always be easy? No. Will I do my best anyway? Yep. I
will be ever-mindful of the likely consequences and potential impact of
my reactions – on my life and the lives of others. Consciousness and
awareness (of how I react and the likely consequences of my reactions)
are things that need to be worked on. Forever.

Our reactions can be relationship-enhancing, or relationship-
destroying. They can put us in a solution-focused headspace, or a
problem-obsessed pity-party. They can make people laugh or fill a room
with tension. They can empower people or discourage them. They can
make people feel safe and secure or terrified and confused. They can lead
to learning and personal growth or bitterness and anger.

Someone much smarter than me once said:

In the context of life, it’s not what happens that matters, but how
we react (to what happens) that matters.

I tend to agree.
Today I’m encouraging you to be more mindful, more conscious and

more aware of your reactions (big and small) – and the likely outcomes
of those reactions – on your life, and the lives of the people in your
world. Sometimes, a better life is the by-product of better reactions. So
choose to react consciously and responsibly.

As always, love to hear your ideas, thoughts, feedback and stories.

Craig Harper (B.Ex.Sci.) is a qualified exercise scientist, author, columnist,
radio presenter, television host, motivational speaker and university lecturer.
For the past 25 years he has been a leading presenter, educator, motivator and
commentator in the areas of personal and professional development. You can
visit Craig's blog at Motivational Speaker.FREEeBook – So… You’ve Decided
to Get in Shape (Again) Craig's FREE eBook takes 20 – 30 minutes to read, and
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addresses the REAL getting-in-shape issues based on his 25 years of experience.
To get Craig’s FREE eBook click here, weight loss books.

Share This

106

http://www.craigharper.com.au/free-ebook-so-youve-decided-to-get-in-shape-again/
http://www.lifehack.org/?p=10514&akst_action=share-this


Are You Authentic In Your Small Business?

Being authentic can be surprisingly difficult, especially in business. I
often work with people who have no problem being genuine in real life,
but who really struggle with authenticity in business. I hear from clients
that, in business, they have to appear to be mega-successful — not just
sort of successful, and not “hey, I’m growing a business here,” but really
successful, in order to be taken seriously. There’s so much posturing and
pretending, because people believe that you can’t become successful
unless you appear to already be successful. But that’s just not true! In
fact, it’s just the opposite.

We’re all works in progress.

I’ve seen “behind the scenes” of a lot of the people who many of us think
of as mega-successful, and things aren’t always how they seem. A well-
known wealth coach I know spends most of his time talking about the
power of mindset, but I know that he struggles with exactly the same
issues everyone else does: doubt, uncertainty, insecurity. We’re all works
in progress. Every single one of us. We all have questions and
insecurities and fears. It’s how you deal with those internal struggles that
matters.

The truth has a way of seeping out anyway.

We think we’re so good at hiding our secrets from the rest of the world.
But whether it’s a financial crisis, marital problems, personal demons, or
something else, even if you think you’re keeping your skeletons hidden,
you’re probably not. Truth has a way of sneaking out there and
betraying our lies. Truth may show up in an uncertain look in your eye
or in the way you keep your secrets, but know this: it’s almost
impossible to keep things totally hidden.
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It’s not all about appearances. It’s about truth.

Far too many folks out there seem to think that if you appear to be super-
successful, you’ll achieve legitimacy. But it’s not about how you seem, it’s
about how you are. If who you really are matches up with who you say
you are, then you’ll appear credible, because you are credible. On the
other hand, pretend you’re something that you’re not and you’ll come
off as shady.

The real secret to gaining legitimacy is authenticity.

We’re all after legitimacy, in the end. So take the time to build your
expertise and knowledge, offer your services at a discounted rate while
you gain experience, and build in the right systems to support your
products and services so you can offer unparalleled good service. You’ll
build credibility by doing things right, and with credibility and
legitimacy comes real success.

Susan Baroncini-Moe is the CEO of Business in Blue Jeans and the person
that small biz owners call when they're ready for hands-on help creating a
meaningful business that creates more freedom and flexibility in their lives.
Learn more at BusinessInBlueJeans.com. Other links: The Experts Series and
Susan's No Suits Allowed! E-zine.
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5 Ways to Stop Second Guessing Yourself

Some years ago I remember standing in my kitchen, staring silently at
my boxes of cereal, trying to decide which to have for breakfast. Was it a
Frostie’s morning, or was it more of an Oat Crunchie’s day? Or maybe
granola? I stood there for 5 minutes, until – utterly frustrated – I
marched out of the house and went without.

Fortunately I’ve learned to make decisions more quickly and more
easily now, and when I notice that second-guessing and doubting
starting to kick in, I kick it right back. So here are 5 ways to stop second-
guessing or, of you prefer, 5 ways to make confident decisions.

1. Test them against your values.

So many times we have to make decisions without a framework and no
way to judge between two choices. When faced with a tricky decision
it’s often a good idea to line up your choices and ask “Which one of these
most honours the things that mean the most to me?”

The decision that’s most in line with the things that mean the most to
you – your core values – will be the best decision for you. That might
not be the simplest or most practical, but because it fits with who you are
and what’s most important to you it will always be the best decision for
you.

2. Trust your gut.

When I was growing up I used to love rainy Sunday afternoons
watching Columbo, especially the bit at the end where he’d sidle up to
the Bad Guy, say “Just one more thing” and then proceed to blow apart
the bad guys alibi. Just brilliant.

What Columbo had bundles of was a great trust in his intuition. In
every episode, from the very moment he first meets the bad guy, he
knows ‘whodunnit’ – and he always trusts that.
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So look at what your intuition tells you is the ‘right’ decision for you.
Forget about all the “What if’s” and the myriad, tiny details – what is
your gut telling you? Listen to your intuition, it knows what it’s talking
about.

3. It just doesn’t matter.

My decision between breakfast cereals wasn’t a biggie. Whichever one I
chose, there were never going to be any huge consequences and the
ripples from that decision wouldn’t have been felt much further than the
end of my spoon. Sometimes it just doesn’t matter which way you go.

It’s easy to get wrapped up in second guessing yourself, going round
in circles and over-complicating things, when – if you get right down to
it – it just doesn’t matter. Going round in circles is only going to make
you dizzy, so stop it. Ask yourself this question – if your future
happiness wasn’t dependent on your decision (and it isn’t, by the way),
which way would you go?

4. Have enoughinformation.

Go and get the facts before you make a complex decision. By all means
weigh up the pro’s and con’s so that you can get an understanding of
what’s behind a choice. But be careful – there’s a huge difference
between knowing enough to make a choice, and knowing everything to
make a choice.

When you feel yourself pursuing every fact or every piece of
information before you make a decision, stop yourself. Ask “What do
I really need to know to make this decision?” and focus your efforts on
getting the best information relatively quickly, rather than pursuing all
of the information you could get your hands on given a longer period of
time.
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5. Respect your doubts.

We all naturally shy away from change, and we’ve developed a whole
bunch of tricks that make it easy for us to avoid making decisions and
stay exactly where we are. That part of you is often called the
“Gremlin”, and it’s the part of you that would rather avoid making
decisions altogether rather than run the risk of making a bad one or
screwing up.

Your Gremlin is not the same thing as having doubts, which are valid
concerns about a possible course of action, or reasonable concerns about
what might be in store. Your doubts can help you prepare for
change and get ready for what could happen.

Your Gremlin is adept at feeding on your doubts and using them to
get you to stay put, so knowing the difference between your Gremlin
and your valid doubts helps you clarify what’s real and what’s
imagined, what’s relevant and what’s irrelevant.

Steve Errey almost died at age 5 as he choked on a grape. Today, Steve is a
leading confidence coach for entrepreneurs and intrapreneurs, with a reputation
for talking sense and getting results. Read more at The Confidence Guy and
follow him on Twitter. He still loves grapes, despite the risks.

Share This
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Newbie Fashion Tips for Grown-Up Men

Just over a month ago, I ran into a friend at a CES event. While I see
this friend around town once in a while, this was the first time I’d seen
him in a non-casual setting since Blogworld 4 months earlier. After
exchanging the usual pleasantries, he asked me an odd question: “Is this
like your conference party outfit?”

Indeed, I was wearing the exact same clothes I’d worn to the event
four months earlier. Since he doesn’t usually see me dressed up, it stood
out enough for him to remember. But that’s not the real point, here; the
real point is that I have few clothes suitable for “adult” gatherings.

I have a suit, of course, for weddings and funerals. (I haven’t had a job
interview in 9 years, but if I did, it would be suitable for that, too.) And I
have my day-to-day clothes, which aren’t awful but which aren’t
anything to brag about, either. Functional casual, basically: jeans and
khakis, an assortment of button-front shirts, some cotton sweaters.

As a college professor, there’s not a lot of pressure on me to dress up.
If anything, it’s just the opposite. For one thing, I interact regularly with
younger people, mostly teenagers (I teach 100-level courses), and being
too formal creates a barrier between my students and me. That might be
ok in business or law (think John Houseman in Paper Chase) but for my
classes and my teaching style, some level of rapport is crucial. For
another thing, my fellow professors don’t exactly set the sartorial bar
very high – and there’s a certain sense of bohemian “me-against-The-
Machine” attitude expressed by violating “corporate” standards of dress.

But mostly I dress the way I do because I’ve never really learned
how to dress otherwise. Like a lot of my fellow geeks, fashion just
wasn’t on the radar for me. Fortunately I have a brother who has always
been very fashion-conscious, and he’d take me in hand every few years
when my fashion sense got too out of touch with reason and social
acceptability.

Well, my friend’s off-hand comment was a wake-up call for me. I
mean, I’m a grown man – I should have more than one pair of slacks and
one shirt nice enough to wear to an industry event without embarrassing
myself! So I set out to educate myself on some fashion basics – what
shoes go with what kind of trousers, how to distinguish various sorts of
dress shirts, and so on.
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I did what any true-blooded geek does when he or she wants to find
out about a new topic: I googled it. But what I found was scattered, often
contradictory, and for a newbie like me, downright confusing. A lot of
the information out there is tied to specific social contexts: the
workplace, the nightclub, and dating, mainly. And a lot of it’s quite
vague – the answer to most questions is “it depends on your personal
style” which I’m sure it does, but what if you don’t know your personal
style yet?!

With some perseverance, a few trips to department stores, and the
help of friends on Twitter, I managed to assemble the following rules. As
with all rules, they’re meant to be broken – but only by people who
know how to break them. For the rest of us, this is a pretty good primer
on basic men’s fashion.

Dress Suits

1. You eventually want to own three suits. Your first suit should be
either navy blue or gray, possibly with a light chalk stripe (like a
pinstripe, but softer), and in an all-season, medium weight. Either of
these colors will fit into most social settings. Your second suit should be
the one you didn’t get the first time around. Your third should be black –
not for funerals, but for black tie affairs. If you work in a field where
suits are the norm, you’ll probably want more than three; once you’ve
covered the basics, you can move on to more distinctive suits (pinstripes,
different weights, unconventional colors, etc.).

2. Suits are made of wool or cotton. Higher thread counts signify
higher quality, but are ironically not as durable, so stick with something
mid-range. Ask the salesperson to help you with this. (Yes, ask the
salesperson. Suits are not self-serve.) Synthetic fibers need not apply.

3. You never button the bottom button. Apparently, Edward VII got
fat and couldn’t button his vest over his belly, so now nobody does. On a
three-button jacket, you button the middle; the top button is optional. If
you have a jacket with 4 or more button, you obviously know what
you’re doing already.

4. A gentleman carries a handkerchief in his front breast pocket. You
don’t have to get fancy, just fold it square to fit and have 1/4” to 1/2”
sticking out the top. Then proffer it as needed. And wash it after.
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Shirts

1. Don’t wear your sleeves too short or too long. 1/4” to 1/2” of cuff
should show beyond your jacket sleeve.

2. Shirts with button-down collars are not dress shirts. They’re sports
shirts, so wear them with a sports coat. Polo players used to button their
collars down so they wouldn’t flap up in their face while they played.
(Are you beginning to sense a theme here? Fashion rules are largely
dictated by what English gentleman and nobility did generations or even
centuries ago. Sports coats? You wore them during sport, i.e. hunting.
Regimental stripes on ties? They indicated your regiment in the British
military. And so on.)

3. If you unbutton your collar, remove your tie. You can wear a suit
or sports coat without a tie – just ask Obama – but wearing a tie with an
unbuttoned shirt looks sloppy.

4. You can unbutton the top button always (provided you’re not
wearing a tie), the second button usually, the third button only on disco
night at the Rollerama.

Trousers

1. Wear your pants at your natural waist. Too high and you look like
Grampa, too low and you look like a high school kid. Your waistband
should sit 2-3 inches below your belly button.

2. Pants should almost touch the ground without your shoes on.
Jeans can be a little longer, since they shrink a bit when you wash them.

3. One pleat, maximum. If you’re a big guy, like I am, you learned
somewhere along the line that pleats are slimming. They’re not. At best,
they look like you’re a big guy trying to look slimmer; at worst, they
actually make you look heavier because they pull out across you,
broadening your appearance. In any case, the job of a pleat is to maintain
that crease sown the front of your pants. For pants without that crease
(and many with it), pleats are unnecessary; for pants that need the pleat,
they only need one.
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4. 1” to 1 1/2” cuffs. Or not. There’s nothing wrong with cuffs, there’s
nothing wrong with no cuffs. They are understood, however, to be an
older man’s style – not in a bad way, think sophisticated, experienced,
distinguished, and conservative. For younger men, a cleaner line is
generally preferred.

5. A useful piece of trivia for the American abroad: in British
English, “pants” are underwear. So if, for instance, you are in London
and get invited out and maybe your trousers are dirty from work, don’t
say “I’d love to go out, I just need to go home and change my pants
first.” And if someone should ask, “Why, are your pants dirty?”, don’t
say, “Yeah, I always get my pants dirty at work.” You will be laughed at.
Er, I assume.

Shoes

1. Pay attention to your shoes. Everyone else does. It’s hard for the non-
fashion-maven to tell a more expensive suit from a less expensive one, a
high-quality shirt from a medium-quality one, and so on. But everyone
can tell cheap or poorly cared-for shoes. Buy the best ones you can
afford, and take care of them. Polish them regularly (a few swipes with a
wax-infused polishing cloth is often all it takes) and store them covered
if you won’t be wearing them for a long time. Shoe trees, it turns out, are
important: they not only hold the shape of the shoe but the cedar ones
absorb moisture (and thus odors) which helps preserve the leather.
(Aside: women tend to pay a lot of attention to men’s shoes. Keep that in
mind when a) dating, and b) interviewing for a job.)

2. Shoes are made of leather (besides sneakers). Anything not made
of leather you can consider a non-shoe. Leather breathes and adapts to
the shape of your foot. The soles don’t have to be leather, but the uppers
do. (True story: as a young man, my brother was a car salesman here in
Vegas. In the summer, the tarmac could get well over 150 degrees F.
Standing out there with leather-soled shoes could give you second-
degree burns! So they wore rubber soles, which melted after a month or
two and had to be replaced.)

3. You need more than one pair of shoes, but not too much more.
Black oxfords (lace-up dress shoes), black loafers (slip-on shoes), brown
oxfords or loafers, and you’re set (not counting your athletic shoes, of
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course). A pair of ankle-high boots in black or brown can substitute for
the loafers. Ox-blood (burgundy) shoes are harder to find but in theory
go with everything. You can pretty safely ignore white shoes.

4. The shinier the shoe, the dressier. Matte-finish shoes – nubuck (that
pebbly leather), suede, and distressed leather shoes are automatically
compatible with jeans or khakis; shinier shoes might still go with jeans
but it depends on the rest of your outfit, the dressier you are the shinier
your shoes can be. If you can wear them with a suit, you probably can’t
wear them with jeans, and vice versa.

5. Shoes should be the same tone or darker than your pants. This is
all the rule you need to know when trying to figure out what shoes to
wear. This is why you never wear brown shoes with black trousers, but
you can usually wear black shoes with brown trousers. When in doubt,
wear black.

Accessories

1. Match your belt to your shoes. It doesn’t have to be a perfect match,
as long as you wear a black belt with black shoes and a brown belt with
brown shoes.

2. Match your socks to your pants. Again, it doesn’t have to be a
perfect match – a little lighter or darker is fine. If you don’t have socks to
match your pants, you can match your shoes, or just wear black socks.

3. White socks are for sports. Only. Unless you are a) wearing
sneakers, and b) doing something athletic in them, avoid white socks.

4. Your tie should reach your belt. Anything short of your belt makes
you look like a rube.

5. Try a front-pocket wallet or money clip. This will save wear-and-
tear on your back pocket (helping to avoid the heartbreak of
“buttsquare”), help avoid pickpockets (a little – the good ones know…),
and save your back. Plus: classy!

6. You’re allowed one affectation. A fedora. A pocket watch. A
bracelet or class ring. A vest (if you’re not wearing a three-piece suit). An
expensive wristwatch. Pick one, but no more – give your whatever-it-is
space to say whatever-it-says.
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If it feels like these rules are arbitrary and stifling, they are. Think of it
like learning how to paint: first, you do a still-life (arbitrary) using just
one color (stifling). Eventually you move up to two and three colors,
then maybe a warm or cool palette, and your subjects might expand to
include figures or landscapes. Once you’ve mastered the basics, you can
begin to press against the rules, juxtaposing non-complementary colors
or painting unconventional subjects.

In fashion as in art – style emerges not from a lack of rules but from a
mastery of them, from making them serve you instead of the other way
around. If you’re a geek like me, you need to dial a fresh start – clear
your closets of all those conference freebie t-shirts, put a shine on your
shoes, and burn your butt-crack pants. Ultimately, these rules are not at
all about tamping down your personality but about learning how to
express it. And unfair as it is, people will take you more seriously when
you dress with a modicum of style.

Anyone else have tips for the newcomer to the world of style? Give us
your best advice in the comments.

QUICK UPDATE: Comments are coming on this post faster than I can
get them modded in. If your comment was sent but doesn’t show up,
don’t send it again – it’s in my moderation queue and I’ll get to it as soon
as I can. Thanks – loving all the great comments on this post!

Dustin M. Wax is a freelance writer and project manager at Stepcase
Lifehack. He can be reached though his freelancing site at DustinWax.comDon't
Be Stupid: A Guide to Learning, Studying, and Succeeding at College.

Follow him on Twitter: @dwax.
Share This
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How to Make EVERY day Valentine’s Day

Valentine’s Day. The red hearts make us feel like love and happiness is
all around. We see images of couples hugging and gazing into each
other’s eyes and we want that. We go shopping at beautifully decorated
stores and envision making our loved one feel special and cherished.
And, secretly, we hope our partners are thinking and doing the same for
us. The spirit behind Valentine’s Day is beautiful. Don’t we all want
more of it though?
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