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HOW TO GET THE MOST FROM THIS BOOK


Advice is what we ask for when we already, know the answer but wish we didn’t.

—Erica Jong








There is no right or wrong way to read this book—just read it. Knowing your tendency to jump around, I made each chapter stand alone so you can jump in wherever you like. Test the water first, then dive in and read the rest. There are enough fresh ideas in here to organize an army of artists. It’s a grab bag of user-friendly tips—so many, in fact, that I guarantee you will discover something you can use to help manage your time more effectively no matter how chaotic your life is now.

This is a real how-to, solution-oriented book, so it is important that you use and abuse it. Mix and match the ideas presented to find solutions to fit your unique personality, situation, and needs. Experiment, explore—do what comes naturally. There are no absolutes here. In fact, many of the suggestions are antithetical to each other and to accepted time management rules. Most are easy to implement (you can use them right out of the box) and incorporate into your lifestyle without going through culture shock or a personality change.

Circle, highlight, or make a note next to the suggestions that sound as though they will work for you—and please, try them on for size before discarding them. Start out with a small thing, a simple thing—but take on only one thing at a time. Don’t overwhelm yourself. Give yourself a chance to make it work.

As I was writing this book, I hung a sign on the wall above my desk to remind me that in order for you to embrace time management, it must be “fast, flexible, fun, and functional.” I tried to stick to the “keep it simple, make it fun” approach throughout, so you wouldn’t feel threatened or get bored. Judge for yourself, but I believe you will find at least some of my ideas fit right in with your natural way of doing things. The goal is to create positive and lasting change that will improve your life for years to come.

Finally, you will notice that this book is filled with an abundance of stories, anecdotes, interviews, quotes, metaphors, and a whole lot of humor. These examples back up the points and make the book an easy read. This is serious stuff, sure, but we can have a little fun at the same time. Right?


WHY I WROTE THE BOOK

Life is five percent joy, five percent grief, and ninety percent maintenance. Make the maintenance more efficient and enjoyable and you are increasing joy quotient by a lot.

—Harriet Schechter



There is a saying that goes, “I see feathers on it, but it’s still not flying. Let’s toss it around and see if it makes salad.” That’s how I feel about 99 percent of the other books written on time management. They rehash a lot of the same old stuff, presented to you with a new title and cover—a one-size-fits-all approach that just doesn’t work for many people.

Do we need another book on time management? I believe we do—a completely different one. That’s what I set out to do, a simple, solution-oriented book with ideas that really work—in the real world, for real people with real problems.

How do I know they will work? First of all, I am not an armchair quarterback. I’m just like you, a creative person afflicted with some of the same time-related dilemmas that seem to rob us of more and more of our time. As an artist, author, musician, entrepreneur, lecturer, and on-air personality, I am always looking for ways to get more things done (and still have fun). So I personally took a test drive with these ideas before trying to sell them to you. I kicked the tires and road-tested them and included only the best, the ones that really worked well for me or someone I know, under all kinds of conditions.

I put my heart and soul into making this the best book it could be. I hope it shows.


IF YOU READ THIS BOOK

Counting time, is not so important as making time count.

—James Walker



I’m operating on the assumption here that you want to change, that you feel you have a problem handling your time and keeping your life organized. That’s why you bought this book. So don’t feel I’m criticizing when I suggest tactics to improve your life.

Like it or not, you’ll learn some things about yourself here. You’ll ask yourself some hard questions—and the answers will set you free.

There are several concepts central to effective time management that you can make work for you—and none of them start with cleaning off your desk. I don’t think the changes you need to make are big or many. But the effect on your life and your happiness can be huge.

Picture yourself driving through a thick fog. Your hands, the knuckles white, grip the wheel as you try to anticipate what dangers lie ahead. You hope for the best and anticipate the worst. The situation is totally out of your control. What if I told you that if you hang in there, eventually the sky will turn blue and you can get back up to speed, put the top down, and let the wind rush through your hair as you drive down the road of life—in control, enjoying the ride with a clear vision of what’s ahead. That’s what this book can do for you.

What this book won’t do, however, is help you win the Good Housekeeping Seal of Approval. It won’t even attempt to turn you into a compulsive timesaving freak trying to squeeze one more worthless task into your day. Puleeeze. This book is about working with your strengths, about learning a new habit or two, about doing some minor tweaking to free up small chunks of time (which eventually add up to hours saved) for lasting and positive change. To control the chaos, yes, but not so much so that it stifles your creativity.

Life is not orderly (or perfect). It is rich and fascinating and exciting, and meant to be lived to its fullest. Use this book to help you live that life, and you will make me very proud.





TIME MANAGEMENT
FOR THE
CREATIVE PERSON
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I THINK YOU’RE GREAT!

Truths and Half-Truths about the Creative Person


We change our opinions of ourselves so often. What the outside world thinks only a small part of the image.

—Carly Simon








[image: ] Jim Leyritz, a catcher for the California Angels, found that pitchers were having a hard time seeing his signals during night games. (A catcher will hold down fingers between his legs to indicate what he wants the pitcher to throw—fastball, curveball, slider, and so on.) His solution? Use correction fluid to paint his fingers white. That’s one very creative ball player.

By the way, did you know that correction fluid’s inventor, Betty Nesmith, was an executive secretary in 1951 when she concocted a white liquid that bonded with paper to conceal typing errors? She sold her company in 1974 for nearly $50 million!

The point is painters, writers, and musicians don’t have a monopoly on creativity. Creativity isn’t a function of the job you do—ever hear of creative accounting?—it has to do with the way you see things. It’s a multilevel approach to life and work and everything in it.

Even janitors can be creative. The El Cortez Hotel was the first skyscraper built in San Diego. After some years of operation, the management realized they needed a second elevator. A janitor overheard the architects and engineers discussing the best way to cut a hole in the lobby floor to accommodate another shaft and came up with a solution that would allow the hotel to stay open during construction (and save his job). As he leaned on his mop, he suggested casually, “Why not build the elevator on the outside of the hotel?” This idea was unheard of at the time, but it worked.

You are born with the natural ability to be creative, but you don’t necessarily keep it. Research shows that 90 percent of five-year-olds are creative, but only 2 percent of adults are. What happens? The scientific explanation is that you learn to rely more on the left side of your brain (the rational side). The simple explanation is that the muse gets flabby from lack of use. Either use it or lose it.

A rich, vivid imagination and that anything-is-possible attitude are suppressed or stifled early on by parents and teachers (“Draw inside the lines”) and later by bosses and corporations (“We’ve always done it this way”). Worse still, you do it to yourself, saying things like “I can’t draw” or “I can’t spell.”

Creative careers often involve some element of risk, and well-meaning parents and peers might discourage you from taking a chance. But some people slip through the cracks, keeping that creative spark alive no matter what. There are also those who were creative as kids but are unable to find an outlet for their creativity as adults, and even a few who learn how to take advantage of their right-brain assets much later in life.

This book is for the closet creative as well as the career creative—and it’s surprising how many people fit into those two categories.

ABOUT THE CREATIVE PERSONALITY


Every creative person is a duality or a synthesis of contradictory aptitudes.

—Carl Jung



Creatives are special, unique, wonderful people, no doubt about it. Maybe you feel a little out of step with the rest of the world. It’s not easy being a creative person. Being an original—or even a little bit different—opens you up to ridicule and persecution.

In the movie Powder, a bald, albino teenager is found living in the basement of his parents’ home. A social worker tries to bring him into mainstream society, which rejects his genius and unique powers. A similar theme runs through the movie Phenomenon, starring John Travolta. People are afraid of what they don’t understand and fight to suppress originality and creativity at every step.

R. Buckminster Fuller (inventor, architect, scientist, engineer, author) is responsible for the invention, development, and implementation of some great ideas. He holds 170 patents and has authored 24 books. Yet he was expelled from Harvard and labeled a “kook” because his ideas were so outrageous. It didn’t matter that his ideas worked—they were simply head of their time.

Steve Jobs’s father, tired of his tinkering in the garage, told him to make something salable or get a job. A few months later the first Apple computer was sold. There are hundreds of stories like this, and each one points out that we, as a society, as a world, desperately need creatives. They fuel our progress.

“Don’t compromise yourself. You are all you got,” said Janis Joplin.

If you make it to adulthood with that creative spark intact, it’s likely to keep you going forever. It’s like breathing. Sam Spears, an inventor of toys with Hasbro (responsible for Lite-Brite, Mr. Potato Head, and G.I. Joe), retired years ago but still continues to invent at the age of seventy.

MYTHS ABOUT THE CREATIVE PERSON


The creative person is the master rather than the slave of his imagination.

—Michael LeBoeuf, Ph.D.



“The great myth (and barrier) for creative people is the belief that their creativity precludes them from being organized. The reality is that their disorganization can get in the way of their creativity,” says organizer Odette Pollar.

I agree. The answer is to use your strengths and get organized in creative ways.

First, however, you’re going to have to get over some silly ideas you might have about yourself and the way you work.

YOU HAVE UNLIMITED ENERGY. Nobody has unlimited energy. You may be special, but you’re still human. You need to focus what energy you have on things you are passionate about. And you need some level of time management and organization to keep you from getting distracted and wasting yourself on the small stuff.

YOU’RE LAZY. Actually, a creative is always working. “It takes a heap of loafing to write a book,” says Gertrude Stein. If you look lazy, it’s because you’re not working on what someone else wants you to work on, or the way they want you to work. Or it could be you are blocked—by fear, for one thing. Paralyzed by too many choices, by perfectionism, by lack of resources. Organization can keep this from happening, or at least keep it under control.

YOU LACK FOLLOW-THROUGH. Easily distracted, yes. “Helped are those who create anything at all, for they shall relive the thrill of their own conception,” says Alice Walker. But sometimes follow-through simply means handing off the job to someone who can do the finish work better, faster, cheaper.

YOU’RE IRRESPONSIBLE. People are likely to see you this way when you’re constantly late, forget meetings, don’t return calls, ignore friends, miss deadlines, don’t do your share around the house, and so forth. It could just be that your priorities are different. Learning how to set priorities can help you get past this stumbling block—but don’t expect that your priorities will ever be the same as everybody else’s.

YOU HATE STRUCTURE. Actually, you need some structure in your life to allow your creativity free rein. Chaos is not creative. But there are all kinds of structures. If you don’t find one you like, build your own.

YOU’RE IMPULSIVE. Well, okay, this one probably isn’t a myth. But you can learn to stop and think—yes, you can.

PROBLEMS WE ALL FACE


Commandment number one of any truly civilized society is this: Let people be different.

—David Grayson



In the movie Twister you get the sense of the awesome power of a tornado. It randomly picks things up and hurls them about as it swirls out of control, leaving a swath of destruction. Ever feel your life is like that?

There are forces at work that you simply can’t control, and no matter how fast you run you can’t get ahead of them. They just keep gaining on you, wreaking havoc on your time, your life. You can’t run, you can’t hide (as much as you would like to crawl into the cellar and bolt the door). The pace of modern life is insane. Things change so fast, we can hardly keep up. Or have they really changed that much? Read the following editorial:


Try as you will, you get behind in the race, in spite of yourself. It’s an incessant strain to keep pace…. And still you lose ground. Science empties its discoveries on you so fast that you stagger beneath them in hopeless bewilderment…. Everything is high pressure. Human nature can’t endure much more.



It was run in the Atlantic Journal on June 16, 1833. (That’s right, 1833!) Different century, same problems. The radio commentator Paul Harvey said, “In times like these, it helps to recall that there have always been times like these.”

Still, I have to admit, time management problems today are far more complex than they were a hundred years ago. Consider:


	[image: ] Everyone’s busy; even “retired” people have full schedules. The average lifespan is twice what it was a hundred years ago, yet you’re very aware of how short life is. You want to spend it as well as you can.


	[image: ] People are overwhelmed and frazzled by the complexity, pace, quantity of information, and number of choices we face. Should I have decaf or regular? A latte, espresso, or mocha? Sugar? Who knows—I have too much on my mind to decide.


	[image: ] People are working longer hours (this is a simple fact), but there is no increase in disposable income and certainly no lessening of personal responsibility. In fact, many baby boomers are facing the prospect of caring for their elderly parents while still caring for their own homes and families.


	[image: ] Americans aren’t getting enough sleep, but it is socially unacceptable in this country to take a catnap to catch up.


	[image: ] It’s getting harder to keep up with everyday chores, even with every modern tool and convenience. The lawn looks like tundra, the kids are wearing their socks inside out (until you can get to the laundry), and you keep saying you’re going to get to the gym (you keep paying the dues). There just isn’t enough time.


	[image: ] Technology that was supposed to save us, make life easier, has become a burden in itself. You have to learn how to use it, relearn it when something new comes along, and sometimes teach it to others. By the time you get the hang of it, it’s obsolete.


	[image: ] By trying to cram as much as they can into their day, many people are missing out on life. Worse, you think this is what you should be doing. So you have no time to stop, to think, to find a better way.




LEFT-BRAIN, RIGHT-BRAIN (NO-BRAINER QUIZ)

We use both hemispheres of our brains at different times in different situations, though many people favor one hemisphere over the other. This is a test (and only a test) to determine which “style” you prefer and what hemisphere of the brain dominates your thinking.

Relax, there is no pass or fail, and there are no wrong answers. Just choose the answer that comes closest to describing you.


	1. When meeting someone


	a. I usually show up early or on time.


	b. I am usually running a teensy-weensie bit late.






	2. Sticking to plans makes me


	a. feel safe and secure.


	b. feel as if I’m locked in a very small closet.






	3. When someone interrupts me, I find it


	a. annoying.


	b. stimulating.






	4. At the beginning of the workday


	a. I make a list of things to do and plan my day around my list.


	b. I shuffle through the piles of papers on my desk before I finally decide what to do first.






	5. Daydreaming is


	a. a waste of time.


	b. the best part of my day.






	6. When faced with a decision,


	a. I weigh all my options and make a decision based on the facts at hand.


	b. I go with my instincts.






	7. When learning how to use a new piece of equipment,


	a. I read the instruction manual before beginning.


	b. I jump in and wing it. (If all else fails, I’ll look at the manual.)






	8. When it comes to time,


	a. I have a good sense of time but frequently look at my watch just to double-check.


	b. I never know what time it is, and I usually don’t wear a watch.






	9. When someone gives me directions, I prefer to


	a. have them written out (with street names).


	b. have them draw me a map with landmarks and visual references.






	10. At this minute, my checking account is


	a. balanced to the penny.


	b. overdrawn (I think). I do not keep a running balance.






	11. When I’m shopping and I see something I want to buy,


	a. I save up until I have the money.


	b. I charge it (You only live once, baby).






	12. When faced with a stupid rule or instructions,


	a. I follow instructions but complain.


	b. I bend the rules and take the consequences.






	13. When I am telling a story to a friend,


	a. I will cut to the chase (I use the phrase “yada, yada, yada” a great deal).


	b. I am very animated and likely to get sidetracked.






	14. I feel that risk taking is


	a. well, risky. (To be avoided whenever possible.)


	b. part of life. Go for it!






	15. When it comes to doing my taxes,


	a. I have all my receipts in order before I start and read IRS code in my free time.


	b. I take my shoebox of receipts and dump it on my accountant’s desk.






	16. When it comes to my personality,


	a. I am loyal and dependable.


	b. I have been called a jokester and prankster. I am known for my sense of humor.






	17. On weekends, I


	a. make a “things to do” list.


	b. do whatever I feel like doing, whenever I feel like doing it. I may do nothing.






	18. On vacation


	a. I have already read books on the destination and made an itinerary.


	b. I wing it. I’m on vacation, aren’t I?






	19. When I cook,


	a. I find a good recipe and follow it carefully.


	b. I find an interesting recipe and add a little of this, substitute a little of that. I never cook anything the same way twice.






	20. When it comes to making decisions,


	a. I usually decide right away and stick to it.


	b. I postpone making a choice and change my mind often.






	21. When faced with an unpleasant task,


	a. I prefer to do it a little at a time, step by step.


	b. I either jump in and do it all at once or put it off and hope it goes away.






	22. When I have been faced with major changes in my life, I found it


	a. terrifying.


	b. exciting.






	23. If Martha Stewart came to my house,


	a. she’d comment on the cleanliness and suggest some crafts projects.


	b. she’d run screaming back out into the street.






	24. My work space looks like


	a. the top of an aircraft carrier (nothing lying around).


	b. Disneyland (neat stuff and office toys at every turn).






	25. When it comes to paper,


	a. I like to file it.


	b. I like to pile it.






	26. When it comes to implementing a project, I am likely to be asked to


	a. handle the step-by-step planning and implementation.


	b. come up with ideas and deal with the big picture.






	27. When it comes to finding things,


	a. there is a place for everything and everything is in its place.


	b. I am constantly looking for keys, phone numbers, and so on.






	28. When it comes to remembering things I have to do,


	a. I remember every little detail.


	b. What was the question again?






	29. When it comes to long-range planning,


	a. I know what I will be doing for New Year’s Eve 2015.


	b. I like to keep my options open.






	30. People describe me as


	a. level-headed (unemotional).


	b. a roller coaster of emotions (passionate).






	31. In a nutshell, my work style is like this:


	a. I tend to concentrate on one task at a time; I’m easily overwhelmed.


	b. I like to juggle several things at once.






	32. For touchy matters, I prefer to


	a. write a memo.


	b. meet face-to-face.






	33. When reading a magazine,


	a. I start at page one and read in a sequential order.


	b. I jump in wherever looks most interesting.






	34. When asked a question,


	a. I figure there is either a right or wrong answer (things are black and white).


	b. I try to figure out where the question is coming from.






	35. When asked for my opinion, I


	a. think before I speak.


	b. say what’s on my mind (foot-in-mouth syndrome).






	36. When it comes to projects,


	a. I am known for my stick-to-itiveness.


	b. I know to start things and I always intend to finish them, but …










Total number of “A” answers: __________

Total number of “B” answers: __________

If you have twenty-five or more “A” answers, you can consider yourself left-brain dominant. Give this book to your partner.

If you have twenty-five or more “B” answers, you’re a right-brainer (Hooray!).

Otherwise you can consider yourself whole brained or at least partly lateralized. (Bravo!)

LEFT BRAIN/RIGHT BRAIN


Break on through to the other side.

—Jim Morrison



Everyone is wired differently, but there are patterns of behavior that most of us follow. Oversimplification is risky, but in an attempt to show why we do the things we do, examining the way the two hemispheres of your brain function can be very, very helpful.

Each side of the brain processes information differently and has its own specialization, although at any given time you are using both sides of your brain. It’s more a matter of emphasis than exclusivity. Still, we refer to linear thinkers as left-brain or logic-brain people. Right-brainers (artistic brain) tend to be more creative, visual, and emotional, although mathematical ability is located in the right brain also. The right-brain person is a divergent thinker in a one-track world, and at times this can be a struggle.

Nearly all the time management products on the market favor the left-brain thinking style, ignoring the needs of right-brainers. There’s a simple reason for this: If you want to set up one system that’s going to work for a lot of people, you’re going to set up a left-brain system. Left-brainers learn patterns better, follow directions better, are better at details than right-brainers—and they’re more alike. Right-brainers would prefer to concoct their own unique time-management tools (which is a great idea, by the way) rather than conform to an existing system.

Each style is incompatible with the other, and the creative will quickly discount or discard a rigid time management system. Some of the skills that are second nature for the left-brained person are awkward and difficult for the right-brainer—and vice versa. Although you can’t always do what comes naturally, you can’t expect a completely unnatural system to work for you. The challenge is to find out where your strengths lie and take advantage of them. Better than that, strive for a whole-brain (lateralized) approach to time management, organization—and life.

ABOUT THE RIGHT-BRAINER


The triumph over anything is a matter of organization.

—Kurt Vonnegut



You can do as much as your left-brain counterpart (maybe more) but prefer to do it in your own unique way. With a little savoir faire. Despite the negative bias against right-brainers as unproductive, undisciplined dreamers, you can get things done and have fun, too.

The right brain is artistic (can draw and paint), intuitive (perceptive and receptive to hunches), rhythmic (can see and feel patterns), fun (spontaneous, with a keen sense of humor), visual (nonverbal), spatial (it’s the part that works jigsaw puzzles), nonjudgmental (sees and accepts different points of view), imaginative (creative and makes odd associations), metaphorical (uses imagery), emotional (people oriented and empathetic), holistic (sees the big picture), divergent (deals well with more than one thing at a time), sexual (just thought you’d like to know that), nonlinear (prefers to jump around rather than follow a step-by-step approach), illogical, irrational, and persuasive, too. It’s also the site of the unconscious mind (where dreams reside).

As a right-brainer, you are unique. You may also be unpredictable, impatient, sloppy, and offbeat. You may loath routines, lack follow-through, abhor structure and rules, take a wait-and-see approach more often than not, juggle several tasks at once, and deal well with change, whether you want to or not. Organizing comes naturally to you, but not organizing that anybody else might recognize as such. You want to have fun; are freewheeling rather than focused, a day-dreamer; your train of thought tends to wane and wander; you’re oblivious of time. You learn with visual clues, are impulsive, a risk taker. Being nonlinear, you find lists a little confining and tidiness a waste of time. You’re independent, artistic, tend to ramble from topic to topic, speak with feeling, are easily distracted, lose things easily and frequently, can see the big picture but have trouble with individual steps, are indecisive, easygoing, and all too flexible. Dramatic and animated, you’re a flirt, drive too fast, often speak without thinking, think well on your feet, and, did I mention, you are wonderful!

ABOUT THE LEFT-BRAINER


We are born princes, and the civilizing process makes us frogs.

—Eric Berne



The left hemisphere of your brain is the timekeeper (linear awareness), logical (just the facts, please), analytical (good with relationships, abstractions), linear (prefers a sequential, step-by-step approach), critical (judgmental), verbal (language and speech and spelling), compartmentalized (likes to do things one at a time, keeps home and work separate). It’s also the center of memory (names but not faces).

People who are left-brain dominant are often good at researching and retaining information, fact gathering, math, tidiness, and written instructions. They may be willing to work long hours but consider work and play two separate things. They are responsible, good at organizing, obsessive, compulsive, dislike change, are easily overloaded, a little on the dull side, into conformity, controlling, very judgmental, and insensitive at times. They can be strong finishers; focused; perfectionists; detail oriented; goal oriented; list makers; orderly and stable; good with scheduling, repetition, and routine; punctual; decisive; uptight, fearful, and cautious. We need them to keep things running smoothly, to read the manuals and fix what we broke.

I often wonder if the left brain wasn’t designed just to keep the right brain in line, the voice of reason. It sets the rules (and tries to make the right side adhere to them). It drives you toward consistency, toward timeliness, toward productiveness. “Chop, chop!” it will say. “In a minute!” the right will say. It’s up to you to keep them from fighting.

THE WHOLE BRAIN


The chief function of your body is to carry your brain around.

—Thomas Edison



You should have recognized some of yourself in the descriptions of both right-and left-brainers. There’s a lot of overlap in function, and the balance can vary at different times during your life. It’s sort of like having Captain Kirk (right brain) and Mr. Spock (left brain) in your head at the same time. They argue sometimes—but when they work together, there’s no world they can’t conquer. Captain Picard, by the way, is a fully evolved whole-brain thinker.

Neither side is better or worse, right or wrong. Both hemispheres interact constantly, and you shift back and forth all day long depending on what you’re doing. If you have a dominant side, however, your approach to a given problem will reflect that perspective.

Tapping into the full resources of your brain—both right and left sides—gives you the best of both worlds. Using both hemispheres of the brain to their full capacity is the goal. The right-brained artist who can do simple accounting and make it to meetings on time has an advantage, as does the left-brained accountant who can find alternative (legal) approaches to a knotty tax problem. A healthy balance between the two halves of the brain leads to more creativity and productivity. When the two halves work in harmony (rather than bickering back and forth), you also have inner peace.

As a drummer, I recognize the advantages of a whole-brain approach. Besides the obvious benefit of being able to manage all your extremities doing different things simultaneously, it is also good to have rhythm, emotion, and spontaneity when playing (right brain) as well as being able to read music, focus, and maintain a sense of time (left brain.) The two hemispheres complement each other and work in concert with each other.
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Motor Skills

Your body is controlled by opposite sides of your brain. For instance: Put your left foot in (that’s your right brain), put your right foot out (that’s your left brain), do the hokey-pokey (that’s your right brain again—you know, the side having all the fun), and shake it all about.



[image: ]

DIFFERENT STROKES


Success rests with having the courage, and endurance and above all the will to become the person you are, however peculiar that may be. Then you will be able to say, “I have found my hero and he is me.”

—Dr. George Sheehan



Now that you have discovered which hemisphere of your brain dominates your behavior, let me just take a minute to point out how this manifests itself into a particular organizing style. How you manage your time is partly determined by the side of the brain you use most (as well as by environment and individual situation). There is no right or wrong way to do things, only better and best (with a few exceptions).

Here is a brief and partial listing of the diverse (and creative) approaches to time management used by the creative person:

SWITCHBOARD OPERATOR. Most comfortable when you have several things going on simultaneously, like to switch back and forth between projects, and welcome interruptions with glee. Sometimes have a problem with finishing what you start.

PILER. Preferring to pile rather than file, you use a “pile” cabinet system (pile things on top of the cabinet rather than inside) for fear that if you put it away, you’ll never find it again. Sometimes have a problem finding things anyway and often have a problem finding things quickly.

HEAD CASE. You refuse to write anything down. You’re starting to forget things, your brain is cluttered, and nobody else knows what you’re doing; but other than that, no problems.

LAST-MINUTE JUNKIE. You like the excitement of waiting till the last minute. And it is exciting, except when you miss deadlines and eventually burn out on one too many all-nighters.

ALL OR NOTHING. You will get a burst of energy and work like crazy until you run out of steam. The big problem with this one (not to be negative) is that you tend not to accomplish anything until that energy boost comes along. When it does, you’d better finish the project while you’re rolling, or you likely never will. Another aspect of this style is the creative who looks at a job and, if it can’t be done in one fell swoop, won’t attempt it at all.

JACK OF ALL TRADES. You know a lot about a lot of things, like new challenges and new stimuli. Problems arise when you change careers like underwear, can’t focus for more than a minute at a time, and never develop a complete understanding of any one subject.

PACK RAT. You save everything, because everything is handy, potentially useful, or sentimental. This is costly in time, money, and energy when carried to extremes.

PREDICTABLY UNPREDICTABLE. Wild! Nobody ever knows what to expect next from you. You do what feels right at the time, but you never stop long enough to figure out what you really want out of life and could be going nowhere fast.

SNEAKY. There are some people who like to sneak up on things, poke holes in it, and work on it when their muse shows up. Although you may make a dent in it, you may also miss a deadline or need a lot of prodding to finish. Another type of sneaky character (sounds worse than it is) is the low-profiler—you know who you are. You keep quiet so nobody interferes with you, but you also never get the recognition you deserve.

PSYCHIC FRIEND. Very in touch with your intuitive side, which you use to advance your art, make decisions, and plan your day. This style works great if you buddy up with someone who can help with the details and the business end of things.

INSTIGATORS. Idea people who hate follow-through and details, you would much rather come up with the idea than carry it out. Even think-tankers have to deal with some follow-through, however. Your ideas are apt to be incomplete and unworkable if you don’t deal with implementation on some level.

FREEWHEELER. You’re a “good-time Charlie,” fun to be around, spontaneous, impulsive, with a shoot-from-the-hip style. A little dose of advance planning and forethought could save you a lot of time and heartache. It could also help with that boredom and lack-of-focus problem you’ve been having.

NO-SHOW. You’re forgetful, frequently late (a poor judge of time), and known as “difficult” to work with. You are caught up in your own world and lack respect for others’ time and agendas. Needless to say, this style has a tremendous downside—namely unemployment.

THE BUSY BEAVER. You’re always busy but never seem to get anything important done. There’s nothing for this but discipline. Left brain, come on down! Learn how to focus and put first things first.

PIG PEN. “Why should I clean up when I’m just going to use it again tomorrow?” you argue. In the meantime, you leave a trail of clutter in your wake. You seem to thrive on chaos, but your health and your relationships are suffering.

BENDABLE BUDDY. You try to please everyone, so people often walk all over you, taking advantage of your generosity and your time. You’ll drop everything to help a friend, take a call, or pitch in at work. Unfortunately, if you don’t learn how to say “no,” you will never get your own needs met or your own work done.

STRADDLER. Indecisive. Fearful. You’re good at understanding options but have a difficult time making choices. So you straddle the fence, hoping the problem will work itself out or go away. You flip-flop on decisions that you do make and are known as wishy-washy (a Pisces trait, for all you astrology fans out there).

LONE RANGER. The perfectionist. You try to do everything yourself. There comes a point when delegating some portion of the work or “letting it go” is the only way to get ahead (and finish). People will like you better. Honest.

HYPERSENSITIVE. You don’t take rejection or criticism well, so you procrastinate and hold yourself back, unwilling to risk the judgment of others. You tend to focus on the negative instead of learning from your mistakes.

It doesn’t matter if you don’t fit into one of the above profiles. The point is that there are as many individual styles as there are people—and a solution to the time management and organization problems of each personality.

TIME MANAGEMENT MYTHS


The function of the creative artist consists of making laws, not in following laws as already made.

—Terruccio Busoni



“Pick up those piles.” “Put away those papers.” “Post-it notes are bad.” (Post-it notes are bad? That’s it. This is war.) As a creative person, certainly you have heard these statements or others like them from time to time. It’s time to debunk some of the mantras from the classic time management books—join in wherever you like.

TIME IS MONEY. Uh, time is more valuable than money, don’t you think? And you should be more careful about how you spend your time and whom you give it away to. The only way to get more, unfortunately, is to save it, budget it, and hoard it for your most important needs.

PILES ARE BAD Every piece of paper not in use at this moment should be in a file, because otherwise it will get lost. Hmm. The truth is it doesn’t matter whether you file or pile or spindle or sit on your papers. What matters is being able to find what you want, when you want it. Period.

A MESSY DESK IS A SIGN OF A MESSY MIND. Your desk is your own territory. As long as you’re comfortable, it’s nobody else’s business how you run it.

AN EMPTY IN-BOX IS THE GOAL. Not everything needs to be done the minute it arrives. That’s a bureaucrat’s mistake. It is more important to do the key things and leave lesser tasks in the in-box or delegate them.

YOU SHOULD TRY TO DO THE MOST IN THE LEAST AMOUNT OF TIME. I personally think it’s better to take the time to do a job right than just to get the job done. That’s why time management became so important to me. I had to find that time somewhere.

TECHNOLOGY WILL HELP YOU DO IT BETTER, FASTER. Technology can speed up mundane, repetitive tasks. It can’t speed up a creative mind. In fact, there’s a strong argument that says you shouldn’t try to speed up creativity. You lose more than you gain.

SET YOUR PRIORITIES AND STICK WITH THEM. Except priorities change, day by day, sometimes minute by minute, and certainly week by week. What world are these people living in?

A CLEAN, STERILE ENVIRONMENT IS BEST FOR THE WORKPLACE. For a doctor, yes, but not for the creative person. Pablo Picasso was on his porch one day, looking around his yard, when he spotted an old rusted bike leaning against a tree. He noticed that the handlebars resembled the horns of a bull. So he removed the handlebars from the bike and took them into his studio, where he created a sculpture of a charging bull. Clutter can be inspiring.

FOLLOW ROUTINES TO GET MORE DONE. It can be better to use your internal clock to tell you when to do what. Routines stifle creativity and spontaneity—you stop thinking and just act by reflex.

DO ONE THING ATA TIME. This is a real creativity stunter. You need to keep working that multilevel brain of yours in order to keep it working for you. Besides, you’d go broke if you did only one thing at a time.

HANDLE PAPER ONLY ONCE. An impossible and unnecessary rule. Sometimes going through papers, sorting your piles, sifting your words can give you inspiration, can energize you, can touch you. If you were going to handle paper only once, you’d toss everything (and even the leftiest left-brainers don’t do that).

IF YOU HAVEN’T USED IT IN A YEAR, TOSS IT. (That’s cold, man.) There are a lot of things that really do come in handy someday, and then there are all those things you save for the memories. Just be selective.

FILE EVERYTHING. “Have you seen the dog?” “Yeah, I filed him under V for Veterinary. Or was it A for Animal husbandry? P for just Peed in the house? Anyhow, I filed him.”

GET MORE DONE AND YOU’LL BE HAPPIER. No, you’ll just get more done.

CREATIVITY


Creativity is a highfalutin’ word for the work I have to do between now and Tuesday.

—David Ogilvy



Ideas can come from anywhere at any time. A blouse blowing in the wind, billboards, old projects, memories, travel, free association. Pay attention to life. Pluck flowers from your experiences and create a beautiful bouquet.

Creativity is making new connections from existing things. A toy designer buttoning her daughter’s blouse notices a balloon button, and an idea for a new design hits her. You meet a friend for drinks, and the mirror behind the bar gives you an idea for a design you’re working on. While waiting in the doctor’s office, you thumb through a ten-year-old magazine and get an idea for a new dress design. Ray Bradbury says swimming helps him come up with ideas, Charles Shultz plays tennis, and Steve Allen’s best song ideas come to him in his sleep.

Press your nose to the window of life! Creativity is a gift, a unique way of seeing the world. But it’s been clearly shown that you can lose your capacity for creativity if you repress it, if you don’t use it. This book is about time management and organizing your life. Not so you can do more, but so you can be more.
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Number of hours in one week: 168 (7 days x 24 hours = 168)
EXAMPLE OF AN AVERAGE PERSON (IN HOURS)
14 (2 hrs. per day)
56 (8 hrs. per night)
5 (Includes shower fime)
45 (8 hrs. x 5 days + overtime)
10 (2hr. per day x 5 days)
3 (1 hr. 3 days per week)
2 (Groceries, elc.)
1 (Oher than shopping]
1 (Other than yourself)
: 1 (Other than work)
Paying Bills: 5 (It must be done)
5
4
7
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Phone Calls: 35 (30 min. per day x 7 days)
TV: 1 (Includes TV news)
(Kids, closses, misc.)
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Qwno

12. Do you go from one project fo the next
without a breok?

13. Do you feel overworked and underpaid?
14. Do alcohol, coffee, cigarettes, and so on
help you handle the pressures of work?

15. Do you feel guilty if you toke time just to
goof off?

16. Hos it been more than six months since you
last did something for yourself?

17. Have you sacrificed your personal life or
gools for your work?

18. Has your personol life suffered os a result of
your work?

19. Do you tend to take on too much at once
and miss deadlines or leave projects unfinished
os aresult?

20. When was the lost time you slept late?

21. Do you get an adrenaline high from working
under the gun and having a lot going on

22. Do you have a hard fime gefting started
before the fime pressure is intense?

23. Are you committed fo projects into the next
millennium with no end in sight?

24. Are your weekends busy, busy, busy?

25. Do you feel obligated to do a lot of things
you don't want to do?

26. Are you out of touch with the latest movies,
plays, music?

Answer *yes” to more than eight of these, and you qualify o @ work
aholic. Ifs time to reorganize your lfe.
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How Others " Just Did I¢"

TOM CLANCY:
IGOR STRAVINSKY:

MARTIN RITT:

GEORGE LORIMER:

ROSANNE CASH:

JOAN BAEZ:

JIMMY BUFFETT:

TED GEISEL:

MARK TWAIN:

JOHN UPDIKE:

WILLEM DAFOE:

MARY HIGGINS CLARK:

HELEN GURLEY BROWN:
RED SMITH:

“Just witethe damn book.*
“Just a3 appetite comes by eating, so work

brings inspiration, if inspiralion is not
discernible ol he beginning.”

“Ari2 You justdo it

“Puting of an easy thing makes it hord, and
puting off o hord one mokes it impossible.”
“If L ignore my work, | start having anxiety
atocks.”

“Action s the artidote o despair.”

“Alot of frustrted arfss are people who
didttoke the opportunity when it was
presented.*

“I never leave the room during my workdoy,
even fall I do s sit here.”

I you have to swallow @ frog, don't stare ot
ittoo long.”

“Vogueness and procrastincfion are ever o
comortfothe froil in spirit.”

“Ihink of mysalf as o doer, just somecna who
helps getthe suff done. Thot can be very
exhiloraing.”

“People say Il start wriing ‘as soon as'—as
s00n s the kids are grown, the dog dies,
whatever. | s, 'Nope, it ain' gonna happen
with tho afftude.”

“Do the rotten st firs every doy.”

“Writng i sosy. All you do s sit saring ot
the blank sheat of paper unii the drops of
blood form on your foreheod.”
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e You a Workaholic?

Before you answer, lake the fest below. You may be surprised by your
answers.

(Answer yes or no)

Q ves QU NO 1. Was your last vacation more than twelve
months ago?

Q1es QnNo 2. Doyou hate the thought of going to work
every morning?

Qves QN0 3.Inthe lost six months, has nobody told you
that you work too much?

Qves QN0 4. Doyou offen toke work home with you?

Qves QNo 5. Do you regulardy work late and/or work
weekends?

O ves QNOo  6.Doyou feel tired and restless on Monday
morning?

Q ves QN0 7.1s poor health affecting your work?

Qves QN0  B.ls your work always on your mind, even
during time off?

Q ves O No 9. Have you changed the oil in your car in the
past six months?

Q ves Qno 10, Have your pets forgotten who you are?

Jves O nNo 11, Have you canceled plans with your family or
friends in the past six months in order fo get
mors work donal
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