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Expecting the Monkeys
The days God gives us are unpredictable.  They are filled with the “unknown”.  The wise worker learns to set realistic expectations for the amount of work that will get done.  It means being aware of extra time required for certain tasks.  It means giving more time to allow for interruptions.  In short, it’s all about adding margin time to the day.  Resist the temptation to pack so much into your day that the slightest interruption causes extreme havoc and unnecessary stress.

Look at tomorrow.  Do you have too much planned for the day?  Consider the following monkeys that could impact your workload:
Your meeting will require additional “drive to” and “drive from” time than you planned.

People will interrupt you throughout the day.

Your phone will interrupt you throughout the day.

You will find more email messages in your in-box than you planned.

Your car may not start or it may break down.

Your child may need more undivided time today than normal.

Your spouse may need more undivided time today then normal.

A co-worker may need your input on a project in which they’re involved.

…add your own monkeys to the list…

_______________________________________________________________________________


_______________________________________________________________________________


_______________________________________________________________________________


_______________________________________________________________________________


_______________________________________________________________________________


_______________________________________________________________________________


_______________________________________________________________________________


_______________________________________________________________________________

_______________________________________________________________________________


_______________________________________________________________________________


_______________________________________________________________________________


_______________________________________________________________________________
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Grouping the Monkeys
You can’t concentrate.  You can’t put your finger on it, but for some odd reason your mind is going in 15 different directions at the same time.  Thoughts fly around in your mind like a bunch of monkeys jumping here and there at random.  You don’t know where to start.  You feel behind on everything.  You’re getting discouraged.

We all sense this at times.  But there is a way to group those monkeys for more control.  Here’s how:

Use the space below to write down your thoughts as they occur to you.  This is not a highly organized process.  Just write in a stream of consciousness.  Don’t judge your spelling, penmanship, or grammar.  Write until you sense a peace in your mind.

Now, look over your notes.  Take a highlighter and highlight the things that, if weren’t addressed, the world as you know it would come to an end.  Make a promise to address those few items within the next 24 hours.
Lining Up the Monkeys
Ever heard of the phrase, “less is more”?  Well, in the context of time management less really IS more.  There was once a CEO who planned out 3 things to do each day.  When he was done with all three, he considered himself done for the day.  I didn’t understand this at first.  How could a CEO come in to work, do 3 things, and go home?  There is too much else to do.

But it’s not about leaving the office to enjoy a round of golf.  The CEO “considered” himself done.  Then he went on to other things.  Whatever else he did beyond the 3 was extra monkey chow.  It’s a matter of mindset.  The key is to identify what 3 main monkeys must be attended to.  Do them first.  Then go on to other monkeys.

Consider a “Monkey Tournament”.

Take out a piece of paper and draw several vertical lines across the page.

Now, take a good look at your current monkey “to do” list.  List all of the monkeys down the left side of the paper.  Then take the first 2 monkeys on the list and ask yourself, “Of these 2, which one is more important?”  Put the more important monkeys to the next column to the right.  Do this for the next 2, and so on, until all monkeys are processed.  If any are by themselves at the end, move them to the next column.

Then do the same thing for the monkeys that “won” the first round.  At the end of the exercise, you will have a hierarchy of monkeys in order of importance from right to left.  Below is an example of how this may look:


Now that you’ve completed your tournament, take the 3 “winners” and set aside tomorrow’s agenda to complete them first.  If you complete all 3, good for you!  With the remaining time in the day, “borrow” the next important monkeys and continue until you’re done for work.

Note:  The earlier you start and complete the most important monkeys on your list, the better you will feel.  You’ll enjoy greater motivation throughout the day and have a sense of being on top of things.
Training the Monkeys
Email monkey chow.  You love it.  You hate it.  It’s convenient.  And it’s intrusive.  Your day’s agenda is so easily set by whatever monkeys you find in your in-box at the beginning of the day (in fact, EMAIL stands for Electronic Monkeys At Inappropriate Levels!)
Unless your business is set up to be driven by what comes in by email, there are things you can do to control your E-chow.  Consider integrating the following steps into your daily workflow:

A) Disable Autocheck.  Most email software programs are set to go out and check email every so many minutes.  Much of the time, like my Microsoft Outlook was, this is set as a default.  You can instantly gain more control by simply disabling this feature.

If this step sounds good, what are you going to do next?_________________________________________

When are you going to do it?
_________________________________________________

How will you know it’s complete?
_________________________________________________
B) Set Specific Email Times.  Consider setting the hours of 11:00 am – 12:00 pm and 4:00 pm to 5:00 pm just to return email is sufficient to handle the load.
If this step sounds good, what are you going to do next?_________________________________________

When are you going to do it?
_________________________________________________

How will you know it’s complete?
_________________________________________________
Note:  It’s not always a good idea to answer email in the morning.  First, you teach people to expect an immediate answer to their emails to you.  Second, if you have a big project to complete during the day, the morning’s email may distract you and before long, you will realize you’ve spend all morning dealing only with email messages that have come to you.

C) Set Rules.  Use software to handle certain messages automatically.  For example, Microsoft Outlook has an option of creating rules to handle email messages.  One such rule could automatically put any email message from your spouse into a separate folder you created ahead of time.  Then, at certain times during the day, you can consult that folder and process all of them at once, according to your schedule.  In this example, the message bypasses your inbox and travels according to the rule you set.

If this step sounds good, what are you going to do next?_________________________________________

When are you going to do it?
_________________________________________________

How will you know it’s complete?
_________________________________________________
D) Sort by Subject.  For those of us with 10’s or even 100’s of email messages in our inbox, try sorting by the subject line.  This will pull together related email messages that you could delete in batches.  Or, you will be able to see an email string and delete all previous messages while keeping the latest message in the string.

If this step sounds good, what are you going to do next?_________________________________________

When are you going to do it?
_________________________________________________

How will you know it’s complete?
_________________________________________________
Eating the Big Monkeys
So, you have a large monkey staring at you.  King Kong is so large you don’t know where to begin.  You’re paralyzed.  And nothing is getting done.
There’s a way to get in control of the big monkey.  It helps when you can break it down into manageable, doable bite-sized tasks that are within your capability and timeframe.  Then, as you accomplish enough of the littler bites, momentum sets in and you are more likely to complete the task.  Here’s how:

Give the big monkey a name:

________________________________________________________________________________________________

Write out a word picture of what it will look like when the big monkey is eaten:

________________________________________________________________________________________________
________________________________________________________________________________________________
________________________________________________________________________________________________
List the bite-sized, doable tasks that make up the big monkey (add an estimated time frame to each):

Bite-Size task


Estimated Time to Complete

_______________________________________________________
____________________________

_______________________________________________________
____________________________

_______________________________________________________
____________________________

_______________________________________________________
____________________________

_______________________________________________________
____________________________

_______________________________________________________
____________________________

_______________________________________________________
____________________________

_______________________________________________________
____________________________

_______________________________________________________
____________________________

_______________________________________________________
____________________________

_______________________________________________________
____________________________

_______________________________________________________
____________________________

_______________________________________________________
____________________________

Now, assign up to three tasks to be accomplished tomorrow.  Be sure it’s possible to complete all of them in one day.  Don’t let the day end without getting all of the tasks complete.  Then at the end of tomorrow, assign up to three more tasks for the next day. Continue until you start to experience a rush of positive emotions that comes from accomplishing a large task!  King Kong is history!!
Leaving the Monkeys
You wake up in the morning.  You’re ready to start on your agenda.  Soon all of the little distraction monkeys appear and start nipping at your heels.  You become pulled by this and that.  One thing leads to another.  Then about 11:00 in the morning, you realize just how little progress you made on your agenda.  Common distraction monkeys include the phone, walk-in guests, email, and so on.
Leaving the Monkeys is a process of putting the important tasks first.  It means putting them in a cage and going away to focus solely on one important task until it’s completed.  When you’re able to devote undivided, uninterrupted think time on a task, you are more likely to complete it and with deeper effectiveness.  Here’s how:
List the important task at hand:
________________________________________________________________________________________________
Estimate the amount of time it will take to complete (in hours):
________________________________________________________________________________________________
List the common distraction monkeys you face and a strategy for temporarily putting them at bay:
Distraction Monkey


Strategy
____________________________
_____________________________________________________________
____________________________
_____________________________________________________________
____________________________
_____________________________________________________________
____________________________
_____________________________________________________________
____________________________
_____________________________________________________________
____________________________
_____________________________________________________________
____________________________
_____________________________________________________________
____________________________
_____________________________________________________________

____________________________
_____________________________________________________________

____________________________
_____________________________________________________________

____________________________
_____________________________________________________________

Make the appointment with yourself.  Set the day and time period you plan on accomplishing the task:






Time



Time
Date



From



To

____________________

____________________

_______________________

Now, GO AWAY!

No More Monkeys
Sometimes, valuing time means saying no more monkeys.  I have historically found it hard to say “no” to people.  I’m afraid they may think I’m not being cooperative.  I may make people unhappy.  For some, this is not a problem.  But for those who want others to like them, saying “no” seems like a “catch 22” (if I say “no” they won’t like me, if I say “yes” I won’t be able to complete that report and the Boss Monkey won’t like it).
Consider this truth:  Whenever you say “yes” to one monkey, you’re saying “no” to another.  That’s because time in the jungle is finite.  We can only attend to so many monkeys in a given day. 
Consider the statements below.  Rephrase them so they feel right for you.  Then rehearse them until you’re able to repeat them almost without thinking the next time you are asked to take on another monkey for which you know you have no time.
STATEMENT #1
“IF I DO THAT, I WON’T BE ABLE TO FINISH SOME OTHER THINGS I’M COMMITTED TO RIGHT NOW.”
Reword it to fit your comfort level: _________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

Transfer your new phrase to a 3 x 5 card.

Repeat it until it becomes second nature.

STATEMENT #2
“I FEEL CERTAIN THAT I WON’T DO AS GOOD A JOB AS I WOULD LIKE AND WE BOTH WOULD BE DISAPPOINTED.”

Reword it to fit your comfort level: _________________________________________________________________

________________________________________________________________________________________________

________________________________________________________________________________________________

Transfer your new phrase to a 3 x 5 card.

Repeat it until it becomes second nature.
A word about change

We’ve had a lot of fun with the monkey metaphor in this workbook.  But if you’re a typical human being, change does not come easy for you.  Many people struggle resisting change.  Perhaps it’s because we’ve grown accustom to our old habits.  We don’t understand why the change is necessary.  We don’t trust that the change will work for us.  We’re afraid we’ll fail at the new habits.  Or the change may produce too much pain in us.
But let me encourage you.  Change IS possible.  Change IS good – especially if it means a better outcome than you are experiencing right now.  Here are a few thoughts as you contemplate changing into newer, more productive habits for managing your time:

· Keep realistic expectations.  Don’t expect overnight overhaul success.  Wholesale change rarely happens instantly.
· Start small.  Discover one thing you can do easily that will be a step in the right direction.  Then when you’ve mastered that, add another small step.

· Be consistent.  If you add a new habit to your morning routine, for example, stick to it for at least 21 days.  Most likely, you will have created a habit that becomes second nature.

· Celebrate milestones.  If you have become successful at an aspect of change, celebrate!  Take yourself out to lunch.  Buy that favorite candy bar.  Do a happy dance.  Whatever the celebration, recognize your small success.  Give yourself a positive connection to succeeding at a difficult process.

· Revisit the reason for change.  At first, it’s easy to see why you are embarking on the change process.  But over time, that vision tends to wane.  Periodically remind yourself of the reason for the change.  If you have to, put the reason on a 3 x 5 card and tape it to your mirror.  Keep the “why” always in front of you.

If you still feel that you need help, Serving Strong is also a personal coaching benefit.  If you would like to discuss your unique circumstances, dreams, and challenges, contact me.  Perhaps we can work out a personal coaching solution for you today.


Email:  
coach@progressmax.com

Phone: 
330.402.6600

Fax:

469.533.9649

Website:
www.servingstrong.com

Blog:

www.servingstrong.typepad.com
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