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Abrahamson, Eric, 41
Action-oriented behavior, 18-19,
33
Administrative assistants:
daily meeting with, 90-91
dealing with paper
mail/memos, 88
e-mail processing and, 131-132
screening phone calls, 85
“Administrivia,” 103
Allen, David, 52-53
Alternative offices, 200-201
American Society for Quality, 166
Amgen, 211
Archive files, 48, 54-55, 61, 62
Assistants. See Administrative
assistants
Attention, giving to employees,

194

Backlogs, cleaning up, 25
Baskets, 20, 80-81, 88
Batching, 10-12. See also
Scheduling
communications to reduce
interruptions, 93
e-mail, 11, 81, 86-87
filing, 82

paper mail/memos, 87-89
reading, 81-82, 89
routine work, 81
telephone calls, 81, 84-86
work, 11-12

Becker, Frank, 177
Benchmarking, 171

Ben Franklin technique, 32
Bettger, Frank, 109-110
Binder, Gordon, 211
Biorhythms, 102

Bliss, Edwin, 33

Bodek, Norman, 195
Bookmarks, organizing, 6667
Boxbe, 134

Brainstorming, 214
Briefing meetings, 210, 212

Calendar:

common, 226

expanding use of, 12-13

on Microsoft Outlook/Lotus
Notes, 108, 117

spam, 132-133

systems, 153—154, 155

Catch-up, periodic, 229
CCs, e-mail, 133, 134
Cell phones, 86, 133
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Change, continuous, 172
Cleanliness, 168
ClearContext, 134—135
Clearing your mind, 22-23
Clemmer, Jim, 122-123
Clutter, 39-42
“Common Denominator of
Success, The” (Gray), 147
Communication, 93, 177-178,
195-196
Computers:
files, 10, 221-222
maintaining, 223
organizing desktop, 67
planning on, 107-108, 115-117
Contact list, “Help and Fix,”
181-182, 184
Continuous improvement
(kaizen), 13, 166-167,
170-171, 195, 228-229. See
also Quality improvement
Coolidge, Calvin, 145
Corporate employees, 179
Covey, Stephen, 120
Current projects, in working files,
49
Customer identification and need
analysis, 169-170
Czerwinski, Mary, 130

Daily planning, 100, 104
Day-Timer organizer system, 99,
153
Debriefing meetings, 211
Decision-making meetings, 211,
212
Decisiveness, 31-32
Delegation:
effective versus ineffective, 158
electronic tools, 159
follow-up and, 157-160

PEP Walks and, 196-197
reasons for, 157-159
rule of thumb, 159-160
Delicious services for tagging
Internet pages, 67
Desks, 19, 192, 199
Discipline, 34-35, 168
Do It Now, 15-35
benefits of, 10, 17-19, 33
decisiveness, 31-32
desk cleaning, 19-20
discipline, 34-35
exceptions, 30-31
habits and routines, 32-33
maintenance and, 223224
perfectionism versus, 33-34
procrastination, overcoming,
21-30
Do It Now managers. See PEP
Walks
Don’t Do. Delegate! (Jenks and
Kelly), 158
Drucker, Peter, 75, 84
Ds, four (e-mail processing), 11,
87, 137
Dyer, Wayne, 121

Effective Executive, The
(Drucker), 75
Efficiency, defined, 1
Einstein, Albert, 149
Electronic files, 58—68
bookmarks, 6667
computer desktop, 67
e-mail, 9-10, 64—66
hard drive, 60
naming, 60-63
operating system, 59-60
organizing process, 59
search functions, 58-59, 63,
67-68
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Electronic tools:
delegation and, 159
follow-up and follow-through,
154, 156
logbooks, 153
PEP Walks and, 199-200
reminders, 138-139
tickler system, 50
time logs, 76
E-mail, 127-142
add-in applications, 134-135
addresses, 6560, 132, 133
administrative support for
processing, 131-132
batching, 11, 81, 86-87
CCs, 133, 134
clutter and, 40
company-wide portal versus,
131
cutting down on, 130-134
filtering, 80, 132-133
managing and processing
efficiently, 134-139
notifications, turning off,
138
organizing, 9-10, 64-65, 66
overview, 9-10
pending folder, 138
PEP Walks and, 199-200
personal information managers
and, 183
processing, 11, 136-137, 227
“Reply All” feature, 134
retention, 80
rules of thumb, 139-140
setting up rules for, 80, 132,
133
standards, 135-136
technical solutions, 132133
traveling and, 227
Entrepreneurs, 178

Entropy, 219-220
Equipment, home office, 180, 184

Favorites, organizing, 6667
Files. See also Electronic files;
Paperwork; Reference files;
Working files
archive, 48, 54-55, 61, 62
common, 226
computer, 10, 221-222
filing and labeling, 5658, 82
Internet, 223
Filtering e-mail, 80, 132133
Find function, electronic, 58-59,
63, 67-68
Firing on All Cylinders
(Clemmer), 122123
Folders:
e-mail, 64-65, 138
follow-up, 64-65
Microsoft, 10
My Documents, 10, 61
pending, 64-65, 138
reference file, 61, 62
working file, 61, 62
Follow-up and follow-through,
143-162
delegation, 157-160
electronic solutions, 154, 156
memory, 148-149
PEP Walks, 196
persistence, 145-148
preoccupation, 149-150
routines and habits, 146-148
systems, 150-156
work groups, 156-157
work process, 160
Follow-up folders, 64-65
Forms:
time log, 77
weekly planning, 108
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Four-D method for processing
e-mail, 11, 87, 137
Franklin, Ben, 32
Franklin/Covey Planner, 99,
153
Freedman, David H., 41
Furniture, 181, 192, 199
Future, operating toward, 25-27

Garfield, Charles, 122

Gemba Walk, 195. See also PEP
Walks

General Motors, 167

Getting Organized (Winston),
56

Getting Things Done (Allen),
52-53

Getting Things Done (Bliss), 33

GlaxoSmithKline, 139-140

Globalization, 1

Goals, 118-120

Goethe, Johann Wolfgang von,
15

Google, 67-68, 134

Gratification, delaying, 29

Gray, Albert, 147

Habits:
adopting new, 233
changing, 224-226
establishing, 32-33, 34
follow-up and follow-through,
146-148
maintenance, 224
6S method and, 169
Hard drive, backing up, 60, 223
“Help and Fix” contact list,
181-182, 184
Hewlett-Packard, 178
Hill, Napoleon, 116, 145
Hobbs, Charles R., 121

Home offices. See also Mobile
Work Environment
common denominators,

179-180
Mobile Work Environment
and, 178-179
support, 181-182, 184
work issues, 181-182
work tools, 180
Honore, Carl, 129
Hopkins, Ron, 112
Hours, work, 181
Hurwitz, Jay, 110-111

IBM, 220-221
Implementation mapping,
113-115
Improvement. See Continuous
improvement (kaizen);
Quality improvement
IMs (instant messages), 138
In basket, 80-81, 88
Information:
control of, 179-180
fingertip, 49
overload, 76, 78-81, 129-130
In Search of Excellence (Peters
and Waterman), 194
Instant messages (IMs), 138
Internet files, 223
Interruptions:
dealing with, 91-92, 93
knowledge workers and,
129-130
reducing, 24-25
respecting other people’s time,
92
Isolation, in home office, 182
Items to be discussed, in
working files, 49
It’s about Time (Sapadin), 29-30



JWBTO024-Gleeson

P2: ¢/d QC: e/f Tl: g

October 16, 2008 12:59

Printer: Courier Westford, Westford, MA

INDEX 241

James, William, 4, 34
Jenks, James, 158
Johnson, Eunice, 193
Jones Lang LaSalle, 178
Juran, Joseph, 172

Kaizen (continuous
improvement), 13, 166-167,
170-171, 195, 228-229. See
also Quality improvement

Kelly, John, 158

Knowledge workers, 129-130

Lean manufacturing, 194
Logbooks, 151-153
Loneliness, in home office, 182
Lotus Notes:
add-in applications, 134
calendar function, 108, 117
e-mail, 9, 11, 132
PEP Walks and, 200
planning in, 107-108, 115-116,
117
search function, 68
task management, 8, 53

Mail, batching, 87-89
Maintenance, 217-232
continuous improvement and,
228-229
crises and, 229-231
Do It Now and, 223-224
entropy, 219-220
files, common, 226
as habit, 224
making it easy, 222
minimum, 229
need for, 222
periodic catch-up, 229
preventive, 223
travel and, 226-228

21-Day Challenge, 224-226
work cycle and, 220-222
Management by walkabout
(MBWA), 189-190, 195.
See also PEP Walks
Management of Time, The
(McCay), 100
McCay, James T., 100
McGann, Sharon, 224-225
Media, organizing, 68-69
Meetings, 203216
with administrative assistant,
90-91
avoiding, 205, 207-209
problem-solving, 210-211
problem solving versus,
206-207, 208-209
running efficiently, 211-215
with subordinates, 89-90, 160
types, 210-211
work generated by, 184
Memory, 148-149
Memos, batching, 87-89
Messages, phone call, 85
Microsoft OneNote, 153
Microsoft Outlook:
add-in applications, 134-135
calendar function, 108, 117
delegation and, 159
e-mail, 9, 11, 130
planning in, 107-108, 115-116,
117
search function, 68
task management, 8, 9, 53, 159
Minimum maintenance, 229
Minutes, meeting, 215
Mobile Work Environment
(MWE), 175-185
common denominators,
179-180
defined, 178
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Mobile Work Environment
(MWE) (Continued)
home offices, 178-179,
181-182
personal information
managers, 182-183
technology, 177-178
work issues, 181-182, 184
work tools, 180
Monthly planning, 109,
110-111
MS-DOS (Microsoft Disk
Operating System), 58
Murphy’s Law, corollary to,
24
My Documents folder, 61

Naming electronic files, 60-63
Neatness, 168

Networking software, 200
Noise, in home office, 181

Offices, alternative, 200-201
Office toolbox, 44-47
Operating systems, 58, 59-60,
223
Organization, 37-72
basics, 42—44
bookmarks, 66-67
clutter, 39-42
computer desktop, 67
e-mail, 64-66
files, electronic, 58—-68
files, paper, 47-58
home office systems,
179-180
media, other, 68-69
office toolbox, 44—47
overview, 7-10
search functions, 67-68
6S method and, 168

Palm Pilot, 50
Paperwork, 47-58
archive files, 48, 54-55
batching, 87-89
clutter and, 40
control points, 47
filing and labeling, 5658
follow-up, 150-151
improving filing system, 56, 57
maintaining files, 221, 224
reference files, 48, 53—54
retention guidelines, 55-56
tasks and, 52-53
working files, 48-52
Parkinson’s law, 83
PDAs (personal digital
assistants), 50
Peak Performance (Garfield),
122
Peck, M. Scott, 29
Pending baskets/folders, 20,
04-05, 138
PEP Walks, 187-202. See also
Personal Efficiency Program
alternative offices and, 200-201
benefits, 193-194
communication, face-to-face,
195-196
delegation and, 196-197
electronic tools to enhance,
199-200
examples, 192-193
follow-up and follow-through,
196
getting away from your desk,
198-199
variations, 194-195
work process and, 197-198
Perfectionism, 33-34
Perfect Mess, A (Freedman and
Abrahamson), 41
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Persistence, 145148
Personal digital assistants (PDAs),
50
Personal Efficiency Program
(PEP). See also PEP Walks
origin, 2—4
why it works, 17-19
Personal goals, 119-120
Personal information managers
(PIMs). See also Lotus Notes;
Microsoft Outlook
e-mail, 9
follow-up and follow-through,
156
Mobile Work Environment
and, 182-183
task management, 8, 9
tickler system, 50
Personal values, 121-122
Peters, Tom, 194, 199
Philips Electronics, 43
Phone calls, 81, 84-86
Piles, pitfalls to making, 21-22,
24
PIMs. See Personal information
managers
Planning, 97-125
benefits, 103
components, 12, 101-103
on computer, 107-108,
115-117
daily, 100, 104
goal setting, 118-120
Lotus Notes and, 107-108,
115-116, 117
Microsoft Outlook and,
107-108, 115-116, 117
monthly, 109, 110-111
overview, 12—-13
prioritizing tasks and, 101-102
project, 111-117

purpose, 99-101
strategic, 117-118
time management and,
102-103
values and, 120-122
visualization, 122-123
weekly, 104-110, 160
Planning meetings, 210
Portals, company-wide, 131
Preoccupation, 149-150
Prevention, 171, 223
Prioritizing, 17, 23, 31, 82-83,
101-102
Problem solving, 24, 206-207,
208-209, 210-211
Process improvement. See
Quality improvement
Procrastination, 21-30
backlogs, 25
clearing your mind, 22-23
doing things once, 21-22
future, operating toward,
25-27
interruptions, reducing,
24-25
as obstacle to success, 4
problem solving, 24
self-esteem, 29-30
worry, reducing, 27-29
Project-by-project improvement,
172
Project planning, 111-117
calendars and, 117
on computer, 116
criteria for, 113
implementation mapping,
113-115
in Microsoft Outlook/Lotus
Notes, 115-116
Project Planning (Bettger),
109-110
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Quality improvement, 163-173
benchmarking, 171
continuous change, 172
customer identification and

need analysis, 169170
importance of, 165-166
kaizen, 13, 166-167, 170-171,

195, 228-229
PEP as tool for, 167
prevention, focus on, 171
project-by-project

improvement, 172
6S method, 168-169, 197-198

RapidReader, 139
Reading, 81-82, 89, 139
Real Magic (Dyer), 121
Recurring meetings, 210
Reference files, 52-54
organizing, 8, 9
paperwork, 48, 53-54
subfolder for electronic, 61,
62
Reminders, electronic, 138-139
“Reply All” e-mail feature, 134
Reporting and presenting
meetings, 211
Responsibilities mapping, 51-52
Retention guidelines:
e-mail, 80
files, 55-56
Road Less Traveled, The (Peck),
29
Routines, 32-33, 34, 146-148
Routine work, 49, 81, 82-83

Sapadin, Linda, 29-30, 34

Scanners, 180

Scheduling, 82-83, 92, 94-95.
See also Batching

Science Lessons (Binder), 211

Screening information, 78-80

Search function, electronic,
58-59, 63, 67-68

Secretaries. See Administrative
assistants

Seiketsu (Standards), 168

Seiri (Organization), 168

Seiso (Cleanliness), 168

Seiton (Neatness), 168

Self-esteem, 29-30

Self-unification, 121

7 Habits of Highly Effective
People, The (Covey), 120

Shaping the Diary, 110-111

Shitsuke (Discipline), 168

6S method, 168-169, 197-198

Sod’s Law, corollary to, 24

Sound, in home office, 181

Spam filtering, 80, 132-133

Speed reading, 89, 139

Spyware, 223

Standards, 135136, 168

Steele, Fritz, 177

Strategic planning, 117-118

Subordinates, meetings with,
89-90, 160

Sukam (Habit), 169

Supplies, office, 44—46

Support, home office, 181-182,
184

Svenska Handelsbanken, 2-3

“Take a Stand” Now, 92
Tasks:
focusing on, 22-23
list, 8, 9-10, 12
Lotus Notes, 8, 53
Microsoft Outlook, 8, 9, 53,
159
paperwork and, 52-53
personal information managers
and, 8, 9
prioritizing, 101-102



P1:a/b P2: ¢/d QC: e/f Tl: g

ind JWBTO024-Gleeson October 16, 2008 12:59 Printer: Courier Westford, Westford, MA

INDEX 245

Technology:
effect on workers, 1
meetings and, 214
Mobile Work Environment
and, 177-178
PEP Walks and, 201
travel and, 227
Telephone calls, 81, 84-86
Think and Grow Rich (Hill), 116,
145
“3 gen” principle, 194
Thriving on Chaos (Peters), 199
Tickler system, 50, 150-151
Time:
logs, 7576, 77
managing, 83, 84, 102-103
respecting other people’s, 92
Time Manager International
calendaring system and
course, 153
Time Power (Hobbs), 121
Time Tiger, 76
To-do lists, 23, 82
Topical meetings, 210-211
Total Quality Management
(TQMD), 194
Toyota, 194, 209, 214
Travel, 184, 226-228
Tray system, 44, 45, 48
21-Day Challenge, 224-226

Unplanned, planning for,
105-106

Valentine, Lynn, 173

Valentine, Michael, 173

Values, 120-122

Visible management, 194, 195.
See also PEP Walks

Visualization, 122-123
Voice mail messages, 85

Wal-Mart, 201
Walton, Sam, 201
Waste, 45-46
Watanabe, Katsuaki, 209
Waterman, Robert, 194
Weekly planning, 104-110
follow-up and, 160
overview, 12
reasons for, 105, 106-107
sample form, 108
Western Electric study, 194
Windows operating system, 223
Winston, Stephanie, 56
Wireless communication,
177-178
Work groups, 156157
Working files, 48-52
contents, 49-50
organizing, 89
project planning and, 111,
113
purpose, 48-49
setting up, 51-52
subfolder for electronic, 61, 62
Workplace by Design (Becker
and Steele), 177
Work process, 160, 197-198,
220-222. See also Quality
improvement
Work space, 19, 181
Worry, reducing, 27-29

X1 Professional Client, 67-68
Xobni, 134

Yahoo, 67-68, 134
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