 QUICK IMPLEMENTATION OF THE 80/20 RULE
This section contains forms utilizing these:

Pareto’s Law:   80% of the results come from the top 20% most impactful sources.

     Corresponding rule:  Only 20% of the results come from the bottom 80% of the sources.

First conclusion:  Focus first on the top 20% and do more of them, for more desired results.

Second conclusion:  Cut out as much as possible of the lower 80% - and free up life for more high results activities!!!!
Parkinson’s Law:  The time taken on something will expand to take the space allotted.

     Corresponding law:  Don’t allow anything but the appropriate amount of time compared to importance; in fact, try to allow the least possible, as the extra work and details in the lower 80% have very little benefit.   (See LAW OF DIMINISHING MARGINAL RETURNS, which refers to getting less and less out of the extra work or input once we reach a certain point – helps us determine when to stop something.)
The primary point of all of this is to make sure you are doing what is most productive in terms of benefits and not just being busy with what produces very little.  

Implementing this will fundamentally change and upgrade your life beyond your wildest dreams.  

You will be doing a “quickie, no thinkee” approach to filling out these forms, which you should do in the minimal time when you are fresh (such as early Saturday morning).  
I.  What are the most productive and/or beneficial things I do?

II. What are the least productive and/or least beneficial things I do? (Eliminating the bottom 60%.)
III. What low productive and/or delegable activities could I eliminate so that I can do more of the higher impact activities?

IV. What 20% of sources are causing 80% of my problems and unhappiness?

V. What 20% of my friends and acquaintances produce 80% of my enjoyment and create positivity and forward momentum, adding to my energy?   

VI. Who is causing me loss of energy and stress?

(Note that these are done in a word document, with tables that permit sorting if you wish  See How To Work With A Word Document (WordEffUse), on the main site.


WHAT ARE THE MOST PRODUCTIVE AND/OR BENEFICIAL THINGS I DO OR COULD DO?

Do quickly, in 5 minutes or less. Do not ranking or rating now; that is potentially done later, if necessary.   You can always perfect this later.  Examples:  Read to decompress before bedtime.  Exercise.  Meditation.  Organize and plan.  Take naps.  Anything that is beneficial.  We’ll sort later.
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WHAT ARE THE LEAST PRODUCTIVE AND/OR LEAST BENEFICIAL THINGS I DO? 
(Eliminating the bottom 60%.)

	ITEM/ACTIVITY/SOURCE
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WHAT LOW PRODUCTIVE AND/OR DELEGABLE ACTIVITIES COULD I ELIMINATE SO THAT I CAN DO MORE OF THE HIGHER IMPACT ACTIVITIES?
	ITEM/ACTIVITY/SOURCE
	Imp

	Comments
	Decr?

	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


WHAT 20% OF SOURCES ARE CAUSING 80% OF MY PROBLEMS AND UNHAPPINESS?
	ITEM/ACTIVITY/SOURCE
	Imp

	Comments
	Decr?

	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


WHAT 20% OF MY FRIENDS AND ACQUAINTANCES PRODUCE 80% OF MY ENJOYMENT AND CREATE POSITIVITY AND FORWARD MOMENTUM, ADDING TO MY ENERGY?
	ITEM/ACTIVITY/SOURCE
	Imp

	Comments
	Incr?

	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


WHO IS CAUSING ME LOSS OF ENERGY AND STRESS?
	ITEM/ACTIVITY/SOURCE
	Imp

	Comments
	Decr?

	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


STEP I.  IDENTIFICATION

You have now written out what you think is producing the most benefits for you and what is producing the least and/or is doing the most harm to you.
STEP II.  CHOOSE

Now it is time to choose which to eliminate or reduce and which to have more of.  When you make this choice, your spare time rockets upward, you feel much more in control and thus calmer, and the benefits in your life go way up.  And it makes sense that the total benefits go way up – because you have freed up low return time and put it into more high return activities – this is the essence of smartness and the source of success in life.  

What is happening here is that you are questioning what you do and looking at the benefits or lack thereof so that you can change it so it is one of happiness and fulfillment.  And I guarantee, if you implement what is obvious, you will get tremendous benefits.  

Such exercises allow one to begin to discriminate and to differentiate by making more distinctions about something, rather than generalizing and putting oneself in a vague state of thinking.  The object is to gain clarity and certainty about what to do.
“Tradition”, “supposed tos” and expectations and normal cultural limitations may cause one pause for a moment, but any loss of “approval” from not following the norm will be more than paid back in higher benefits.  (Note that those who will disapprove of you are not those who you want to associate with anyway, as such “right/wrong” relationships are toxic.)

The choices are between thriving, things as normal with lots of toxins, repression, effort, and stress.

EXAMPLE

An example is when a person will generalize and say “I am totally dependent on having all of my friends.”   But when one discriminates, one will find that few are really important and contributory and that some are plain out a loss of vitality and life.  Concentrating where the high payoffs are is tremendously beneficial!
SOME COSTS (MINIMAL)

Yes, there will be an initial cost of awkwardness and perhaps directly confronting some people, but the discomfort will result in ongoing relief and freeing up of time for much better things.

In this 80/20 mode, some will say it is selfish – in that it is focused on what works for you.  The irony, as most people have heard, is that your being happy and more satisfied and more productive and more confident and more peaceful will be the cause of your being able to contribute much more to other people.  You’ll be an example and a model and an inspiration rather than a fellow gossiper or problem focused person.  As in “The Seven Habits Of Highly Effective People”, by Stephen Covey, by focusing on the inner circle where you can make the most difference your power expands (as does your circle, so that it empowers your family and all those closest to you).  

LEARNING TO FURTHER ENHANCE

Although you’ll identify things that will make an incredible difference in your life, you’ll also, as you study 80/20, learn other items to insert.  Things as simple as reading 10 pages a day of progressive books, from a highly selective list, will create massive differences in attitude and accumulate skills and ideas that will transform a person’s life.

Being coached and/or working with others toward these higher level ways of living will magnify your progress, catapulting you far forward in a relatively short period of as short as a year, with lots of benefits before that.  

STEP III.  PLAN AND STEP IV. IMPLEMENT

Doing this 80/20 Quick Implementation will help you more rapidly develop an effective plan, which must be in writing to be the most effective.  Even if not in writing in a complete plan, you now have choices you can make that will provide tremendous benefit.  
The best way to start is to just step into gear and implement the top 2 or 3 in each worksheet above.  And don’t forget to “insert the big rocks”
 first, as Parkinson’s Law will have you filling up all the time that you don’t specifically and definitely reserve.  Use a form like Week by hour blank for your weekly plan, plus also to create a standard week that is ideal. 
Follow the sequence of recommended reading on the basics of the living the 80/20 way on the site www.live8020.com.  
Note:  This site (www.live8020.com) integrates a number of items on the sister site (www.thelifemanagementalliance.com) and utilizes them to forward one into living the 80/20 way.  If you leave one through a link, just press your browser’s back arrow to go back to prior pages.

� � HYPERLINK "http://www.thelifemanagementalliance.com" ��www.thelifemanagementalliance.com� 


� On a scale of 1 to 10, 10 being the highest, rate the impact (importance) on you.


� Increase this activity or source?  Yes or no.  If so, then we’ll put many of these in your plan.


� On a scale of 1 to 10, 10 being the highest, rate the impact (importance) on you.


� Decrease or eliminate this activity or source?  Yes or no.  If so, then we’ll put many of these in your plan.


� On a scale of 1 to 10, 10 being the highest, rate the impact (importance) on you.


� Decrease or eliminate this activity or source?  Yes or no.  If so, then we’ll put many of these in your plan.


� On a scale of 1 to 10, 10 being the highest, rate the impact (importance) on you.


� Decrease or eliminate this activity or source?  Yes or no.  If so, then we’ll put many of these in your plan.


� On a scale of 1 to 10, 10 being the highest, rate the impact (importance) on you.


� Increase this activity or source?  Yes or no.  If so, then we’ll put many of these in your plan.


� On a scale of 1 to 10, 10 being the highest, rate the impact (importance) on you.


� Decrease or eliminate this activity or source?  Yes or no.  If so, then we’ll put many of these in your plan.


� As in First Things First, by Stephen Covey, you’ve got to stick in what is important or the tyranny of the urgent or of Parkinson’s Law will overtake you.  Big rocks are the highly impactful things in your life, so they’ll include the current week’s top productive items but they’ll also include time for yourself, exercise, leaving time spaces for the unanticipated, deep relaxation and/or � HYPERLINK "http://www.thelifemanagementalliance.com/Physical/RelaxationRest/Napping.html" \t "_self" �Napping� and � HYPERLINK "http://www.thelifemanagementalliance.com/Psychological/MeditationRelaxation/Rejuvenation.html" \t "_self" �Rejuvenation�.  If you eliminate the energy robbers and low return activities as in the exercises above, you’ll have more than enough time for the important things and you’ll be much more refreshed and at peace.  





11C:\Users\Keith\Documents\TimeLevelMgmt\Effctivnes\8020QuickImplementation.doc © 2008 Keith Garrick

