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IMPORTANT
To begin—Please save this guidebook to
your desktop or in another location.

2

THE BUSY PERSON’S SURVIVAL GUIDE



TheBUSY
PERSON’S
SURVIVAL GUIDE

by Edward M. Hallowell, M.D.



How can you get the most out of this writeable guidebook? Research has shown that the
more ways you interact with learning material, the deeper your learning will be.

Nightingale-Conant has created a cutting-edge learning system that involves listening to
the audio, reading the ideas in the workbook, and writing your ideas and thoughts down.
In fact, this guidebook is designed so that you can fill in your answers right inside this
document.

For each session, we recommend the following:

� Preview the section of the workbook that corresponds with the
audio session, paying particular attention to the exercises.

� Listen to the audio session at least once.

� Read the text of the workbook.

In addition to the exercises and questions, we’ve created an “ijournal” to make this an
even more interactive experience for you. At the end of this guide, you can write down
any additional thoughts, ideas, or insights to further personalize the material. Remember,
the more you apply this information, the more you’ll get out of it.
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Introduction

Welcome to The Busy Person’s Survival Guide.

Most likely, you are too “crazy busy” to read an entire book, so we condensed some of the
most important ideas and exercises from the audio program into this Survival Guide.

This guide is designed to be used in conjunction with the audio program. Many of the
terms and ideas are fully explained there, and to get the most out of the guide, you’ll need
to listen to the program first.

Let’s get started!
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What Really Matters to You?

1. Who are the six most important people in your life? (Count your nuclear family
as one person.)

2. What five activities give you the most satisfaction in your life? (Be specific.)

3. Name the three most important activities that you have to devote time to,
even though you may not enjoy them.

Until you value yourself,

you won’t value your time.

Until you value your time,

you will not do anything with it.

– M. Scott Peck
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What Do You Want to Include in Your Life?

Every day, I want to be sure I…

1. ______________________________________________________________________________________________

________________________________________________________________________________________________

2. ______________________________________________________________________________________________

3. ______________________________________________________________________________________________

4. ______________________________________________________________________________________________

5. ______________________________________________________________________________________________

Every week, I want to be sure I…

1. ______________________________________________________________________________________________

2. ______________________________________________________________________________________________

3. ______________________________________________________________________________________________

4. ______________________________________________________________________________________________

5. ______________________________________________________________________________________________

Every month, I want to be sure I…

1. ______________________________________________________________________________________________

2. ______________________________________________________________________________________________

3. ______________________________________________________________________________________________

4. ______________________________________________________________________________________________

5. ______________________________________________________________________________________________

Every year, I want to be sure I…

1. ______________________________________________________________________________________________

2. ______________________________________________________________________________________________

3. ______________________________________________________________________________________________

4. ______________________________________________________________________________________________

5. ______________________________________________________________________________________________
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The Handy Dandy Anti-Worry Schema

Step one: Never worry alone. Talk to somebody you trust and instantly that will give
you the feeling of being more in control and less vulnerable, two things
that toxic worry is based on.

Step two: Get the facts. Don’t get all caught up in worry — get the facts first.

Step three: Make a plan. If you do, you will automatically feel more in control, less
vulnerable, therefore, less in the grip of toxic worry.
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Tips for Getting Back to C State

– Talk to someone.

– Have personal photos on your desk.

– Exercise.

– Meditate or pray.

– Do breathing exercises.

– Listen to music.

– Find quiet time.

– Visualize a place you love.

– Remember a success you had.

– Play with a child.

– Pet your pet.

– Keep a joke book in your desk.

To sit with a dog on a hillside on a glorious

afternoon is to be back in Eden, where doing

nothing was not boring — it was peace.

– Milan Kundera
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The “Worth It Factor” Grid
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Reprinted with Permission from the book CrazyBusy by Edward Hallowell, Random House, Inc.

Personal
Care

Total Hours:

Sleep

Eating

Bathroom

Shower

Household
Total Hours:

Housework

Food
(prep and
clean up)

Laundry

I.
Activity

II.
Average
Hours

per Day

III.
Effort Factor
(1 = most,
5 = least)

IV.

IV.
Fulfillment

Factor
(1 = most,
5 = least)
5 = least)

V.
E X F

(column III x
column IV)

VI.
Necessity,
Right-thing-
to-do Factor
(1 = most,
5 = least)

VII.
Worth-it
Factor

(product of
columns III,
IV, and VI)



How to Regulate Attention

– Get enough sleep.

– Watch what you eat.

– Exercise.

– Remove the biggest distractors in your environment.

– Achieve the right balance between structure and novelty.

– Build variety into your day.

– Have a human moment.

– Don’t expect your peak attention to last indefinitely.

– Avoid excessive use of alcohol.

– Take omega-3 fatty acid supplements.

– Promote a positive emotional atmosphere.

– Engage your frontal lobes.

In the power of fixing the

attention lies the most precious

of the intellectual habits.

– Robert Hall
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Challenging Brain Exercises

You will need to do these exercises on a table. You can print this page so
you can follow the directions.

In this section, you’ll find exercises to sharpen your brain. These exercises will challenge you.

Don’t be surprised if you get angry or frustrated. If you can’t do them all the first time, keep

trying!

Sit at a table, with two pieces of paper—one to your right and one to your left—and two
pens or pencils. With both hands, do the following exercises.

1. Draw simultaneously a vertical line with one hand and a circle with the other. Then,
draw the opposite thing with each hand.

2. Draw a triangle with one hand and a square with the other.

3. Draw a circle with one hand and a triangle with the other.

4. Draw two circles with one hand and a square with the other.

5. Draw two squares with one hand and a circle with the other.

6. Draw a triangle with one hand and a square with the other, while tracing a circle on
the floor with your foot.

7. Draw a triangle with one hand and two squares with the other hand, while tracing a
circle on the floor with your foot.

8. Draw a triangle with one hand, a square with the other, trace a circle on the floor with
your leg, and do two head nods forward and two head nods backward.

9. Draw a triangle with one hand, a square with the other, trace a vertical line with one
foot and a horizontal line with the other foot.
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Twenty Questions to Knowing Yourself

1. What are you best at doing? You ought to do most what you do best. It is amazing
how many people spend years trying to get good at what they’re bad at, instead of
getting better at what they’re good at.

2. What do you like to do the most? Unless it is illegal or bad for you, you ought to pre-
serve sizeable chunks of time for what you like to do the most.
If it is also productive and useful, it ought to be your career.

3. What do you wish you were better at? Your answer here may guide you to a course
you should take or to a mentor you should work with. On the other hand, it could be
an indication of a task you ought to delegate or hire someone else to do.

4. What talents do you have that you haven’t developed? Don’t say none. Everyone has
bundles of them. Pick a few. Don’t hold back. Just because you name them, doesn’t
mean you have to develop them, but you might want to develop one or two, or you
might not. No one can develop all the talents he or she has.

5. What are the skills you have that you are most proud of? This answer usually reflects
what obstacles you have had to overcome, as we tend to feel proudest of what came
hard.

6. What do others comment on most often as being your greatest strengths? This ques-
tion is designed to help you identify skills you have but may not value because they
seem easy to you.

7. What have you become better at that you used to be bad at? This question gives you
an idea of where putting in additional effort can pay off.

8. What are you unable to get better at, no matter how hard you try? This tells you
where not to waste any more time.

9. What do you dislike doing the most? Your answer here suggests what tasks you might
want to delegate or hire out.

10. The lack of which skills gets in your way the most today? If you lack a skill and you
can’t delegate it or hire it out, then the lack of that skill is getting in your way. Your
answer to this question might lead you to take a course, read a book, or work with
a mentor or a coach.

11. What sort of person or people do you work with best or worst? Do you hate to work
with highly organized analytic types, or do you love to work with them? Do creative
types drive you crazy, or do you do well working with them? Make up your own cate-
gories.

12. What sort of organizational culture brings out the best in you? Extrapolating from
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your answer to the previous question, define what organizational culture is likely to
bring out the best in you, keeping in mind the huge varieties of organizational cultures
out there. It is amazing how many people won’t leave a culture they are hideously
unsuited to work in.

13. What were you doing when you were happiest in your work life? Could you possibly
find a way to be doing that now?

14. What regrets do you have about how you have run your career? Could you make any
changes based upon those regrets?

15. What are your most cherished hopes for the future workwise? Knowing that fear is the
only true learning disability, what stands in your way of realizing those hopes?

16. What are you most proud of in your work life, and in your personal life? Your answer
here is another tip-off to what you should be doing.

17. What lessons would you want to pass along to your children about how to manage
their careers and their personal lives? This question is another way of trying to get at
your most important views on what you have done, what’s worked, and what hasn’t.

18. What is the most important lesson that you learned from your mother and your father,
one from each, relating to work and to personal life? As you reflect on this, you’ll get
an idea of how attitudes get passed along from generation to generation, and how
those attitudes shape how your mind works.

19. What one lesson did the best boss you ever had teach you about yourself? Tapping into
the insight others have on us is extremely helpful. Others often know us better than we
do.

20. What one change in your life has taking this test led you to consider making?

Knowing others is intelligence; knowing yourself is true wisdom

—Lao Tzu
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The Six-Step Plan for Dealing with Overload

Step One: Control
We give away control in modern life. We give away control to our cell phone. When it
rings, we answer it. We give away control to email. We compulsively put the email in
charge, the cell phone in charge, the television in charge, the committee that wants us, the
cause that wants us, the boss who wants us to give up our vacation and work the week-
end—we give away control.

Get it back! You can turn off your cell phone, for example. You can set limits on how
much time you give over to email. You’ll feel so good when you take back control. You’ll
sleep more, you’ll get more work done, you’ll be in better health, better emotional shape;
everything will improve. So, take back control.

Step Two: Cancel
Think: What can I cancel? What appointments do I have? What standing appointments
can I cancel? What committees that I’m part of can I stop attending? What obligations can
I cancel? What have I signed up for that I don’t want to be part of?

When you cancel something, don’t replace it with anything. Let it stay open. Doing noth-
ing, daydreaming, can be a time when you actually think — a disappearing art.

Step Three: Cultivate
Cultivate what matters to you. Cultivate people and projects that matter to you. Cultivate
those activities that are rewarding to you. Don’t let modern life intimidate you. Don’t let
modern life fill you so full of fear that you don’t dare do what matters most to you.

Step Four: Create
Creating structures, systems, routines that put you into a rhythm allows your cerebral cor-
tex to spend more time thinking and less time micromanaging every single little decision
you have to make.

Step Five: Choose
Choose what matters most. In the beginning of this guide, you did an exercise on prioritiz-
ing. If you don’t choose what matters most to you, guess what? It’ll be chosen for you.
Someone else will set the priorities, and how many of you are living lives like that right
now, in which someone else has set the priorities, and you feel a slave to their priorities?
Don’t let that happen.

Step Six: Connect
Positive connections are the key to everything good in life. Connect with those people,
those places, those projects that matter most to you, that are most sustaining, most
necessary.

I have a theory about the human mind.

A brain is a lot like a computer. It will only take so many facts,

and then it will go on overload and blow up.

– Erma Bombeck
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Seven Steps for a Better Daily Schedule

A daily schedule will help you plan every part of your day, increasing your control over how

you spend your time—letting you get more done and feel more productive.

Here’s how to make one.

1. Using a ruler, draw a chart for all your waking hours, using one square for each half-
hour. Label each square with the starting time for that half-hour block of time.

2. Make a list of all the things you will do that day, from getting up to going to bed.

3. Write things into your chart, beginning with things that have specific start times.
Be sure to add in travel time and other delays.

4. Next, move on to things you need to do that don’t have specific start times. When
finding blocks of time to fit them in, be sure to think about the time of day you are
choosing so that you match your natural energy rhythms.

5. Give yourself breaks! Schedule in lunch breaks, bathroom breaks, or just relaxation
breaks.

6. Use different colored markers to color in different types of responsibilities. This way
you’ll get a good sense of how balanced your day is just by looking. If there is too
much of one color, you’ll know that you are overloaded with that type of activity.

7. Remember that we can’t predict what’s going to happen every day. Good time
management means being flexible when necessary.
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iJournal-any additional thoughts, ideas, or insights to further personalize this material.
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iJournal
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Become Inspired with These Extraordinary Programs
from Nightingale-Conant

Change Your Beliefs, Change Your Life:
How to Take Control, Break Old Habits,

and Live the Life You Deserve
By Nick Hall, Ph.D.

20970CD

Creating Miracles Every Day:
How to Turn Ordinary Moments
into Extraordinary Experiences
By Richard Carlson, Ph.D.

19110CD

When Having It All Isn’t Enough:
Resolving the Top Ten Dilemmas of the High Achiever

By Jim Warner
23120CD

All available from Nightingale-Conant
at Phone: 1-800-525-9000

or visit our website at www.nightingale.com

or for our UK clients
Phone: 01803 666100 • nightingaleconant.co.uk.

25260PG1-WCDR


	Table of Contents
	Introduction
	What Really Matters to You?
	What Do You Want to Include in Your Life?
	The Handy Dandy Anti-Worry Schema
	Tips for Getting Back to C State
	The “Worth It Factor” Grid
	How to Regulate Attention
	Challenging Brain Exercises
	Twenty Questions to Knowing Yourself
	The Six-Step Plan for Dealing with Overload
	Seven Steps for a Better Daily Schedule
	iJournal
	Become Inspired with These Extraordinary Programs from Nightingale-Conant

	as one person: 
	undefined: 
	undefined_2: 
	1 1: 
	2_2: 
	1_2: 
	1_3: 
	Personal Care Total Hours: 
	Laundry2: 
	Personal Care Total Hours1: 
	Personal Care Total Hours2: 
	Sleep: 
	Sleep1: 
	Sleep2: 
	Eating: 
	Eating1: 
	Eating2: 
	Bathroom: 
	Bathroom1: 
	Bathroom2: 
	Shower: 
	Shower1: 
	Shower2: 
	Household Total Hours: 
	Household Total Hours1: 
	Household Total Hours2: 
	Housework: 
	Housework1: 
	Housework2: 
	Food prep and clean up: 
	Food prep and clean up1: 
	Food prep and clean up2: 
	Laundry1: 
	Personal Care Total Hours3: 
	Personal Care Total Hours14: 
	Personal Care Total Hours25: 
	Sleep12: 
	Eating12: 
	Bathroom12: 
	Shower12: 
	Household Total Hours12: 
	Housework12: 
	Food prep and clean up12: 
	Laundry: 
	Laundry12: 
	Sleep14: 
	Eating14: 
	Bathroom14: 
	Shower14: 
	Household Total Hours14: 
	Housework14: 
	Food prep and clean up14: 
	Laundry14: 
	Sleep25: 
	Eating25: 
	Bathroom25: 
	Shower25: 
	Household Total Hours25: 
	Housework25: 
	Food prep and clean up25: 
	Laundry25: 
	ijournal2: 
	ijournal1: 


