OVERWHELM

THE PROCESS OF OVERWHELM:   In this condition, one feels behind, with seemingly too many things to do.  One feels like he/she is a victim
 to those things.  Those things “have” him/her instead of him/her having them.  Per the definition
 of the word one feels “overpowered by a superior force”.
Recognize that overwhelm is a psychological state of mind, not a reality.  The reality is that one has a lot of things to do, but in the right emotional state of mind that is no problem.
The principle here is to provide “open space” (in the time dimension and psychologically), since overwhelm is a “tight, closed space” and is often similar to cutting off the blood flow.

PRINCIPLES:

Perception does not equal reality.  Unless someone is about to die and you can prevent it, there is probably less emergency than is perceived or believed.

Time spent need not expand to fill the amount of time available.  Funny how that happens, but Parkinson’s Law allows you to set the amount of time that will be spent, to toss out items and put in there what you will, especially “buffer” days where you can just work on prep items and on planning, without interruption or pressure (often out of the office!).  

As a manager or professional, you are not a work drone – you take time for perspective
 and never, ever allow yourself to get stuck in “doingness” the whole time.  If you’re doing this for personal things, you follow the same process.
Use the “Formula for Overwhelm”

See the following page and use the forms provided.
THE FORMULA FOR OVERWHELM :

Simply follow the checklist and you will come out the other end quite successfully.

I.          STOP
            Don’t be a victim, come back into control by stopping.
II. LOOK 

List all things you have to do in the next few weeks.   Sort everything that is sitting in your inbox, on your desk, etc.  See the formats for listing and scheduling, on the following pages.
III.       SEE   (Get overview, perspective, choose; you the form provided for the list)
            ___  What is priority in importance and what is not

            ___  What is and is not priority in terms of urgency

                     ___  What can be postponed

            ___  What can be deleted, shortened

            ___  Where “perspective” and refreshment time can be put in.

                    ___   Schedule in the time (even small amounts help), religiously take it

                    ___   Naps for perspective, efficiency

                    ___   Schedule in something, no matter how small, that is a joy to you

            ___  Where are you overhelping, where can you “let go”

                    ___   Delegate to an exaggerated degree

            ___  Where others can be enrolled in helping, taking over, etc.

                     ___   Acknowledge to others, you’re in time crunch

                             ___  Cut each meeting short by, say, 20 minutes

            ___ Where you need to let up on yourself (write this down!)   

                    ___   Allow self not to have to be perfect, heroic

            ___  Where your body is tensing

                    ___   Tense then relax each muscle (tickle this on computer!), prefer 2/day
            ___ Consult with someone who can help you with perspective and cleanly coach 

                     you; this is not the time where you are likely to be your clearest without 

                     help.

IV.      DO - Take action, with clarity, focus, ease and grace (as the standards!)

OVERVIEW OF POSSIBLE ACTIVITIES

You can fill in activities first, then look at them in perspective and classify them, allocating over time, possibly using the 4 Week Overview Chart, at the end of this piece.    Today’s date:  __________
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Notes:

OTHER COMMENTS

Do the classic time management thing, but in this case you may want to go through everything on your desk:

Get Help:  

    Enroll others in the project or at least have them be supportive

           I’m really in a time crunch, so I’ll need to have virtually no interruptions.  Thanks.

          Would you support me in getting organized.  I really feel like I’m in a time crunch.

     Delegate where possible.

           I’m really in a time crunch, what else can you take over?

Dump as much as possible

File Or Pile
      Make things look organized (a good idea psychologically, so you’ll feel on top of things)

      Put away as much as possible, even in boxes or baskets

Drop
     What can I let go of, or delete permanently, postpone

Rejuvenate
     Take a relaxing diversion or break

     Nap to refresh, allow perspective, increase efficiency.

POSSIBLE CREATORS OF AND/OR CONTRIBUTORS TO OVERWHELM:

Pressure from others

      Check it out with them to see if true and/or if ok if don’t do something or postpone for later.

Disorganization

      Read a book, get a helper to organize

Lack of time control

      Better organization system: Time management notebook and/or computer calendar

Lack of prioritization

       Doing a lot of low impact, unimportant activities

Doing too many activities

       Say no.

       Drop a lot of lower impact, lower importance activities. 

Lack of energy

        Despite seeming lack of time, exercise 30 minutes at least 4 days a week!  Very important!

        Sleep and/or rejuvenate in some way.

Burned out or loss of enthusiasm

         Doing the right thing?  
         Rejuvenate – Take a 24 hour period, at least, with no work
 of any sort,  just doing what you want to 

            do.  (Enter “rejuvenate” into the search engine on the site
.)

         Get a hobby, or make love more often…

         Definitely exercise!  And sleep!

4 WEEK OVERVIEW CHART

Insert any dates in upper right hand corner of a box, put hours next to each task.  Juggle and fit them, then tickle in a calendar if that works for you. 

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	

	
	
	
	
	
	
	


NOTES:

� Ironically, here is an opportunity to show strength and centering, but not letting this throw you off center, like some helpless wheel with the hub no longer centered.  A victim is a person who is helpless and unable to exert any power over the circumstances (note that, except in extreme cases, this is very, very seldom true).  You get to see if you want to choose to be a victim or not.


� 1: � HYPERLINK "http://www.merriam-webster.com/dictionary/upset" �upset� , � HYPERLINK "http://www.merriam-webster.com/dictionary/overthrow" �overthrow�2 a: to cover over completely : � HYPERLINK "http://www.merriam-webster.com/dictionary/submerge" �submerge� b: to overcome by superior force or numbers c: to overpower in thought or feeling – Merriam-Webster Online Dictionary


� Perspective is one of the greatest time savers and productivity increasers – if you want to be very successful in life, you need to get and then keep your perspective on a regular basis.  See The Site.


� A = Vital, big impact, high importance, B = Good substantial result, C = Fairly low impact.


� Urgency:   1 = due very soon, 2 = due next week, 3 = no real urgency, flexible


� Where you do not do anything but recreate – no work, no worry (stop any thoughts that occur), no nothing other than rejuvenating. Don’t even talk about it.  Don’t even take notes (if you must, then do as few as possible to jog memory).  A term used by the excellent coaching organization at � HYPERLINK "http://www.strategiccoach.com" �www.strategiccoach.com� .


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