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Dedication

Janis

To Professor Shawn H. McCarthy, my successful stepdaughter. She gets everything done 
. . . and done well. She always has a detailed plan for meeting her personal and profes-
sional goals. She is the most organized time manager I know.

Allison

To Jose Martinez-Diaz, who always made quality time for people, and who always seemed 

Shauna

-
lieved in me more than I ever could. To Megan Lorne, one of the most successful time- 

repay. 
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Forewordvi 

Foreword by Darnell Lattal

that lead you mostly to feel you can never truly get the proper use of time under control. Perhaps you are an 

the way you look at time.

• -

• -

• values-driven life.

-
teracts with others, even while working to achieve personal goals along the way. Watching her, you know after 

it easy for you to master principles of self-change that can then apply to every aspect of your life. Allison is 

-

something that helps you really feel that fact.”

Shauna Costello is a direct, clear, and open person who invites you in to see her as she is. She is a feisty time 
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Foreword vii

-
es our uniqueness, that we are not the same and therefore how we manage the conditions that surround us will 

stories has a well-chosen purpose. For me, Janis’s central message is value yourself

assessing what we do against how we affect this world along the way. I am reminded of Allison’s sage advice 
as I enter each day to take care to consider this scarce resource called time. I thought of Shauna’s clarion call 

values that guide whatever immediate and longer terms goals I set. What difference does it 
make if I accomplish great tasks involving good time management if I do not consider their effects? I hear Ja-

letting time run mindlessly away.

us all a chance to address the tips and strategies they offer against a plan for self-improvement. Look for the 

a feeling of satisfaction that today, and every day, you used time for good cause. What’s in your pink folder?
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Behavioral Tools that Get Stuff Done ix

 
 
   Preface: This Book Is Not for the Faint of Heart

 
 

Manage Your Time Like It’s All You’ve Got
Pausch*. Professor 

To a great extent (much greater than you may think), you can control your time if you accept these two prin-
ciples:

Applied Behavior Analysis demonstrates that 

• 
• 

other people) assertive tough love is required.

instance, use -
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Manage Your Time Like it’s All You’ve Gotx 

• whining

• 

• talk that delays action

• repeating the same stories or excuses

• off-task information

antecedent to prompt and reinforce an alternative 

are our

-

a different part of their lives.

-

causes of diseases (something’s in the water) and making the little town healthier. This doesn’t mean they don’t 
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using his time to help more people.

-
dents sneak to his door and ask for his help.

-

-
ple, the terms reinforcer, reinforcement, and positive reinforcement

-

TMenglishTranscript.pdf
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Introduction xiii

Introduction
Manage Your Time Like it’s All You’ve Got: How to Get Started

“Drive thy business or it will drive thee.” 
—Benjamin Franklin

feeling like you’re reacting to others’ priorities, 
you’ll feel more in control.

-
ments right away as a result of changes in your 

to the priorities you set for yourself. This means

which don’t support those priorities, 
even though the pressure to use 
your time doing activities that don’t 

time you give away to other people’s requests or interruptions.

schedule.

Image courtesy of Michael McCarthy: used by permission
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-
haviors when they use your time well or waste 

• 

• 
you want to strengthen.

you make changes: perform a test, also known as 

-

productive priorities.

Post-intervention:
Are you spending more time on your priorities?

your customers?

If your answers are yes to these questions, your 
test results show you that your intervention is 

and measure the frequency of your productivity. 

Image courtesy of Michael McCarthy: used by permission

Image courtesy of Michael McCarthy: used by permission
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Chapter One
Your Values and Goals

The Question

A�ison writes:
I was recently watching a rerun of an old show. The main character was applying to colleges and was fretting 
over one of the essays she had to write. The instructions were to write an essay that answered the question, 
“What is the most important thing in your life?”

The show never revealed how she answered it. I was bummed; I wanted to know!

To satisfy my curiosity on this topic, I allowed myself to take a little trip down a rabbit hole. (“Rabbit Holes” 
are not always bad! More on that later.) I couldn’t help wonder how I would answer that question. And then 
a memory popped in my head.

I was in my childhood bedroom, 17 years old, sitting at my computer desk that faced the window. It must have 
been between 6 and 7 a.m. There was nothing very special about this morning, but it stands out to me because 
I had recognized that I had been feeling very happy lately. And I hadn’t felt happy for a long time. I remember 
thinking, “Why am I feeling happier lately? What’s different now than before?”

It didn’t take long for me to realize what it was.

I had recently taken the time to think about what was important to me, what I wanted for my life, and who 
I wanted to be. I realized that before this, I had never seriously thought about it. And during this exercise, it 

actions were leading me to the future I envisioned for myself, or whether they were aligned with the person I 
wanted to be for myself and for the people I cared about.

I know; I was only 17. What did I know? But this exercise changed my life from that moment on. It prompted 
me to set goals that were meaningful to me. And these were simple things! I remember some goals were sim-
ply small challenges for myself to improve certain skills. For example, I signed up for a speech class (which 
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Section 1 • Managing Our Own Behaviors4

avoided it, which made me feel bad.)

I also set a goal that would help me be more aligned with who I wanted to be. I had been spending most of my 
time with friends and missing out on family events. I made a goal to plan more time with my siblings. I also 
made a goal to schedule more time for activities that I found fun (rather than always doing whatever friends 
were doing).

These goals gave me that feeling of “looking forward” to something. They gave me an opportunity to notice 
progress toward something I desired. They gave me a sense of excitement—a sense that I was on a journey. It 
may have been a small one, but it was meaningful to me. The goals also made me feel proud of myself more 
often, as I had something concrete to self-evaluate my actions against. I believe this was responsible for my 
increased happiness.

I realize now how I would answer the question, “What is most important to you?”

The most important thing to me is the very act of answering that question! The act of answering, “What is most 
important to you?” and doing so regularly is a catalyst to setting meaningful goals, having something to look 
forward to, and taking purposeful action toward it.

It turns out that the act of answering this question is helpful to many others, too. In fact, this is at the heart of 
Acceptance and Commitment Therapy (ACT) coined by psychologist Steven Hayes. ACT is an effective, empir-
ically based therapy that uses acceptance and mindfulness strategies, together with commitment and behav-

Behavior Science, n.d.).

ACT is all about helping others live a rich and meaningful life through committed actions, which are guided 
by and motivated by values.

Values
Goals provide a sense of direction and give us things to “look forward” to. But people can set goals and still 

but a missing sense of purpose.

In his book The Happiness Trap values as “. . . our heart’s deepest desires: how we want to 
be, what we want to stand for, and how we want to relate to the world around us. Leading principles that can 
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