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A FACTORY of ONE

Applying Lean Principles to Banish Waste
and Improve Your Personal Performance

Daniel Markovitz

(4RC) CRE Press




What's the value?
What's the waste?



Job

Value-Added-Activity

Non-Value Added Activity

Waste

Lawyer

Drafting patent claim

Calculating billable hours

Correcting errors
made by associates

Shoe designer

Choosing colors and
materials

Entering information into
product spec sheet

Resending lost files to
the factory

Surgeon Operating on a patient | Filling out billing codes Waiting to begin a
delayed procedure

Architect Designing a house Taking con education | Following up with a

classes materials supplier on

delayed samples

Florist Arranging a flower Replacing a chipped

display vase
Underwriter Determining premium Looking for lost paper

Duh

or electronic files




Redesign the work.



A typical Toyota assembly line in the
U.S. makes thousands of operational
changes in the course of a single
year. That number Is not just large, It's
arresting, it's mind-boggling. How
much have you changed your work
routine In the past decade?

- Charles
Fishman



Information 5S


















am 2 cefnrededd

‘lr'1"||‘|'|l
i -




Frequency-based
Organization



Working files:
(1) frequent retrieval
(2) predictable retrieval

Reference files:
(1) infrequent retrieval

(2) unpredictable retrieval
Archive files:

(1) no plan to retrieve, but

have
tN0 retain



“One step,
one second,
one yen.’



Reference

files Working files




¥ DEVICES
4 Milo
£ iDisk
@ Remote Disc
Time Machine Backups )
¥ SHARED
&l LPER1099
i Seymour
¥ PLACES

A Desktop
ﬁ’} Guest

ﬁ Applications

i Documents

¥ SEARCH FOR
() Today
(- Yesterday
(-] Past Week
All Images
All Movies
All Documents

» [ Acme Widgets
> Dewey, Cheatem, and Howe
» [ Nebula Industries

» [ Handouts

» [ Invoices

» (] Presentations

» [ Proposals

[ 2 Reference

- L}
¥ @ Clients
» (] Acme Widgets
» [ Bailey Savings & Loan
» (] Gekko Industries
» [ Taggart Railroads
» [ Financial & Tax
» [ Interesting Articles
» (] Newsletters
» | ] Old Presentations

» [ Old Tax Stuff
» [ 4 Personal



MAILEOXES
> 5= Inbox

@ Outbox
» <3 Sent

(2 @ Junk

> E‘ Trash

ON MY MAC
(£ Lynn

TIMEBACK

] All Mail

(£ Travel

Processed Mail
(The "big pile")

Sort by Date

_ support@oemconsultants.ca 11/29/2012
OEM Lean101 - Lean Leadership Registration Info...

_ Amanda Day 3/18/2013
Lean Product Development: Unfinished Video

_ TrackingUpdates @fedex.com 4/2/2013
FedEx Shipment Motification

@ Carolyn Hill Yesterday
Update on payment

® Ted Ganio Yesterday

+ RE: 11l be at CamelBak tomorrow aftermoon

_ CEO Briefing 11:01 AM
Go Ahead. .. Drive Your Company Out of Business

Unread mail

@ Ted Ganio

To: Daniel Markowvitz , Kerr Tuuri , Jonathan Wambold <JWambold @ cal
Ceo: Suzanne Waters
RE: Il be at CamelBak tomorrow afternoon

Dan -
Suzanne is working on getting Part #s documented for all parts ne

Can you move forward with the required math to determine how
day shipping? Also, run numbers on kanbans in SDG for monthly
Warehouse already and their biggest question will be “How much

Thanks,
Ted

From: Daniel Markovitz [mailto: dan@timebackmanagement.com]
Sent: Wednesday, April 03, 2013 10:15 AM

To: Kerri Tuuri; Ted Ganio; Jonathan Wambold

Subject: T'll be at CamelBak tomorrow afternoon

Kerri, Ted, Jon —
I'll be working with Ananda and Liz tomorrow afternoon arou

Let me know,

Dan
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4 Maitbox
47 Inbox
. 170 READ
&3 Admin
@ Meetings and Events

dl Projects
4 | | Things I have Deleted (549}
L 2010 Al

|_J 2010 KEEP

U4 Sent ltems

il




Standard Work



Poll #1



The OD’s:
Dum

Pelegate
Do

Designate
(now)



Inbox - Microsoft Outlook

© Eile Edt  Mew Go

Tools

Actions  Help  Adobe PDF

Cadbew < | A5 X i Reply aReply to Al (-2} Forward -_‘E Send/Receive - %}Fi_nd @ @ Typeacontacttofind  ~ | (@) ! Eﬁ E';] ! g;]!
G} Cne-Click Meeting Eﬁchedule Meeting | WebEx = !

Fawvorite Folders

[ ) Inbiox

| Lhread Mad
o Folbs Lp
@ Sent Tkems

All Mail Folders

=l 258 Mailbox - Kim, Kanoi T

[ 2007 Update
[ 2003 LRP

[ 2003 Plan
[ 2003 PMP

[ 2003 Update
[ 2009 LRP
[ 2009 M0
[ 2009 Plan

[ 2009 Update
[ 2010 LRP (1)

3 2010 Plan (1)
[ 2010 PortFolio
[ 2010 Update (1)
[ 2011 LRP

[ 2011 Plan

3 2011 Update (1)

3 Close

@ Drafts [5]

rs

1 2010 One Month La__|

(3] Deleted Items (1

=

B, 4| 0y|@|Size  |From | Subject ) )
,L} 8 KB Mavrogenes, Mick ‘WebE:x R | g ht'CI |Ck O n
=3 1 MB Feltavich, Sue M Fits skeps For Milestone Fepo
=] 4 KB Mirgali, Mariam RE: Best practice sharing bet m essag e to Ope n Is
i=1 @ 1 MB Felbovich, Sue M Fitd: RED Systems - Factorg| the d Ialog bOX
=1 1MBE ‘Wu, Steven Z steps for Milestone Repgdfting

=

2 kB

Feltovich, Sue M

RE: Open Req Diregr Email Communication - R&D Swstems Vision (DRAFT)

Wi, Skeven Qpen ®Reporting Syskem pre-implementation survey - Far Sue and Kanaki ko rewvigw
=] 4 KB Macias, Joal =§  Print Train the Trainer with Dan Markowitz (Produckivity Consultant)
= 3kE Bessette, O i< to R4 Kimeline
- "4 Reply : —— :
= 3KB Hu, Grace M ation Close Cuk Meeting - Alignment & Planning
=] 3 KB Wu, Steven & ezl 0 ¢ =lopment: Metrics Handbook,
T
= 1 KB Parker, Carg E5e Farward n Close Quk Meeting-4/25)117
(= 21 KB Daniel Marks Fallaw Up p [0 Dan ko present resulks bo direckor keam

|/_—~:ﬂ Mail

., .

A Mark as Unread

n Markovitz (Productivity Consultant)
2 ment.com]

Cakeqories. ..

Re: Outlook Train t

Find all 3
@ Create Rule...

Daniel Markowitz [dar

To: EKimn, Kanoki T

Junk E-mail 3

Mo problem. See you o

Dan

On blar 18, 2011, at 9:45 AW, K, Kanot T wrote:



Inbox - Microsoft Dutlook

File Edit ‘iew Go

Tools

Ackions  Help  Adobe PDF

D adNew - | (A3 > | i Reply QReply bo Al (g Forward | '—% Send/Receive - | %}Fi_nd @- | GY Typeacontacktofind - | @) ! % Ea ! g;.l !

el One-Click Meeting | ﬁSchedule Meeting | WebEx !

Favorite Folders

rj Inbox

L Lread Mad
| P Foldos Lip
E Sent Ikems

All Mail Folders

=1 E6F Mailbox - Kim, Kanoki T 22
[ 2007 Update
[ 2008 LRP
[ 2002 Plan
[ 2008 PMP
[ 2003 Update
[ 2009 LRP
[ 2009 MO
23 2009 Plan
[ 2009 Update
4 2010LRP (1)
3 2010 One Month La__ |
[ 2010 Plan (1)
[ 2010 Partfaolio
[ 2010 Update (1)
[ =011 LRP
[ =011 Plan
[ 2011 Update (1)
[ Close
fa) Deleted Items (1

:@ Dralfts [3] ;I
B Mail

==

Calendar

Re: Outlook Train the Trainer with [

Daniel Markovitz [danié@@timebackmans
To:

Kirn, Kanoki T

f‘_a Junk E-mail [3]
[ Mon SAP Expense
o | Motes

@ Cutbo

B |+ [|@Size | From | Subject

a 3 KB Mavrogenes, Mick, WebEx Select Calendar

=R 1 MB Feltovich, Sue M F\W: skeps For Milestone Reporting Svwskem Dg

=] 4 KB Mirgoli, Mariam RE: Best practice sharing bebween our group and Cl ICk O K

= 1 MB Feltowvich, Sue M F'\W R Swskems - Fackory Wiew (23, ppk

=R 1 MEB Wu, Steven £ steps for Milestone Reporting Syskem Demo

= 2 KB Feltovich, Sue M RE: Oper [l =]

= 13 KB Danizl Markowvitz Re: Cutle

- Move the selected items to the Folder: -

=3 I &7 KB Wu, Skeven Z RE: Miles Wi

= 4 KB Macias, Joan RE: Cutle ;I |LI

= 3 KB Bessette, Catherine M RE: R& a Cancel |

=% 3 KB Hu, Grace M RE: HZ &

= JKB Wu, Steven Z Froduct [ Mew

= 1 KE Parker, Carol R HIC Alloc 1] Contacts

a 21 KB Daniel Markovikz Re: Sche (5] Deleted Items (172)
@ Drafts [3] R
[ Inbex e—
A3 ournal

Mo problem. See yvou on Monday morning,

Dan

O 3ar 18, 2011, at 45 A, Eun, Eanot T wrote;




'\EI kin D5 ' afn
i Eil& EdlE ﬁiew .'Q& '.1_'|:u:||,5 Actions  Help

idlew - |‘f‘ﬁ X | aReply dReply i

Favarite Folders

 RE: Please contact me to set up a training plan - Appointment

éEi_I_e Edit Wiew Insert Format Toaols  Actions  Help

i save and close | 4 ] | O v ©

arranged By: Date

Recurrence. ..

y n&l Snaglt | | Menu [De

L] Inbox (15} i~ Loder, Adrienne D |M|
L= Sent Ttems RE: MDA betwes
£l Mail Faolders =4 Colleen West Subject: |RE: Please contact me to set up a training plan
s RE: I think we're ,
= Eﬁ' Personal Falders ] ) Location: | R | Label: D CEEa
H (5] Deleted Items | Vistage Yoice
L7 Drafts Yiskage Yoice: Ex
= [ Inbox (15} (-1 Eob Emiliani Start time; || Thu 5/22/2008 v|l7:308m v [alday event
) [ Processed Emai Re: Mice worlk an End kime: |Thu 5/22/2008 = | |8:IIII:I A v |
% Jurk E-mai [ Jeffrey Gitoms
U Outho TeFfrey Gi e
2 v Gikormer
— [+]Reminder: | 15 minutes w @ Sho time as: | [l Bus W
G =k ltams =] Skewart, Mary | | . b

3 [ Search Folders RE: Here's the p

= Q Archive Folders o
(a] Deleted Items i Stewart, IME'W E 0 c
o I Dt bR RE: Please contack Orlglnal
[ Pracessed Email | (=1 Roland, Susan g |
E, Search Folders RE: Please reser | emal
-4 Roland, Susan
RE: Flease reser
=4 Alaina Sudeith
_ Fallowing up
“Mail i1 Petra Sochacky
Re: when do vo

-1 bizjournals.co

TEE N L Business Serviced [ Contacts. .. ] | | [Categclries... ] |

35 Items



IL*) LEAN FRUJCLT - WHILTUS UL ULIOOE = O A Ly

! File Edit WView Go Tools Actions Help Type a question For help = [ut -
,j_]ﬂew - @ LE X Qﬂeply QReplytn All @an_uard H ? '-ﬁ send/Receive - @ [} Search address books - .@ Advanced Find... s Firne
0| @pak © AR 9 B | Messooes =ELY X
EMSKCC Communicator B
it
Mail « ||C3 LEAN PROJECT Search LEAN PROJECT Pl «
Favorite Folders ¥ |4 [0/8 From Subject Received Categories L |A - =
Mail Folders % [=  Omur, &lp/Hospital Admi.. RE: Possible dates for consultants... Wed 1,/14,/2009 3:57 PM (a]
1
EAII Mail Items - i=4 Solomon, Stephen/Radiol... RE: dates for hoskins group Mon 1/19/2009 7:15 AM (w)
) o
3 Coding - & {1  Hagerty-Paglia, Judy E./H... RE: dates Mon 1/19/2009 9:358 AM i E
[ Equipme f=3  Omur, Alp/Hospital Admi... RE: dates Thu 1,/22/2009 10:09 AM =
3 pacuxfel % Omur, Alp/Hospital Admi... Re: Do you have confirmation for ... Wed 3/11/2009 7:43 PM Right-click on flag
3 RA {=y @ Hagerty-Paglia, Judy E./H... RE: IR Project team Mon 3/16/2009 7:07 AM m
Websit
g w:ds,:.,fg (= I Goyal, Sameer/Hospital &.. IR Current State Map Mon 3/16/2009 11:30 AM -
- L ST S c Al
=l £ SIRSPHERES .—i (il Hagerty-Paglia, Judy E./H... Patient Flow - Interventional Radi... Mon 3/16/2009 2:45 PM ¥ Toda -
L3 Ptsivolur (=3 Blaskey, Laile J./Hospital ... Re: IR codes - current Sat 3/21/2009 §:56 AM § = .
3 Video proje: =1 @ Omur, Alp/Hospital Admi.. RE: Training Materials Mon 3/23/2009 1:13 PM X" Tamorrow
=l [ 2 REFERENCE/A i<y  Blaskey, Laile J./Hospital ... SharePoint Site: Mon 3/23,/2008 3:27 PM Y This Week
[ Academic =) 1 Goyal, Sameer/Hospital A... IR Charter Thu 3/26/2009 8:42 AM -
3 Cytology res ! : \ REE

(=3 Blaskey, Laile J./Hospital ... Re: IR pt flow - timeslot for weekl... Fri 3/27/2009 6:15 &M
=5  Blaskey, Laile J./Hospital ... IR Patient Flow - Sharepoint Site Tue 3/31/2009 5:24 &AM

3 Denver shur
[ LEAN PROJE

3 Oncology ta
[ personal in

[ Personal Qu

Ca PF

[ Radiation re

[ Receipts, ett w

Mo Date

Custom...

|

Add BEeminder...

Patient Flow - Interventional Radiology Project

Hagerty-Paglia, Judy E./Hospital Administration
Sent: Mon 3/16/2009 2:45 PM
To Solomon, Stephen/Radiclogy: Brody, Lynn A. Radiclogy; Soto, Patrida A. Hospital Administration; Gorman, David/Radiology:

Clear Flag

Set Quick Click...

||

Tation;

Our last meeting delivered some valuable ideas and insights. I'd like to take the following four ideas and assign teams to dive more deeply 5

into them and generate a list of action items — either for further assessment, or for an implementation plan.

Please see my further notes below:

L
e L bj—

bl 3 (2 -

FE R TR | ot [ S S 'Y T Y U _ S S —



Mail « ||Cd LEAN PROJECT Search LEAN PROJECT Py
Favorite Folders ¥ |41 @ From Subject Received Categories i'd |A
Mail Folders * =3  Omur, Alp/Hospital Admi.. RE: Possible dates for consultants... Wed 1/14/2009 3:57 PM
PJA” Mail kems - i=y  Solomon, Stephen/Radiol... RE: dates for hoskins group Mon 1/19/2009 7:15 AM
3 Coding - & i=3 Hagerty-Paglia, Judy E./H... RE: dates Mon 1/19/2009 9:35 AM A
[ Equipme f=  Omur, Alp/Hospital &dmi.. RE: dates Thu 1/22/2009 10:09 AM 1
Capacuxter || 3 omur, Atp/Ho: (ST 21 x|
BA i
E Websit i1 O Hagerty-Paglia Flagging creates a to-dao item that reminds wou to Follow up, &fter wou i
= w:dsrlnfg (=3 M Goyal, Sameer, Follow up, vou can mark the to-do ikem complete. I
= 3 SIRSPHERES (=i W Hagerty-Paglia |
3 Ptsivolur i<  Blaskey, Laile )
o

[ video projes
= £ 2 REFERENCE/A
3 Academic
3 Cytology res
3 Denver shur
3 LEAN PROJE
3 Oncology ta
[[d personal in
[ Personal Cu
Ca FF
3 Radiation re
[ Receipts, eti »

=3 @ Omur, Alp/Hos
=  Blaskey, Laile ]

=3 I Goyal, Sameer,
3 Elaskey, Laile ) | Reminder:

Due date;

f=3  Blaskey, Laile ) |Tuesday, September 04, 2012 j |5:00 j e

Patient Fl | Clear Flag | 4 I Cancel
atlen ow -.

Hagerty-Paglia, Judy E./Hospital Administration
Sent: Mon 3/16/2009 2:45 PM

To Soloman, Stephen/Radiclogy; Brody, Lynn A, Radiclogy; Soto, Patrida A. MHospital Administration; Gorman, David Radiology;

-
~!

them and generate a list of action items — either for further assessment, or for an implementation plan.

el 3 (2 -

Please see my further notes below:

Our last meeting delivered some valuable ideas and insights. I'd like to take the following four ideas and assign teams to dive more deeply into

™
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! File Edit View Go

Tools

Actions  Help

Type a question Far help

b

:EH New ~ | g8y X | B g | Today | @ Searchaddressbooks v | (@) | Advanced Eind... .
(86| @Back @ | A [H (& 9 | FR | DaviweekMonth -
Calendar £ Day M Maonth & Show work week &} Show full week
4 September 2012 F
(€ (3) September 03 - 07, 2012 Search Calendar Py
S M TW T F 5 a
26 27 28 29 30 31 1 Wednesday A
3 4 5 68 7 8
9 10 11 12 13 14 15
16 17 18 19 20 21 22 =
23 24 25 26 27 28 29 2 am -«
;1 2 3 4 5 6
2] All Calendar Items
SUU
My Calendars =
[l Calendar
O Personal Calendar g 00
O £ calendar in Archive T
New Group
4 10 i)
People's Calendars =
] 8 IR Clinic/Radiology =
11 00
[ 2] zzCAL_IR_MD_Sche
|:| zzeal_RAD_IR_Sched
i) zzCAL_SIRTEX_PATIE
1] G zCAL SRTEX. 12Pm I
How to Share Calendars
Open a Shared Calenda 1 =
zﬂﬂ
300 - - :
,,,,, i
o Show tasks on: Due Date >
- Patient Flow -Inte.. = %
(18]
-
-



! File Edit View Go

[ New ~ | 50 X | BE

Artimmng Hale

Twng a question For help

Topls

23| @eak © |CA B |

Message

Patient Flow - Interventional Radiology Project - Message (Rich Text)

- =X

@

-

il - L« = ¥ 34 Find
f f f A, u iy =
Calendar « _% Q _% x F ! <
i S A Ll ' 2y Related -
Reply Reply Forward Delete Move to Create Other Categorize Follow Mark as
1 . ShipteTm"E zule - 5’ to All Folder~ Rule Actions~ - Up~ Unread | b Select~ P~y
Respond Actions Options IF] Find
1 Friday e
2 3 4 5 86 7 5
Follow up. Start by Tuesday, September 04, 2012, Due by Tuesday, September 04, 2012,
9 10 11 12 13 14 15 : _ S
16 17 18 19 20 11 22 From: Hagerty-Paglia, Judy E. Hospital Administration sent: Mon 3/16/2009 2:45 PM 3
73 24 7% 25 27 28 79 || To: Solomon, Stephen/Radiology; Brody, Lynn A, Radiology; Soto, Patrida A. Hospital Administration; Gorman, David/Radiology; ﬂ -
30
2] ANl Calendar tems [ |
Cc
My Calendars &
[¥] m Calendar Subject: Patient Flow - Interventional Radiology Project
O Personal Calendar Our last meeting delivered some valuable ideas and insights. I'd like to take the following four ideas and assign teams to dive E
O ﬁ Calendar in Archive more deeply into them and generate a list of action items — either for further assessment, or for an implementation plan. 3
-~ Eo ket i Please see my further notes below: =
People's Calendars % |
O &2 IR Clinic/Radiology =
O £ zzCAL_IR_MD_Sche
O zzeal_RAD_IR_Sched
[ izl zzCAL_SIRTEX_PATIE
How to Share Calendars
Open a Shared Calenda =
-
ld Mail ~ 00
| Calendar
3 4] 3
Fe

Show tasks on: Due Date

L

Patient Flow - Inte...

Tasks
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34567

9 10 11 12 13 14 15
1la 17 18 19 20 21 22
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30 1 23 45 cf 7
2] All Calendar Items
2 00
My Calendars &
[wl] Calendar
O Personal Calendar ALl
O [ calendar in Archive
MNew Group 1 10 o0
People's Calendars % |
O #&! IR Clinic/Radiology 0
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How to Share Calendars v Next Week
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-
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2 00
Mark Complete
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Clear Flag
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Mail <« ||Cd LEAN PROJECT Search LEAN PROJECT ¥ &
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Mail Folders % f=  Omur, Alp/Hospital &dmi... RE: Possible dates for consultants... Wed 1,/14,/2009 3:57 PM o
n
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(3 RA = W Hagerty-Paglia, Judy E./H... RE:IR Project team Mon 3/16/2009 7:07 AM ﬁ
Websit
E w:ds:n:g (= W Goyal, Sameer/Hospital &.. IR Current State Map Mon 3/16/2009 11:30 AM -
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[3 video projes (= 1 Omur, Alp/Hospital Admi... RE: Training Materials Mon 3/23,/2009 1:13 PM E
=l 3 2 REFERENCE/A i<y Blaskey, Laile ] /Hospital ... SharePoint Site: Mon 3/23/2009 3:27 PM )
i S
E ﬁ:::j";:res (=1 I Goyal, Sameer/Hospital A... IR Charter Thu 3/26/2009 8:42 AM E
£ Denver shur {=y  EBlaskey, Laile J./Hospital ... Re: IR pt flow - timeslot for weekl... Fri3/27/2009 6:158 AM i
[ LEAM PROJE {=  Blaskey, Laile J./Hospital ... IR Patient Flow - Sharepoint Site Tue 3,/31/2009 §:24 AM
[[J Oncology ta - iz3ni i i =
[ personal in . . . . r
= personal ou— || Patient Flow - Interventional Radiology Project g
-
g :Fd_ . Hagerty-Paglia, Judy E./Hospital Administration =
adiation re =1
. Foll . T leted Friday, Feb 24, 2012, -
T Receipts, ett w ollow up, Completed on Friday, February 24, ..“"‘;'

bl 3 (& -

sent: Mon 3/16/2009 2:45 PM

To Solomon, Stephen/Radiclogy; Brody, Lynn A, Radiclogy; Soto, Patricia A, Hospital Administration; Gorman, David/Radiology;

Our last meeting delivered some valuable ideas and insights. I'd like to take the following four ideas and assign teams to dive more deeply into

them and generate a list of action items — either for further assessment, or for an implementation plan.

Please see my further notes below:
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“He replied all.”
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Flow,
or
Getting In the Zone



Mihaly Csikszentmihalyi

SYCHOLOG
AL EXPERIENC

wagry o

MIHALY CSIKSZENTMIHALYI

“Firw omiklet v @ 8 lorisen dinw By se A pagmrey sevibeld mald
]




To be effective, every knowledge
worker needs to dispose of time in
fairly large chunks.To have small
dribs and drabs of time at his
disposal will not be sufficient, even if
the total is an impressive number of
hours.

- Peter Drucker
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The Art of Choosing

SHEENA IYENGAR
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SHUPPING IS A BAFFLING ORDEAL




Choice Is Paralyzing

Ability to
choose & act

# of choices
(to-do list)
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