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PREFACE 

This is a book for learning and doing self-management. While learning about 
self-management theories, techniques, and applications, you may be tempted to 
try them out. Do! This book is designed to help you use what you learn. By 
finding out which self-management strategies do and don't produce the changes 
you want, you'll learn a lot about psychology in general and about self-management 
and yourself in particular. 

This book was developed originally as a text for an undergraduate course 
called Self-Management. It  could, however, be "bibliotherapy" for constructive 
self-change in the hands of anyone with a college education. A good format for 
this would be an adult education class. 

The purpose of this book is the same in all contexts: to help readers behave, 
think, and feel as they want to rather than as they have to. To accomplish this, 
I've divided the book into three parts. Each part works on self-management at 
a more specific level than the last. 

Part I explains techniques for self-management and briefly describes the 
theories from which the techniques were derived. The techniques are drawn 
primarily from behavioral and cognitive psychology. Some promising self- 
management strategies are also borrowed from humanistic, psychodynamic, and 
Eastern psychology. In selecting the techniques to include here, I've been less 
interested in purity of theoretical approach and more interested in supplying 
you with techniques that research and experience have shown to be effective in 
self-management. 

Part I1 provides a concrete framework for assembling the techniques into a 
working whole-a Self-study. This part offers detailed instructions for conduct- 
ing the Self-study and an outline for writing a report on it. Following each 
chapter on a phase of the Self-study is a set of exercises that guides you through 
that phase of the study. 

The third part of the book goes into the specifics of changing particular kinds 
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of behaviors, thoughts, and emotions. Part I11 shows how the techniques de- 
scribed in Part I can be applied using guidelines in Part I1 to specific problems 
of self-management. The targets of application range from improved eating and 
studying patterns to getting along better with others and getting along better 
with yourself. The chapters here offer background information about the partic- 
ular problem area and guidelines for deciding whether you have that problem. 
Techniques, steps, and applications are illustrated with examples drawn from 
Self-studies of my students and clients of the Self-Management Institute. These 
chapters also explain when to seek professional help for a problem. Further 
readings and manuals developed for self-managing that specific problem are 
suggested at the end of each chapter. 

One more thing must be said: There are limits to self-management. This 
book should help readers solve some problems and prevent others. It's based on 
the best clinical research available. There's no substitute, however, for an 
understanding person with a warm smile and more ideas for solving personal 
problems than could ever fit onto these pages. Anyone seeking to change them- 
selves in dramatic ways should f i s t  consider how a clinical psychologist, psy- 
chiatrist, or psychiatric social worker could assist them in this task. 



ACKNOWLEDGMENTS 

The many students who've taken my self-management course made this book 
possible by encouraging me to continue teaching the course and by telling me 
that a single, comprehensive text was needed. Their Self-studies enrich this 
book immensely, too. 

Several graduate students supplied useful comments on earlier chapters, but 
Gary Brosvic was especially helpful in spotting everything from typos and 
grammatical slips to factual errors. My self-management of writing this book 
was facilitated by knowing that he would be reading and correcting what I wrote. 

Establishment of the Self-Management Institute at American University 
helped me translate many of my early ideas about self-management into con- 
crete procedures that wound up in this book. Several graduate students contrib- 
uted time and effort to getting the Institute going and deserve my special thanks. 
Linda Hurley's work with me on the Smoking Management Division of the Self- 
Management Institute taught me a great deal. Mitch Hugonnet, Betsy Cobrin, 
and Nadia Kuley worked hard to establish the Sleep Management Division. Gary 
Reich and Becky Petersen were invaluable in helping develop the Time Man- 
agement Division of the Self-Management Institute. Dr. Carole Hoage supplied 
criteria for a variety of eating disorders. She and Gary Reich gave insightful 
comments on the first chapters. 

The American University contributed to this book by giving me the oppor- 
tunity to develop my self-management course and by supplying room to house 
the Self-Management Institute. The university also helped by awarding me a 
semester sabbatical to write a major portion of this tome. Joan Wadsworth and 
Randi Berg, both of the Department of Continuing Education at American Uni- 
versity, helped integrate the Institute's offerings into the continuing education 
curriculum. This finally gave the Self-Management Institute a real "home" and 
a steady influx of clients. 



ACKNOWLEDGMENTS 

Ken King of Wadsworth Publishing was a delight as an editor. He inspired! 
His excitement was contagious and his advice helped. He taught me a great 
deal. I also wish to thank the publisher's readers for their many valuable com- 
ments: George Bergen, Castleton State College; Deanna H. Bowman, Univer- 
sity of Colorado; Cecil Duncan, Southern University; Sigrid S. Glenn, Center 
for Behavioral Studies, North Texas State University; P. P. Heppner, Univer- 
sity of Missouri, Columbia; Roger C. Katz, University of the Pacific; Sander M. 
Latts, University of Minnesota; Dan Perkins, Richland College; Arthur Resni- 
koff, University of California, Irvine; and Stanley L. Witkin, Florida State Uni- 
versity. I deeply thank one of Ken's colleagues, Bob Podstepny, for listening one 
day to my interest in writing a book on self-management, instead of badgering 
me to order texts from him. Gary Mcdonald was a wonderful and understanding 
production editor. 

Finally, I thank Bonnie for waiting to play until after I finished writing for 
the day, and Jan for taking care of Bonnie while I wrote. 



INTRODUCTION: 
HOW TO USE 
THIS BOOK 

SELF-MANAGEMENT AS A COURSE 

This can be the psychology course you always wanted to take. In this course 
you'll learn psychology not just from a book but from real life-yours! You'll see 
psychological principles working in your own behavior, thoughts, and feelings. 
We'll start with some basic theory and quickly move to techniques of self- 
management. Then I'll show you new ways to understand what you do, think, 
and feel. That's not enough, though. It's too easy to interpret thoughts, feelings, 
or behavior as being caused by one thing when they were actually caused by 
another. 

You can get a better handle on causes by manipulating each thing that you 
think might be a cause. Systematically manipulating the "candidate" causes is 
part of a Self-study. Self-studies go beyond isolating causes, though. Once the 
causes of a particularly troublesome (or infrequent but good) behavior have been 
found, you can modify them using psychological techniques. As you read, you'll 
be able put your new understanding to work, changing some of your behavior, 
thoughts, and emotions for the better. You'll also be able to understand what 
other people do, think about, and feel. 

How do you do this Self-study? When does it start? Is this going to be too 
much work? The "how" is what the &st and second parts of this book are about. 
Part I describes different tools or techniques that you can use to change your- 
self. Part I1 guides you through the Self-study step by step, with instructions 
that work for almost any type of self-change. Examples of how to apply the 
techniques and steps to achieve a variety of self-change goals are given in Part 
111. Part I11 also includes more detailed instructions on self-managing different 
areas of life. There you'll get a better idea of how much time a Self-study in 
that area requires, and how much work it should be. Most Self-studies take 
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more time than you planned and end up being more rewarding than you imag- 
ined. 

When does the Self-study start? Not yet. That's probably the biggest mis- 
take most people make when trying to change themselves. Too often they just 
jump right in without knowing what they're actually going to change, what 
techniques they could use to change it, and how to see if change really occurs or 
will last. Take your time! Read about the different techniques and the Self- 
Study steps, and then find the chapter in Part I11 that gives examples of self- 
change projects similar to yours. Then do the Self-study. 

I've been writing this introduction with the assumption that you're a student 
in a course on self-management, personal adjustment, or something similar. Maybe 
you're not. Maybe you picked up this book in a store or off a friend's shelf be- 
cause something needs changing right away but you're not quite sure what or how. 

First, please consider getting professional help: That's not an insult-it's 
good advice! At best this book only can help you solve the smaller problems. It  
may prevent some big problems from developing; however, if you've already got 
a big one, you should see a licensed clinical psychologist, a counselor, a psychi- 
atrist, a psychiatric social worker, or a psychiatric nurse. Call your college coun- 
seling center, college or local hotline, community mental health center, hospital, 
or private physician for more information. 

If your problem is not a big one, flip through the third part of the book. Many 
common self-management problems are covered there. You're tempted to go 
right to those pages? Go ahead! You might start with a glance at the index or at 
the chapters listed under Part I11 in the table of contents. Find the area you 
want to work on and scan the chapter. 

Some of it will make sense, but once in a while I'll refer to techniques or 
steps that you may not be familiar with. Those techniques and steps are covered 
in Part I. Going back and reading about them will be a worthwhile investment 
of time. You can go right to the pages describing the technique or step: Look it 
up in the index at the rear of the book. The index can be a sort of glossary of 
techniques and terms. You could even "read" this book by rummaging through 
the index-finding topics that interest you and flipping directly to those pages. 

SELF-MA NAGEMENT AS SELF-EXPLORA TION 

Whether you're using this book in a course or on your own, you're beginning a 
journey. I t  will take several months to complete. In some way you may stay on 
this journey for the rest of your life. Part of this journey will be discovering 
which techniques work best for you for specific problems. 

There are plenty of techniques, specific steps, and information about self- 
managing different parts of daily living in the following pages. Many of the tech- 
niques have been carefully tested in controlled research with people who are 
working on self-management themselves. You can read detailed descriptions of 
the research and theory behind each technique by looking up the articles and 
books cited in the text. (All articles and books are fully referenced in the bibli- 
ography near the end of the book.) 

Not all the techniques are equally effective, however. Following each tech- 
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nique, I usually indicate how effective it is and which techniques work best for 
which self-management goals. There can be no guarantee, however, that a given 
technique will work for you-certainly not the first time you try it. People are 
too complex for solutions to be simple, complete, or permanent. Try several 
techniques and find out which works best for you. To do this well, you'll need to 
collect information, or data, on what you want to change. Part I1 of this book 
shows you how to do this. Record these data continually for a week or two 
without using the techniques. Then apply one technique at a time for another 
week or two. Use only one technique at a time, so you'll be able to tell which 
one is or isn't working. 

The next step is to compare the data before and after you started using the 
technique to see if that technique worked and, if so, how well. This book shows 
you several easy ways to make these comparisons. If the technique didn't work, 
or didn't make a big enough change, try another. See which works best. Above 
all, keep trying. Persistence is the essence of self-management. 

This process of first learning theories and techniques of self-management, 
then learning how to apply them, and eventually trying out several on a problem 
of your own choosing trains you to be a personal scientist. You experiment with 
the techniques and ways of applying them until you get the combination of tech- 
niques that works for you. Also, as you read this book, you may find it easier to 
look a t  yourself as a scientist would. You may be able to step back more often 
and examine objectively what you think, feel, and do. After reading this book 
and doing a Self-study, you also should be able to decide more rationally, on the 
basis of hard data as well as intuition, how to change yourself most effectively. 
The particular changes you make, of course, are up to you. Self-management 
just supplies the means; you decide on the ends. That's where personal gets 
added to scientist. 

Having promised all this, I realize that this book may sometimes fall short 
of everything you and I want it to be. Some techniques may not work for you as 
well as I say they will. Some techniques not mentioned in these pages may work 
particularly well. How well or poorly the different techniques work, how your 
Self-study goes, and how this book helps (or hinders) your efforts at self- 
improvement are valuable data. Please feed this information back to me by writ- 
ing your comments on the feedback form near the end of this book. This way 
you'll help refine the techniques and applications described in this book. I'll try 
to put your suggestions into the next edition. Your contributions will be ac- 
knowledged, and they may make self-management a more powerful science, as 
well as a more pleasurable art. 



STEPS IN META SELF-MANAGEMENT 

1. Define the problem according to its 
antecedents, its characteristics when 
it occurs, and its consequences. Collect 
information on antecedent's and conse- 
quences, so you can accurately describe 
the environmental, behavioral, cognitive, 
and affective "parameters" of the problem. 
Collect dataon the problem itself, too, so 
that you know how bad or good it is now 
and whether your self-management efforts 
have changed it. Also define the problem 
according to your goal for the problem. 
Describe the goal in measurable terms 
(meso goal), the purpose that achieving this 
goal serves (macro goal), and the means 
or processes by which you'll achieve the 
goal for the problem (micro goals). 

I 
8. If repeated swings through these 
steps don't work, also return to Step 1 
but redefine the problem. Make the meso 
goals less demanding, and think about us- 
ing different micro (process) goals. Also 
examine your goals for conflicts: You may 
have chosen micro, meso, or macro goals 
that work against achieving other micro, 
meso, or macro ~oa ls .  

7. If the solution worked, implement it 
on a larger scale. Also con1:inue to collect 
data on antecedents, consequences, and 
the problem itself. If the solution didn't 
work, or if its results were not as good as 
you expected, you probably changed the 
wrong antecedents or consequences. Or 
control may have passed on to new ante- 
cedents or consequences. Perhaps your 
goals have become more demanding, too. 
Return to Step 3. 

6. Compare theactual benefits and 
costs to what you expected, and to what 
you need to solve the problem. Ask your- 
self if other chanaes in antecedents or 
consequences might be more beneficial 
or less costly-that is, might solve the 
problem more effectively, or with less 
expenditure of time, money, or effort. 

)r 

I 1 2. Translate the problem into a model 1 I of the basic elements of the problem. ( 
Describe how-by what psychological I ~rinci~les-the controllina antecedents I 
and consequences gain& their power. 
Here's where psychological theories 

3. Manipulate the model to generate 
alternative solutions to the problem. 
Which of the controlling antecedents and 
consequences could be changed to elimi- 
nate or reduce the problem? Don't worry 
about which changes are feasible yet. 
Consider lots of changes. 

4. Choose the solution that maximizes 
benefits and minimizes costs. List each 
change in controlling antecedents and 
each change in controlling consequences. 
For each, itemize the major benefits and 
major costs that you'd expect. Find the 
most cost-beneficial set of antecedent 
and conseauence chanaes. 

and see how it works. Enact the selected 
set of antecedent and consequence 
changes. See if the benefits and costs 
were what you expected. 



Introduction Understanding Self-Management 
Paul quit smoking-and has stayed off cigarettes. 
Angie realized that if she rented the apartment she 
wanted, she'd have trouble keeping within her 
budget, so she opted for sharing another place. Ste- 
ven studied diligently and was accepted into a pres- 
tigious medical school. Eileen maintained her 
business's profitable position despite increased 
competition and her return to school for a college 
degree. What do Paul, Angie, Steven, and Eileen 
have in common? They all used self-management 
successfully. 

Self-management can bring about 
Alleviation of a problem you now have 
Prevention of a problem, often by resisting 
temptations 
Achievement of a cherished goal, or 
Prevention of erosion of an achievement 
That's a lot more than most people think of 

when they hear "self-management." Most figure 
that you're talking about learning to inhibit desires 
for things (like double helpings of mint chocolate 
chip ice cream) that may bring you pleasure now 
but can cost you pleasure (through fewer dates, a 
less pleasant image in the mirror) later. Self-man- 
agement is that, but it can be much more. Self- 
management can also be self-"realization": the cre- 
ation or enhancement of positive behaviors, 
thoughts, and feelings, and the reduction or elim- 
ination of negative ones. The methods of self-man- 
agement can be used to keep your calories down, 
sure, but they also can help you find new friends, 
get a raise, or choose and prepare for a successful 
career. 
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Philosophical Underpinnings 
of Self-Management 

Who actually is responsible for doing this "self'- 
management? You, of course. No one can do it for 
you. Before your hopes wane, though, realize that 
you can get a little help from this book, from 
friends and professors, or from a psychologist psy- 
chiatrist, or psychiatric social worker. These 
sources can make the difference between what's 
happened before when you've resolved to begin a 
diet or study more, and what's going to happen 
when you self-manage while reading this book. 

You -might wonder whether self-management is 
really self-management, or management of you by 
factors like your parents or professors. Much has 
been written on this topic (e.g., Bandura, 1981, 
1982; Mahoney, 1974a), and the debate about 
whether self-management originates in the self or 
in your social or physical environment continues. 
Let's settle on a compromise and start doing self- 
management. 

Sure, our physical and social environment con- 
trols what we say and think and do and feel. But we 
can and do control that environment! Once we 
learn the particular ways in which a part of the en- 
vironment controls us, we may be able to change 
that part of the environment-and thereby change 
ourselves! Bandura (1981) called this compromise 
reciprocal determinism, because it recognizes that al- 
though the individual cannot conduct self-man- 
agement without regard for how the environment 
controls him or her, neither can the environment 
by itself produce or defeat efforts at self-manage- 
ment. Control of our thoughts, feelings, and behav- 
ior is shared by ourselves and the environment, and 
both control each other. 

For example, if we want to avoid a temptation 
posed by the environment, we can avoid the tempt- 
ing part of the environment. If we want to be more 
productive or creative, and we know that structur- 
ing the environment in certain ways will improve 
our productivity, then we can make ourselves more 
productive and creative by restructuring our envi- 
ronment in that way. 

And, if we're not certain about how changing 
our environment might affect our responses, we 
can experiment with different changes. We also can 
see how changes that occur naturally in our envi- 
ronment correspond to changes in what we think, 

feel, and do. We can collect and analyze informa- 
tion about the way we work, to see how we can be- 
have, think, and feel in the ways we want to rather 
than in the ways we have to. What you may not have 
known up to now is how to study yourself-how to 
collect information about your thoughts and feel- 
ings, how to discover what controls them, and how 
to change the environment so it changes you the 
way you want. This book teaches you that. 

We are, then, inevitably controlled by our envi- 
ronment, but we can control much of it and, 
through it, much of ourselves. There is no "free 
will," but we are not puppets whose strings are 
pulled by the world around us. At least we needn't 
be. We can learn to pull our own strings, to control 
our own selves, to a much greater degree than most 
people imagine. The way to do that, though, is to 
appreciate how much we are controlled by the peo- 
ple and world around us. While reading this book, 
I hope you'll come to understand that even more. I 
also hope you'll use this book to not just under. 
stand, but also to improve yourself in many ways. I 
have included numerous examples of how my stu- 
dents and I have changed different aspects of our 
lives. That's nothing, however, compared to what 
you can learn from yourself by trying to change 
even a minor aspect of you. Please don't just read 
about self-management: Do self-management. And 
don't stop when you stop reading the book. Learn- 
ing about self-management is a lifelong process; 
there's always something new to appreciate, and 
there are always more areas of life to self-manage. 

Getting Ready for 
Self-Management: Enhancing 
Awareness of Your Goals 

The first major step in self-management is a thor- 
ough awareness of a self-management problem and 
its causes. This awareness is rarely sudden. As you 
define your target response-what you're going to 
change about yourself-you begin to see that par- 
ticular part of yourself more clearly. As you choose 
goals for the target, you notice relationships be- 
tween target behaviors, thoughts, and feelings with 
a fresh awareness of possibilities for control and 
improvement. As you collect information about the 
target response and its possible causes, you gain a 
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clearer understanding of the factors in your pres- 
ent and past environments that have created and 
maintained the target response. Through this self- 
monitoring, you can find the strings to pull to 
change the self-management target. 

The first thing to do is choose a goal for your 
self-management study-actually, several goals: 
(a) a meso goal that specifies what behavior, cogni- 
tion, and/or affect you want to change, how much, 
and by when; (b) a macro goal that describes the 
general purpose served by attaining the meso goal; 
and (c) a series of micro goals that outline the steps 
to the meso goal. Choosing a goal now, before read- 
ing about techniques for self-management, may 
better orient you to self-management and to the 
distinction between techniques and targets of self- 
management. Keep in mind, though, that choosing 
a goal and learning a few techniques usually is not 
enough to do self-management correctly. There 
are many more self-management steps, which are 
covered in Chapter 3; wait until then to begin a ma- 
jor self-management project. 

Choosing a Meso Goal: 
Your Self-Management Target Response 
There doesn't have to be anything "bad" about you 
for you to do some self-management. You could use 
self-management techniques to improve an area of 
your life that's already working out reasonably well. 
You already have a close-knit group of friends? 
Wonderful! For your self-management project you 
could expand the range of friends to include peo- 
ple outside your immediate circle. You could even 
do your self-management project to prevent a fu- 
ture problem. And, sooner than you think, you'll 
graduate and need to get a job. So, how about 
choosing career management for your project? 
Even if you have a self-management goal in mind, 
examine the major areas of your life by using Table 
1.1. Broad areas of your life may be education, 
friendships and relationships (including parents 
and family), employment, and entertainment. To 
get a better feeling for which areas are most im- 
portant to work on, fill out the rating scales in Table 
I .1 

What do your ratings show you? Some people's 
might indicate that they would like to be more 
scholarly than they are now. According to their rat- 

ings, too much of their life is tied up in personal re- 
lationships. Other people's ratings show them to be 
so involved in school or work that they don't have 
time for people. Almost everyone's ratings for 
"Contribute to your life now" are different from 
their ratings for "Contribute to your pleasure or 
pain 10 years from now." The last row of Table 1.1 
(how much time and energy you feel you should de- 
vote to the different areas) probably shows you 
which topic to choose for your self-management 
project. Write a label for the area in the top section 
of Table 1.2, and fill that table out, too. Table 1.2 
gets you to choose a more specific-a meso-goal. 

When you set meso goals, ask yourself what 
(a) behaviors, (b) thoughts or cognitions, and 
(c) feelings or affects you want to change. Suppose 
you want to be able to press more weight on a 
weight machine or run progressively longer dis- 
tances. Those laudable behavior goals probably 
have affective and cognition modalities, too (for in- 
stance, positive self-statements). 

Making the Macro Goal Explicit 
Before embarking on a self-management journey 
to attain the meso goal you've selected, be aware of 
the macro goal that the meso goal is serving. You 
could "win the battle but lose the war" by, for ex- 
ample, rewarding yourself with ice cream for ex- 
ercising regularly (thereby defeating your macro 
goal of losing weight). 

Another reason for making the macro goal ex- 
plicit is that sometimes people aren't aware of the 
direction they're headed with their project. It's al- 
most as if they had an unconscious goal in mind 
that they didn't want to acknowledge. For example, 
one woman began a project to reduce the amount 
of time she spent on the phone. Later it became 
clear that she wanted to decrease the control her 
mother exerted on her life (such as long daily 
phone conversations). Once the overriding macro 
goal is acknowledged, it's often easier to do self- 
management projects. 

Specifying Micro Goals to Get You 
to the Meso and Macro Goals 
Self-management is more likely to succeed if you 
are aware not only of the macro goal toward which 
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TABLE I. 1. Choosing Self-Management Targets, Part 1 

Areas o f  Your Life  

- 

the meso self-management goal is directed, but 
also of the micro goals that must be achieved on the 
way to the meso goal. Deciding to stop smoking is a 
laudable meso goal, for example, but just setting 
that goal has been shown by research to be ineffec- 
tive. To get off and stay off cigarettes, a variety of 
micro goals need to be set and met. For example: 
1. Set a "quit date" and inform others of it. 
2. Discover the times of day (for example, after- 

noon) and situations (parties, after meals) when 
you have the strongest urge to smoke. 

Questions 

1. How much time 
and energy do you 
devote to this area of 
your life now? 
(1 = none at all . . . 
10 = almost all) 
2. How much time 
and energy do you 
want to devote to this 
area of your life? 
(same rating 
endpoints) 
3. How much does 
this area contribute to 
your pleasure or pain 
now? 
(1 = hardly any . . . 
10 = an extreme 
amount) 
4. How much will this 
area con tribute to 
your pleasure or pain 
I0 years from now? 
(1 = hardly any. . . 
10 = an extreme 
amount) 
5. How much time 
and energy should 
you devote to this 
area now? 
(1 = none at all . . . 
10 = almost all) 

3. Plan cognitive, behavioral, and affective strate- 
gies for defeating the desire to return to 
cigarettes. 

4. Learn how to relax and how to give yourself re- 
wards other than shoving a white cylinder of to- 
bacco and paper between your lips and sucking 
on it. 

5 .  Establish hearty self-reinforcement contingen- 
cies for continued abstinence from cigarettes 
(see Chapter 9 for more micro goals on 
smoking). 

Employment 
and/or 

New Skills 

--- 

Education Entertainment 

Friendships 
and 

Relationships 

Other 
(for example, 

Health) 
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TABLE 1.2. Choosing Self-Management Targets, Part I1 

Main area in which you're going to do your self-management project Education 
(circle one) Friendships and Relationships 

Employment and/or New Skills 
Entertainment 
Other (for example, Health) 

Subareas (for example, Assertiveness, as part of Friendships and 
Relationships) 
(Write three or more.) 

Sub-subareas 

Meso goal 

Even these micro goals may not be specific 
enough to get the.job donc. You'll probably want to 
give yourself micro micro goals to make doing self- 
management easier. At this stage of the self-man- 
agement project, make your goals as detailed as 
possible (although you should be willing to change 
them if the situation calls for it). 

Anticipating Side Effects 

When one goal is established, other goals are of-ten 
set by default. One of these "default goals" is the 
side effect. Whether you like it or not, achieving 

some self-management goals may have bad (nega- 
tive) side effects. Stop smoking, for example, and 
you may find that you eat more. Positive side effects 
are possible, too, and can be important reinforcers 
for self-management if you focus attention on 
them. Ceasing smoking, for instance, may get you 
seated faster in some restaurants, saves you money, 
and makes you even more pleasant to kiss. 'Think- 
ing up likely positive side effects of a self--manage- 
ment project can help you initiate and perpetuate 
the project. Anticipating negative side effects lets 
you prevent them or reduce their severity. 





Time Management Demonstration (Physical Koan): 
 

 
A while back I was reading about an expert on subject of time 
management.  One day this expert was speaking to a group of 
business students and, to drive home a point, used an illustration 
those students will never forget. 
 
As this man stood in front of the group of high-powered 
overachievers he said, "Okay, time for a quiz." 
 
Then he pulled out a one-gallon, wide-mouthed mason jar and 
set it on a table in front of him.  Then he produced about a dozen 
fist-sized rocks and carefully placed them, one at a time, into 
the jar. 
 
When the jar was filled to the top and no more rocks would fit 
inside, he asked, "Is this jar full?" Everyone in the class said, 
"Yes." Then he said, "Really?" He reached under the table and 
pulled out a bucket of gravel. Then he dumped some gravel in and 
shook the jar causing pieces of gravel to work themselves down 
into the spaces between the big rocks. 
 
Then he asked the group once more, "Is the jar  full?" By this time 
the class was onto him. "Probably not," one of them answered. 
"Good!"  he replied. He reached under the table and brought out a 
bucket of sand. He started dumping the sand in and it went into all 
the spaces left between the rocks and the gravel.  Once more he 
asked the question, "Is this jar full?" 
 
"No!"  the class shouted.  Once again he said, "Good!" Then he 
grabbed a pitcher of water and began to pour it in until the jar was 
 
filled to the brim. Then he looked up at the class and asked, "What 
is the point of this illustration?" 



 
One eager beaver raised his hand and said, "The point is, no 
matter how full your schedule is, if you try really hard, you can 
always fit some more things into it!" 
 
"No," the speaker replied, "that's not the point.  The truth this 
illustration teaches us is: If you don't put the big rocks in first, 
 
you'll never get them in at all." 
 
What are the 'big rocks' in your life? A project that YOU want to 
accomplish? Time with your loved ones? Your faith, your 
education, your finances? A cause? Teaching or mentoring 
others? Remember to put these BIG ROCKS in first or you'll never 
get them in at all. --- 
 
So, tonight or in the morning when you are reflecting on this short 
story, ask yourself this question: What are the 'big rocks' in my 
life or business? Then, put those in your jar first. 
 
 
 
 

 


