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  Praise for Listful Thinking




  “Building and maintaining an ‘external brain’ for navigating our world is critical for a sustainable lifestyle. Paula Rizzo has written a fun and useful manifesto for off-loading the jobs of remembering and reminding to free up your head’s bandwidth to be focused on more meaningful stuff.”




  —David Allen,


  international bestselling author of Getting Things Done: The Art of Stress-Free Productivity




  “There’s something so gratifying about writing out a list and scratching tasks off. Listful Thinking incorporates list making at work, home, and play so you can be less overwhelmed and enjoy your life.”




  —Julie Morgenstern,


  productivity expert and New York Times bestselling author of Time Management from the Inside Out




  “Those of us who love making lists have been waiting for a terrific book like Listful Thinking to feed our obsession. It’s practical, funny, and thought-provoking, and will inspire readers to use list making themselves—both to get more done and have more fun.”




  —Gretchen Rubin,


  –author of the #1 New York Times and international bestseller The Happiness Project




  “Paula Rizzo offers the antidote to the ‘busier than thou society’ with thoughtful, practical advice on how to make to-do lists truly work. Her straightforward and practical approach is helpful in moving us toward managing our tasks rather than our anxiety about managing our tasks. A must-have for the list maker in all of us.”




  —Mary Carlomagno,


  author, organizer, speaker, and owner of orderperiod.com




  “Making lists has turned my life around. As a fan of Paula Rizzo’s blog List Producer, I will be using her Listful Thinking as a part of my daily routine for getting things done!”




  —Reeda Joseph,


  author of Girlfriends Are Lifesavers
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  This book is dedicated to my mother, who taught me to find happiness in my own backyard and always to go after my dreams— no matter how many lists I had to make to reach them.




  Foreword




  Not everyone is born with an organizing gene like Paula Rizzo. I certainly am not one of them. You may not guess this about me but my first love was not order—it was chaos. I was a creative, right-brained person who thrived in the unpredictability and spontaneity of the theater. I was an actress, a dancer, and a director, and I always admired those who “had it together.” I was just not one of them.




  Being disorganized kept me in a steady state of stress. No matter what I was doing, I was always worried about what I might be forgetting. I had a constant tape going around in my head of things I needed to remember. That loop kept me from ever being in the moment. Every tenth thought would inevitably be, “One day I’ll get organized.” But the truth is, getting organized terrified me.




  I thought that becoming orderly would squelch my creativity and dampen my fun, spontaneous personality. I craved being more productive and organized but I didn’t want to become boring. And then I had a breakthrough.




  When my daughter, Jessi, was born, my world changed forever. One day I missed the opportunity to take her for her first walk, because she had fallen back asleep by the time I’d finished gathering items for the diaper bag. I realized that I needed to get my act together for her sake. Living in chaos worked when I was the only one who was impacted, but now I had a little human being I was responsible for.




  So I decided to get organized even if it would diminish my creativity. I started by making a LIST of everything that belonged inside that diaper bag—so whenever there was a chance to go on an outing, I could quickly assess if anything was missing and restock that bag in an instant. Never again would my child miss an opportunity in life because I wasn’t ready. That diaper-bag list was my start, and it felt so good, I began tackling other areas of my life from there. I created a LIST of every area in my life I wanted to organize, and I tackled them one by one. And, as I got organized, an interesting thing happened.




  Rather than squelching my creativity, my actions felt liberating. I felt clear, confident, centered, and on top of my game. I was in control. All my ideas were in one place and I could actually take action on them. Everything I needed was at my fingertips and that sense of achievement empowered me to be even more inspired and resourceful.




  I was able to be both—organized AND creative. So I set out to help people who had resisted order as I had for years. I truly understand what it means to freeze up at the idea of making a to-do list. But fear not friends—the LIST is a great starting point to begin taking control. With all of your ideas captured, it FREES you to make choices, to focus on what is MOST important, and not get sidetracked with random, small distractions that have nothing to do with what matters.




  Here is a short LIST of everything that’s GREAT about lists:




  

    • Alleviate anxiety and worry that you might be forgetting something




    • Enable you to focus on DOING rather than REMEMBERING




    • Allow you to focus on what really matters (and get rid of what doesn’t)




    • Position you to delegate more easily (just pluck something off the list for a willing helper)




    • Fuel your sense of accomplishment when you cross things off




    • Automate key functions in your life—which makes your life easier!


  




  As a reformed disorganized person I can tell you—it is lovely on the other side. When I met Paula we squealed about organizing bookshelves and that amazing feeling you get when you cross something off your to-do list.




  But Paula and I are different. She has always captured her to-dos in a notepad the second they jump into her head and she has always filed her bills alphabetically. But that’s the beauty of list making. It will help anyone—no matter if you’re a productivity junkie or a more right-brained, creative type.




  We are all different and I’m all about empowering people with the right tools to get and STAY organized. And Paula does just this in Listful Thinking. Learning to really use a to-do list to your advantage is one of the greatest organizational lessons you’ll get.




  Sure, I’ve been dubbed the “queen of putting people’s lives in order” but I’m still not perfect. As I tackle new challenges and projects, or when my workload swells and it feels like there is too much on my plate, there are days that feel chaotic. But there’s always a list to pull everything together, and bring me back to center. There is always something to learn when it comes to boosting your productivity, efficiency and success and thankfully Paula has written Listful Thinking to guide us.




  Just start small—all it takes is one list to liberate you.




  Julie Morgenstern




  Bestselling author of Time Management from the Inside Out and Organizing from the Inside Out




  Introduction: My Life in Lists




  Hi. My name is Paula Rizzo, and I have glazomania. According to Dictionary.com, this condition is a passion for making lists. At Encyclo.co.uk, it is defined as “an unusual fascination with making lists.” Yep, I’m addicted to lists.




  I’m definitely less stressed than the average person, and I have my lists to thank for that. Sure, there’s still anxiety about getting everything crossed off a list, but I have tools and tricks for that. As a deadline-driven, Emmy Award-winning television producer in New York City, I owe a lot of my success to my lists. I’ve used them to get more done at work, to plan a destination wedding, and to find an apartment—just to name a few.




  I’ve always been a list maker.




  

    ✓ Things to do




    ✓ Places to go




    ✓ Story ideas




    ✓ Apps to try




    ✓ Restaurants I love




    ✓ Books to read




    ✓ Events to plan


  




  The lists go on and on. I even make lists of things to say in awkward situations, when buying a bra, and to make people smile. I’ve found that being as prepared as I can for every situation in life makes it much easier to be efficient. I realize not everyone is as compulsive about list making or research as I am, but I think you could be. That’s why I wrote this book—to help you get your life back and not be overwhelmed.




  OVERWHELMED MUCH?




  I’ve always been afraid of change. When I was a kid, I hated getting a new teacher in grade school or moving to a new desk because I’d grown attached to what I knew. So when my husband, Jay, said he thought we should leave our home in Forest Hills in Queens and move to Manhattan, I did what I always do. I clammed up and rejected the idea. I thought, Why do we need a new apartment? This one is fine! Change is scary and unknown, and I have to work really hard at it.




  Upper East Side, Midtown East, SoHo, Financial District, East Village, Gramercy—so many neighborhoods, and so little time. We checked every area we could find in Manhattan for a rental in our price range. But as soon as I got off the F train in Forest Hills and headed back to our apartment, I had already forgotten how many closets the apartment we looked at had, if it had an air conditioner, or what floor it was on! When you’re renting, sometimes the listings aren’t complete. They don’t have pictures, and there are rarely floor plans. Normally, I’m very good at paying attention and staying focused, but for some reason, this assignment completely overwhelmed me. I was shocked, until I realized why.




  LIFE IS EASIER WITH A LIST




  I wasn’t tackling this in a way that I knew from experience would work perfectly for me—with a list! After several disappointing and frustrating trips, I decided to make a checklist, just as I do at work. As a television and web producer in the Big Apple, I produce health segments in the studio and also in the field. That means I come up with story ideas, conduct interviews, book guests, prep anchors, time out segments, and much more. I realized that if I just applied some of the tools and techniques that have helped me to be successful at work, I would have no problem finding the perfect place.




  When I produce segments, I use lists, checklists, and rundowns to keep myself better organized. So I made a checklist of all the things I needed to pay attention to when I was looking at an apartment: address, floor, view, hardwood floors or carpeting, number of closets, square footage, number of bedrooms and bathrooms, dishwasher, laundry, doorman, etc. This checklist became our rundown every time we stepped foot into an open house. Jay and I would refer to it as we walked through a space and ask questions accordingly. It allowed us to focus on exactly what we needed to pay attention to so that we could walk out with all the information we could possibly need to make a clear decision.




  THINK LIKE A PRODUCER




  Much like my shoot sheet at work, this roadmap helped me to pay attention and know exactly what I would come out with. If I’m going out on a field shoot to get elements for a video package, I always bring a list of all the questions I need to ask and the shots I need to get.




  The day before a shoot, I sit at my desk and run through the entire interview in my head. I visualize exactly how it should go. For example, I’ll interview the doctor first, then get exam video of the patient and doctor, and then interview the patient. I think about the purpose of the story and then write a list of all the questions to ask the doctor and the patient. This helps me make sure I don’t leave anything out.




  No matter how many shoots I’ve been on, I always do this extra prep work beforehand. Anything can happen, and distractions can be costly. In TV the last thing you want to do is return to the station without a critical shot. Sure, editors can work wonders, but without a shot of the doctor performing an important part of a procedure, your piece is dead.




  Sometimes when I’m on a shoot, things don’t go exactly as planned: a doctor has to step out during our interview to see a patient, or an emergency pops up. But with my checklist, I know exactly where we left off and what else needs to get done before I leave.




  With my apartment checklists, I would go home and spread them all out in front of us so that Jay and I could compare listings. This helped us find a fabulous apartment in the East Village, where we loved living for four years.




  LISTPRODUCER.COM




  About a month after we moved, a friend started looking for an apartment. She told me how disorganized and overwhelmed she felt with her search and asked me for “that list you used.” So I gave her my apartment-search checklist, and off she went. It helped her find the perfect apartment too. A real estate agent saw the checklist and asked her for a copy. He thought it was a great idea and wanted to share it with his clients so that they could stay focused and ask the right questions. My friend came back to me and said, “I think you’re on to something with your lists.”




  In April 2011, I started ListProducer.com. It’s a productivity site where I share my lists and other efficiency techniques, as well as ideas I’ve curated from experts in various areas. Listful thinking, as I call it, can be applied to anything in life and almost all situations. My intention with the site is to help people become more efficient, productive, and less stressed in all that they do.




  LISTFUL THINKING




  Here’s what this book can do for you:




  

    ✓ Make you more productive and efficient both at work and at home




    ✓ Give you new strategies, and fix bad list-making habits




    ✓ Free up more time to do the things you really want to do




    ✓ Guide you to outsource aspects of your life so that you don’t have to do everything all the time




    ✓ Introduce you to apps, services, and websites that can help you stay organized




    ✓ Help you give better gifts, throw better parties, and be more engaged because you’ll have the time




    ✓ Be less stressed


  




  SET INTENTIONS




  This is a big one. Get ready to breathe a big sigh of relief. But first, you have a list-making assignment: make a list of the three things you hope to get out of this book. Your intention can be anything I just listed or something else, like “be more organized.” It’s up to you. I’ll be guiding you from chapter to chapter to reach your goals list by list.




  A LITTLE EXTRA HELP




  I hope this book will help you spring into action and get more done. But I realize that sometimes it’s tough to get motivated, so I’m going to give you a helping hand. I’ve designed a toolkit to evaluate where you could use more lists and how they can serve you best. There will be some goodies there to keep you focused and help you reach your goals. Download it all for free at ListProducer.com/ListfulThinkingGuide.




  CHAPTER 1




  What Can Lists Do for You?




  What do Madonna, Martha Stewart, Richard Branson, John Lennon, Ellen DeGeneres, Ben Franklin, Ronald Reagan, Leonardo da Vinci, Thomas Edison, and Johnny Cash have in common? Each is or was a list maker. These successful people, along with many CEOs and busy entrepreneurs, all use lists to keep track of their ideas, thoughts, and tasks.




  A recent survey from the career website LinkedIn.com found that 63 percent of all professionals frequently create to-do lists. Whether or not they use those lists correctly is another story. In fact, that same study found that only 11 percent of people who make lists said they accomplished everything on them in a given week. (http://linkd.in/1wIXxe8)




  GET YOUR LIFE BACK




  Time—it’s one of those things we can never seem to get enough of. We are all trying to do a million things in our work, home, and social lives. Finding enough hours in the day to get everything done and still have downtime can be a struggle. It’s no wonder so many of us are stressed, overextended, and exhausted.




  More than half of all American employees feel overwhelmed, according to a study from the Families and Work Institute. The to-do lists go on and on. Just a single day can look like this:




  

    ✓ Complete a project at work




    ✓ Drive kids to dance class




    ✓ Clean out the garage




    ✓ Look for a new job




    ✓ Plan a vacation




    ✓ Meet friends for drinks




    ✓ Etc.


  




  LISTFUL THINKING




  Many people say they wish they could be more successful, have more money, be happier, and feel healthier—yet they can’t seem to achieve these things. They blame their bad luck, their busy lives, their limited resources, and so on. But our lives can actually be turned around with a simple piece of paper (or an app)—something so easy, anyone can do it.




  Being more successful in any area of your life isn’t about wishful thinking. It’s about listful thinking. Aside from being a cute play on words, listful thinking works extremely well. Here’s how. Once you write down a goal, you instantly become accountable. Whether that goal is to pick up eggs at the market or to write a book, the general intention is the same, to get what you want out of life (and to cross that item off your to-do list).




  If you’re part of the 54 percent who feel like they’re chasing their own tail, I’ve got news for you: it doesn’t have to be that way. You can still find time to relax, read a good book, and do the things you love. If you embrace the philosophy of listful thinking, you can get your life back—because thinking in terms of bite-sized goals is much easier than biting off a Guy Fieri-sized chunk.




  Managing your to-dos, activity planning, problems, and almost any task you’re faced with will be much easier with a list. I’ll show you how to:




  

    ✓Write lists that will help you get more done




    ✓ Save time




    ✓ Be more organized




    ✓ Be more productive




    ✓Save money




    ✓ Reduce stress




    ✓ Be more successful at work and at home


  




  BENEFITS OF LIST MAKING




  Making lists will help you not only achieve your goals but also make you less stressed, more balanced, and less rushed. We’ve all been there: you discover you forgot your toothbrush after a long trip, or you go to the store but don’t buy the black pants you went there to purchase in the first place. If you had written it down, you wouldn’t have forgotten. (Okay, sometimes we still forget, but we are less likely to forget when we put it on paper.) Lists act as stress relievers, goal achievers, and life-savers. They will save you time and money because you’ll be prepared for any situation.




  List maker or not, everyone can benefit from this low-tech tool. Lists will turn even the most disorganized person into an organized thinker. It’s all about preparation and thought-fulness.
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    Did You Know?




    Famous List Makers




    Madonna has been known to write up lists while cruising around in her limo, between shows, or while running errands. Her lists include things to do, stuff to buy, appointments, and contacts, and they have been auctioned for thousands of dollars. (http://bit.ly/1xke33k)
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