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The Power of Closure: Having More Completions in Your
Life

By Jeff Davidson

One of the most powerful ways to take
control of your time in our era of
information and communication overload, is
to practice "completions."  Completions,
simply put, are a method of segmenting
what you do into complete units.  For
example, when you finish eating, sleeping or
commuting, you have made a completion. 
When you list a property or sell one, that is
a completion.

Completions are very comforting.  When
you acknowledge yourself for having
completed a task, you are giving that task a
sense of closure, and providing yourself a
mental and emotional break.  Completions
are energizing because each time you
acknowledge yourself for having completed
something, you compartmentalize and move
on.

Conversely, running through tasks without
completions is upsetting.  It makes you feel
tired, weighed down and de-energized -- as
if time is flying by, and you are still no
closer to finishing the tasks at hand than you
were hours ago.  You can also give
completion to thoughts.  Choose to control
your life -- don't be bogged down with stress or worries.  Choose to think to
yourself, "I'm going to spend five minutes worrying about this problem, and
that's it."

The completion of tasks may take a few seconds or a few years.  You can
break tasks up into sub-units.  As an author, I acknowledge a completion each
time I finish a chapter.  As I finish each successive chapter, I get more energy
to move on.  I have found that when I'm working on four or five chapters at
the same time, and none of them are completed, I feel as if I'm never going
to be finished.

In my travels and experience as a speaker, I have found that the happiest,
most productive people are masters of completion.  They are just as busy as
everyone else, but these people have learned that by giving themselves
completion, they reset their internal clocks and are ready to handle what's
next.

One time I was being interviewed on a radio talk show that was filled with
commercial advertisements.  I was speaking about completions, and every
few minutes the interviewer would jokingly say, "Well, Jeff, it's time for
another completion as we cut to a commercial break."  I thought that the
constant interruption would be upsetting, but viewing each break as a
completion proved to be very energizing.  After each commercial break, the
interviewer and I were recharged, excited, and ready to go.
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Take a Pause for the Scenery

Giving yourself completions is analogous to taking a long drive down a scenic
mountain highway.  If you stop every so often and get out to look at the
scenery, it makes the trip seem shorter and less monotonous because you're
taking breaks and being re-energized, even though it actually took a little
longer.

Inserting completion breaks in between tasks is not only relaxing; it's
productive.  You don't have to plow through your work.  Contrary to many
people's notions about work, you can get more done when you allow yourself
a completion break for each task, and don't try to simply go for the straight
eight hours.

A former client of mine, Olivia, is a good example of the benefits of
completion.  She used to turn in reports to clients on time, but would wait to
tie up the loose ends later, when she'd already started on other tasks.  As a
result, she always felt harried and as if she was behind.  Finally, she made the
decision to take control of her time and give herself completions.  She built
time into her schedule to do everything before she sent the report to the
client.  Now, she gets the report bound in a nice cover.  She has time to send
it through the mail instead of by one-day courier service.  She even calls
clients a day before the report arrives to let them know it's coming.  Olivia
has compartmentalized and given herself completions for what she has done. 
In this way, she is energized, uses her time more wisely, and is also more
successful with her work.

Of course, learning how to do that takes a little discipline, but it's worth
learning.  Olivia realized that there were problems with the way she had been
doing things: 

1.  She was always working under a tight deadline, and was under great time
pressure.  Working under a deadline caused the time to fly by, and she never
seemed to have as much as she needed.

2.  She wasn't acknowledging the totality of the project.  Before, when she
had "finished" the report (i.e. given it to the client) she had not wrapped up all
the loose ends.  Now that she has built in time and acknowledged all
components of the project, when she turns in the report she is completely
finished.

When you start operating as Olivia now does, good things begin to happen.
You'll become more relaxed and energized, and when you finish a project,
you're mentally clear.  Completing a project will feel like a mini-vacation.
Even if you (like some people) always feel at the end that you must have
forgotten something, you will feel assured that whatever you might have left
out, it must be something minor.  And since you've spent more time in
planning the project, there's little chance of that happening anyway.

Condition Your Environment

To facilitate completions, condition your environment to support what you're
working on.  Keeping your workplace clear, for example, is a completion in
itself.  Joe Sugarman, author of Success Forces, advises his readers and
employees to clear their desks every day before leaving work.  Is the 15
minutes spent doing that each day a waste of time?  No, because when you
come in the next morning, whatever you begin working on will necessarily be
the most important thing because you are forced to get it for your desk. 
Sugarman's exercise is a discipline that forces you to put things in their
appropriate space.  It also helps you work in a way that supports you.  In a
similar vein, keeping a clean house is a completion.  So is scanning new
information when reading to discard that which doesn't suit your purpose.

 Realize that the ability to say no is an important completion.  Too often we
say yes to whatever people ask of us, and we end up doing things we don't
really want to do.  Don't initiate activities that you don't support.  Say no to
the things you don't care about, and you'll have more time to do the activities
that you do care about.

Begin to acknowledge your completions.  Wake up tomorrow acknowledging
the completion of waking up, the completion of commuting, or the completion
of finishing a task at work.  When you acknowledge your completions, you'll
achieve more and gain more energy in your life.
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