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Through unique processes to clarify your major life's goals, values and

mission, the Life Goals Planner helps you establish the foundation for

ultimate purpose, productivity, passion and personal leadership for true
life fulfillment.
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“Quality is never an accident. It is always the result of high intention,
sincere effort, intelligent direction, and skillful execution.
It represents the wise choice of many alternatives.”
William A. Foster
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“Becoming the most that you can be through the power of pursuing your major life goals.”
Daniel A. Janssen

BREEF IR, HBLTEEHC.
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Daniel would like to personally welcome and
congratulate you on your decision to clearly identify
and set your life’s goals. The program provides
practical proven processes to gain amazing clarity of
the most important things to you in your life. With
clarity of your values and goals, your primary aim or
major definite purpose identified, an individual can
only then be truly effective as a human being.

This program has been successfully used to transform
the lives of many by helping them achieve that clarity
and providing the tools and processes for positive
change. The Life Goals Planner is more than just
another 1-2-3 program that adds more things for you
to do but helps you construct the foundation for true
purpose, meaning and direction. Based on our human
gift of free will, our incredible ability to create and
the remarkable time we live in there has never been a
better opportunity for you to become the most that
you can be and lead a life of passion, power and
purpose.

| encourage you to have high expectations on the
results you are about to achieve and the positive
impact that will have on your life. All of these skills,
principles and practices can be applied to all areas of
your life and get the same results.

You have made an excellent decision to work

through this material so do your best. Be honest with

yourself and plan to get the most from your

investment of money and time. The planning process
1
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will keep things realistic and relative to your gifts and  [&] F1 44k P 3R B i KO R . il 8

skills but the goals themselves can and should be H ARt fe N Y& 52br, M2 548
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“The potential of the average person is like a huge ocean unsailed,
a world of possibilities waiting to be released and channeled toward some good.”
Brian Tracy
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“Some people are more talented than others. Some are more educationally privileged than
others. But we all have the capacity to be great. Greatness comes with recognizing that your
potential is limited only by how you choose, how you use your freedom, how resolute you are,
in short, by your attitude. And we are all free to choose our attitude.”

Peter Koestenbaum
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Introduction
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“We must all suffer from one of two pains: the pain of discipline or the pain of regret. The
difference is discipline weighs ounces while regret weighs tons.”

Jim Rohn
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You are about to embark on a journey of questions
and answers that will begin to make your life truly
significant in this vast universe and this world of
rapid change. It is all too easy to lose sight of what
Is important or to feel insignificant in this world
especially when things change, don’t work out or
just don’t make sense. This a common struggle for
all people from time to time. Our universe is so huge
we have to measure it in light years. In one year
light travels 10 trillion kilometers. It is 30,000 light
years from our earth to the center of the Milky Way
Galaxy. Our home, the Milky Way Galaxy, consists
of more than 100 billion stars. Around those
billions of stars are planets. On one of those billions
of planets there is life, and one of those billions of
lives is you.

With that perspective it’s pretty easy to feel
insignificant. The truth is you are not insignificant.
In fact, you are totally unique and special. There is
not another person on this planet and beyond for all
we know, that has the same finger print as you, that
has the same voice pattern as you, that has the same
eyes as you. In fact, because of the unique
experiences your life has had, good or bad, there is
no one on this planet that sees this world the way
you do or thinks like you. Because of this you are
totally unique and special. Don’t you see how
important it is to ask yourself big questions and
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continuously grow. Don't you see why it's so
important to get in tune with your passions and your
major life's purpose. By your growth and
development, becoming the most that you can be,
you make your life much more significant and the
world a more valuable place. The Life Goals Planner
wants to make that kind of contribution. Not to give
you great answers, though you will come up with
many of those, but to ask you courageous questions,
to draw out of your ideas, engage you in the process
of realizing your dreams and goals, aligning you
with your major life purpose and promoting
continuous growth and development to become the
most that you can be. Believing that life and success
is a journey and that happiness and true fulfillment
is a process the Life Goals Planner helps pave the
road that leads to purpose, meaning and direction.

The Life Goals Planner is much more than one of
the best tools on the market for clarifying your
goals, maximizing your time, talents and creative
abilities. The Life Goals Planner is a life planning
tool, a way of thinking about the most important
things is your life. It’s a way to free you from the
burden of feeling you have to do this or have to do
that and never seeming to do what’s important and
what gives your life meaning and purpose. Each one
of us has an incredible opportunity to live a unique,
rewarding and fulfilling life. | believe if you engage
in the process of becoming the most that you can be,
if you intend to do things in a specific way (set
goals), if you pay attention and adjust your course
when necessary, you will make a positive difference
in this world and be totally satisfied with all that you
have and all that you have become.

We are not a product of our past! Even though our
past affects us in many ways we are a product of our
present choices. Everyone has the ability to make
new choices, develop new habits and disciplines that
lead to tremendous clarity and awareness to be an
extremely effective human being. The Life Goals
Planner is rooted in what I call the three C’s, the
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characteristics or gifts that separates humans from
the rest of living creatures. The selecting and
planning of life goals, values and creating a
compelling vision and mission are some of the
highest level activities humans can perform. This is
where real transformation takes place.

Conscience - believing that you and only you
know your true wants, needs and desires and
only you can make the right choices. That we all
have an inner sense of morals and truth that can
lead and guide us in our life.

Creativity - the ability to create, design and
change. That engaged in the Life Goals Planner
processes and personal development one can
design a life, set goals and bring about almost
anything that we desire.

Choice - the gift and challenge of free will
leaves us with a tremendous responsibility to
make our own choices. Without purpose,
meaning and direction (vision and goals) we will
consistently fail to make the kind of choices that
make the most of our resources.

We cannot control other people or our results, but
we can engage in processes that helps us choose
wisely, respond appropriately and become the most
that we can be. This program will be something that
comes to life in you. It will increase your clarity,
sensitivity, awareness, motivation, and discipline. It
will increase your performance, efficiency and
effectiveness. This in turn will positively impact
everything you do and everyone around you. It
never fails to amaze me how disconnected people
can be between their goals and life’s purpose. If you
don’t have your goals clearly defined, then you have
been suffering from an enormous disadvantage in
being able to get what you want and enjoy the
journey with some sort of balance. Not only will you
fail to get what you truly want or make the kind of
difference you truly want to make but life will seem
to take everything you have in the process. And
that’s why creating a plan, a strategy that is
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consistent with your values and major goals is so
critical to your success. It is why these processes are
so critical to the ultimate meaning we are talking
about. We are here to help you in the life long
process of identifying, planning and acting upon
what is truly important to you.

You are going to have to face some facts and define
what it means to have a successful life. An honest
look at ourselves can often be disappointing or we
can be fearful of uncovering something we won’t
like. Face the truth of what will likely happen if you
keep doing things the way you are doing them. Most
of us realize if we don’t change we are going to use
up our life and miss the things that matter most.
Don’t wait until the doctor tells you to slow down or
your loved one leaves. This is where it all starts, life
defining goals and values, the true foundation for
everything else that happens in your life. Do not
miss this clarification or you risk missing everything
that means something to you. The need for clarity
has never been greater. The vast amount of choices
can cause us to stagnate and get off track. The flood
of information is overwhelming, and everybody is
trying to get you to believe this or that. If it does not

come from within you, then it probably isn’t for you.

More than ever before in the history of mankind it is
crucial that you are clear on your goals, your values
and the direction you want to travel. If you are clear,
then all of these choices and information will serve
you and not distract you. You will begin to thrive on
change and the incredible opportunities that you
have to make a difference in your world. In The
Celestine Prophecy a wise priest said "The problem
in life isn’t finding the right answer but identifying
our current questions”.
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Engaging yourself in The Life Goals Planner’s
questions over and over again is engaging yourself
in the miracle of the process. The process of
looking, the process of seeking and the process of
finding. It is the scriptures that promise; “Ask and it
will be given to you; seek and you will find; knock
and the door will be opened to you.” In fact, it is the
process of personal development and more
important the process of greater understanding.
Growth is the path to understanding. Becoming
more aware and a more conscious human being is a
process that is never ending. The process never ends
but understand that one can develop and fine tune
the way in which we go about it and become a
significantly more alive person experiencing life to
its full along the way. That is an introduction of
what the Life Goals Planner is about. | could write a
complete book about the value and results you could
gain from this planner, but mere words hardly
describe what you will experience as the process of
growth takes you on a journey to become the most
that you can be.
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~ Brian Tracy ~
“Goals are the master skill of success.”
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~ Zig Ziglar ~
“With goals you can more fully realize your maximum potential.”
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~ James Rohn ~
“Goals are designing a life versus making a living.”
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K - ZH

~ Denis Waitley ~
“Goals are your road map to success.”
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Part 1 - About Goals
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“Give me a stock clerk with a goal and I will give you someone who will make history. Give me
someone with out a goal and I will give you a stock clerk”

J.C. Penny
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Proper goal setting is almost without question the
best tangible tool we know of for achievement.
Human beings are truly goal oriented creatures and
that is why we are taught to have goals. Read any
success book or story and you will find the author
talking about goals. Goals are essential to life. Our
parents tell us, our leaders tell us, our preachers tell
us, our teachers tell us. Goals are the fuel of life.
They are our dreams and passions worked out in a
tangible form. Consider Roger Bannister who
performed the amazing feat of breaking the 4-minute
mile when medical experts said humans were not
capable of running at those speeds. Henry Ford for
producing the supposedly impossible design of the
V-8 engine. Thomas Alva Edison who became the
world’s greatest inventor with only 3 months of
formal schooling and said “Genius is one percent
inspiration and ninety-nine percent perspiration.” as
he tried no fewer than 6,000 vegetable growths, and
ransacked the world for the most suitable filament
material to create the light bulb. Consider the
athletes, artists and business persons whose goals are
clear and found the motivation, perseverance and
determination to achieve what they wanted.
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Good things happen to those who know exactly what
they want. Achieving goals is not the problem. As
goal-oriented creatures we always reach our goals.
The problem is being clear on what it is we want and
what we do in order to get there. Most people never
clearly define their goals so they just end up
somewhere. If it doesn’t matter to you where you end
up, the things you acquire or the person you become
then you do not need to set goals. If you are one who

desires to be the most you can be then you must

clearly identify your goals and set those which are
most important to you. The purpose of this planner is
not to load your schedule with 100 things to do or to
get you so overly focused on one specific goal that
other important things slip by without attention but

to:

learn and master the art of goal setting.

clearly identify and prioritize your goals and
values.

set those that are most important.

learn planning, task and time management.

create balanced schedules that allow for

flexibility and keep important things first.

Few people really know how to actually write a set of
goals that can keep them balanced, productive and

effective in life. The claims are that only 3-5%

actually write goals and plans and everybody seems
to work for them. These are people who understand
inspirational goals that produce vision, mission and
power. Everybody else has general goals that do little

but keep one going day in and day out.
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General Goals and Motivational or
Inspirational Goals

General goals are what everybody has. These are the
kind of goals people make at New Years, their wish
lists, the lists people make like to lose a few pounds
or buy some new furniture, buy a new car or travel to
a new country for a holiday. These are great and we
all have them because we are goal oriented creatures
but please don’t mistake the fact that having these
goals in your mind or even written down on paper is
what it means to have “set your goals”.

This is one of the biggest mistakes that people make.
They have a couple of lists or a few vague ideas in
their head and they think they have “set their goals™.
These are just the natural actions or developments of
our unlimited minds, these are our dreams. Please
don’t stop dreaming either. Dream big dreams and
keep on dreaming -- just don’t mistake them for “set
goals”. If there are no major obstacles between you
and your goals, then they are only activities and will
not give you the motivation or life experience I am
talking about.

What | really want to talk about are motivational or
inspirational goals. These are the kind of goals that
cause men and women to risk their life, the kind of
goals that stretch you beyond your present abilities,
the kind that change you from the inside out. The
kind of goals that keep you up at night, dreaming
about them, reaching them, living them, owning
them. More often than not it is one goal, your
primary goal. Your major definite purpose. It is the
one you can write a personal mission statement
around. The one that taps into your desire power, and
the one that you develop your strongest passion for
and use your best talents and skills to achieve. It is
here that you will find the meaning and purpose for
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your life. People of all kinds are seeking and
searching for goals that create purpose, meaning and
direction. It is for this need that | created The Life
Goals Planner a tool that helps you identify all your
goals, organizes them and then walks you through a
unique process to prioritize your goals leaving you
with a clear look at what is most important to you. It
helps you identify your primary aim, your Al goal
and form that into a passionate mission for your life.

Michael Gerber is the author of the bestselling
business books The E-Myth and The E-Myth
Manager in which he communicates the importance
of having a primary aim. He says it is the starting
place for the entrepreneur and the manager he says.
“The question every manager must ask, and then
answer is what do | want? It is a life defining
question and one of the first rules for defining your
primary aim. It is my hard belief that without asking
this question, then answering it, no one can be
successful at managing anything.” This is precisely
what the Life Goals Planner produces -- the main
reason or reasons for your life.

| agree with Gerber on the importance of asking and
answering this question. In fact, The Life Goals
Planner not only helps you define your primary aim,
create vision and mission but helps you keep balance
with practical applications and processes for getting
results. The truth is how else can you really be
effective as a human being, effective with your time,
efficient with your resources, your money or your
skills? The answer is you can’t without having
prioritized your goals and values, and defined your
life’s purpose. It won’t make much difference if you
spend time and talent on things that don’t matter that
much. Being busy does not mean that you are being
effective. We must not only ask if we are doing
things right but are we doing the right things. Brian
Tracy says that there is no greater waste of time than
doing things well that need not be done at all. This is
part of the reason so many climb the corporate ladder
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only to find it is leaning on the wrong wall or to wake
up from some loss or tragedy to realize that they are
not fulfilled and wonder what went wrong. Nothing
went wrong it was simply that we never clearly
identified where it was that we wanted to end up.

Purchasing The Life Goals Planner is one of the best
investments you will ever make. As you work
through these processes you will begin to understand
the power of clarity. It will take some effort though.
Do your best and be as objective as possible. Let go
of the attitudes and beliefs that may have held you
back, your cynicism, doubts, fears and inhibitions.
These processes are practical, proven and used by all
high-achieving men and women whether they are
aware of it or not. Once you have completed all the
exercises you can decide for yourself whether you are
going to commit to anything here or not. It is your
choice and always has been your choice, and that is
why you are where you are. Now it’s time to have a
look at your life from a different angle, have a look
from an ideal picture looking back and see what you
see. Believe me the view will be so compelling you
will never look the other way. Don’t let a little hard
work scare you for that is what success always comes
disguised as. The only place success comes before
work is in the dictionary so be ready to put in the
effort so you can enjoy the rewards that will follow.
To help you get motivated let’s look at some of the
immediate benefits that properly set goals produce.
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The Benefits of Proper Goal Setting

* Proper goal setting clearly identifies your targets.
* It helps you concentrate and focus for high .
productivity.

» It develops discipline, perseverance, persistence
& determination.

* It promotes, motivation, excitement, and

enthusiasm. y
* It helps provide accountability. .
* It develops passion and burning desire. .
e It promotes good decision making. .

Goals allow you to control change in your life.

The Benefits of The Life Goals Planner

e It produces all of the above and more.

e It prioritizes values and identifies the most
important. .
* It promotes good habits and disciplines.

e It produces true purpose, meaning and direction.  «
» It develops life balance and keeps check as you
grow.

* It promotes character development.

» It provides review templates and a perfect little
system to help you keep track and keep on top of
your goals without a lot of time or effort.

Why don’t more people set goals properly? Let’s
look at what two well-known goal setting trainers
have determined and see if any apply to you. Zig
Ziglar in his video “Goals” points out four reasons
why the majority of people don't set goals;
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1. Fear of what people may think if they didn't reach 1
their goal. Criticism and ridicule. )
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being successful. 2. TFEMAAC, BARBIERKML
3. They have never really been sold on the need to Tje

set those goals. 3
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4. They just don’t know how.

Brian Tracy’s “Action Strategies for Personal
Achievement” identifies seven reasons why people
don’t set goals;

1. They are simply not serious.

2. They have not yet accepted responsibility for
their life.

3. Guilt. No confidence in themselves to reach a
goal so they don’t set them to avoid the guilt.

4. They don’t realize the importance of goal setting.
They don’t know how.

Fear of rejection or criticism.

Fear of failure the greatest obstacle to success.

No o

I have found all of these to be true in the hundreds of
men and women | have worked with in the past
several years. The biggest reason being that people
just don’t understand the importance, the power and
value of thinking through and working through a
process to achieve their goals. Another
misunderstanding or expression | find very common
is people will say to me; “I know what to do. My
problem is that | do what | want instead of what |
should do.” This is a critical mistake in wording and
quite possibly an insecurity not just a lack of
discipline. Most don’t really know what to do or how
to go about it and that’s why they are not doing it.
The inability to admit not knowing a key life skill --
especially if it is a foundational life skill like goal
setting can be lethal. In Part 6 we discuss some of the
characteristics of success and failure for you to
evaluate and check within yourself. This is an area
where you need to be humble and face some truths
about what you know and don’t really know. One of
the main reasons people fail in life is their inability to
admit a mistake or that they don’t know something.
The above thinking is an example of a common
misunderstanding that if you don’t get straight may
cost you more than you want to bear. The truth is the
things we want to do are the things we know will
bring us more success in life but we opt out for the
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easy things because of one hundred and one reasons.
Mostly a lack of discipline, courage and direction and
we misquote it in our mind and say “I should do this
or | should do that but I just want to watch TV or |
just want to take it easy”.

This is what I suggest we say “I want to go to the
gym” or “I want to take that work shop” or “I want to
read that book on success” but I am going to take it
easyand do ...... I Do see the difference. Most of us
want to be happier, we want to be healthier, we want
to be wealthier and we know that it takes discipline,
clear direction and effort. That's what we want but
many have fallen into the trap of saying it backwards.
This kind of misrepresenting the truth to your mind
does you no good; in fact, it is more likely going to
give you the opposite effect that you desire. Your
mind and body want to pursue the things you want,
so if you continually say to yourself the easy things
are what you want and the hard things are only what
you should do then your mind is going to work
against you and go for the easy things. Get the
wording right and you will soon find yourself more
motivated to do the things that will bring you the real
success you want.

If you find yourself with one or more of the above
reasons for not having set your goals, then |
encourage you to rethink your position and complete
these exercises in full to determine yourself the value
of proper goal setting. Do not let your fear, pride or
ignorance rob you of the experiences and joys of
properly set goals. Open your heart and mind and let

16

A A A A A A A A A A

RARANTHERIX — R ER U, VRt
A RELEARAST H R R AR B RHH AR
o BATAE LA AR S 02 BAT T A
RIS, PR ERATE A S
JE o AEBATTH T2 A A A A
ARIEFR S EN . HTRZH
. BAMAN, FATSHERIS]
I AEJTE “ BN AR
i, (E3RAAEE EAL R B AR

g »

KRBT NARANF0E ZE A AT 2 B an e
T, XA A KB AT
FHHEMERH . AKINE CRZ L E
AT e —— e H R AR H Ax
FEREA P EFER R —— 2 Nl
HKIEME R AN TR
TR RIG IR, TR E 3K
PPN FIRS AT . X B, AR
R, IR B CH P FIATA B AR
M. NTATEAME)— KA
FEABATA KN B ST IE R R R DA K
AT RS . DL EIX AR R
MNATTHE LR, A RARAN T BRIX
—URMERIE, PR AT RELE R AT
AR AR B RAE R A . AT AR
) AR R B TR H S,
NIXZALATE R 5 . (HEAT
HI TS5 SFE R R A LI A S
fFEfs. sz A, 5
b, BATSERRI G X A)E 3K
PAZIXFHS R, HEAEE
HALER SRS . 7

IRV E S 2R YL B —
Foft B 22 T R AT 1 R RE A1 5E F AR
o B iR B H E R E

fr, HERIAERIZ, UifiEs
B E Hbsiirs B SR E. A%



A A A A A A A A A A A A A A A A A A A A

PRGN

B S s i R 1 e H
A i R PR 23 7 R T SR R WK
Mo AEMIENE H bR, 4T

the magic of your uniqueness, your creativity, your
thoughts and ideas work miracles in your life as you
set your life's goals.
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""One day Alice came to a fork in the road and saw a Cheshire cat in a tree.
Which road do | take? she asked. Where do you want to go? was his response.
I don't know, Alice answered. Then, said the cat, it doesn't matter**
Lewis Carroll
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Exercise 1: Life Defining Questions

Before you begin to create your lists of goals it
IS wise to be in a healthy and productive state
of mind. What | mean by this is to be in a
positive state, to be feeling good about yourself
and your future. Many of you will be going
through this book when life isn't going so well,
you may not be making the progress or finding
purpose and meaning. We all go through stages
in life where we are wondering what is next.
Perhaps you have accomplished some goals or
you are moving through a new stage in life like
middle age. It is no accident that most people
go through a crisis during this stage and that's
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why we call it a mid-life crisis. Your body is
going through changes and possibly many other
areas changing as well. I tell you having a clear
set of goals like what you are about to have can
dramatically reduce if not totally eliminate a
mid-life crisis.

The truth is the future is bright and we all have
incredible opportunities. We all need a
compelling future to live life fully. We need
vision that employs our human characteristics
and empowers us to overcome present
difficulties and make wise choices. We need to
instill hope! Hope for good things so we will
try, so our children will try. Don’t leave them
empty-handed. Model for them and teach them
to set goals and pursue a life full of meaning
and success. Sir John Templeton’s latest book
Is Progress Speeding Up, subtitled “Our
Multiplying Multiple Blessings” is an excellent
resource of positive things taking place in our
world. Optimism is a characteristic of highly
successful people, pessimism of failures.

Optimists have high hopes, high expectations
and clear goals to back that up and soon you
will too. They understand success and they are
confident they can achieve anything they
desire. They also know that achieving, having
discipline and a sense of accomplishment in
life gives purpose and meaning. The bottom
line is be as positive as you can when you
brainstorm your goals. Don’t let fears,
insecurities or beliefs that the world is going to
blow up rob you from designing a life and
growing toward success. | strongly believe that
it is the purpose of mankind, to grow and
become the most that we can be and it is
certainly one of the best gifts you can give your
children. Let them see you set and achieve
goals to create character and a bright future.

Try to be as positive and objective as possible
and simply answer the questions the best you
can for now. Many feel that they may miss
something or the answer they give is
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permanent. You don’t have to worry, you

won’t miss anything and nothing will be set in
stone. It is all part of the process of clarity. You

may even want to go over some of the
exercises another time before you set some
goals and make some decisions. Trust in
yourself, the three C’s and in the processes.

Life Defining Questions

1. Of all the things you have done in life, what
has given you the most personal satisfaction or

the greatest feeling of significance?

2. What would you do with your life if you

won 1 million dollars? We are not talking about

100 million dollars but just one so you would
still have to be wise with the money. What
would you start doing, what would you stop

doing? What would you do with the majority of

your time?

- Start doing:

- Stop doing:

3. If you knew you could not fail, what would

be the ultimate activity or achievement for
you?
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4. Briefly describe what the ideal or perfect life
would look like if all your biggest hopes and
dreams come true.

Example:

I am the founder & CEO of a leading personal
development company and just won the Ernst Young
Entrepreneur of the Year Award receiving world
recognition for the difference we make in the lives of
people, the impact our company makes on society and
the world as a whole. | would be living in a beautiful 3-
bedroom house with all the accessories (written in goal
categories) in West Vancouver overlooking the inlet and
Stanley Park. There my beautiful wife would be home
schooling our 2 children and we would enjoy deep rich
communication, openly sharing all and any thoughts,
struggles, fears and joys with 100% support and
encouragement. We have high levels of trust, respect,
understanding and commitment for one another as we
continue building our dreams, achieving our goals and
strive to become the most that we can be.

I would travel to the office where | would have
tremendous discipline to make things happen efficiently
and effectively with full support of a superb staff. |
would be respected in the industry as an authority, an
expert and man to model. Our family would enjoy the
finest health, the finest home and furniture, the finest
automobiles and work hard as a family, disciplined to do
the things we ought to do, encourage, support and
challenge each other to grow in love, wisdom and respect
for one another and all of mankind. We would be
actively involved in the community supporting men and
women to grow, change and make wiser decisions to
help build a better world. For a break from our well
balanced life we would enjoy monthly four day
weekends in local resorts nurturing our hearts, minds and
souls. Annually we would enjoy world travel,
experiencing different cultures and countries to bring
back more ideas, experience, understanding and love.

5. Imagine years from now after a happy and
fulfilled life like the one above, you are given
the opportunity to write your own eulogy. What
would you want it to say? How would you
want people to remember you?
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6. As a final question for Exercise 1 why
don’t you think of what three or four people
dead or alive that you truly respect and
admire. Think of what it is about them you
admire and list those qualities. Then
consider making them part of a personal
development goal.

Examples:

1) Abraham Lincoln
- Perseverance
- Integrity
- Ability to communicate

2) Anthony Robbins
- His excitement and enthusiasm for life

3) Mother Teresa
- Compassion for others
- Her nonjudgmental attitude

Part 1 Conclusion

Remember that these questions are dynamic.
You are engaged in a process that will provide
more clarity and some of your ideas and
thoughts are likely going to change. You may
even think of things tomorrow or the next day
that you will want to add or subtract from these
answers. The whole idea is to engage you in the
process and by the time you have worked
through this planner you will have a whole new
lease on life.

It is a very powerful activity to continually ask
yourself these and other life defining questions.
The better quality of question you ask the better
quality of answer you will get. Carl Sagan once
said; “We make our world significant by the
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courage of our questions and the depth of our & %, 7 ju)ix &6 ju] B2 B AR 5 387 8 XA 4
answers.” Asking these kind of questions will st/ &% 85 55 ,
help you to define and refine that which is most

mportant to you. LRI 1 B R ZE A R R T AT

A 2 S T K o
Let your conscious and subconscious mind go ﬂziﬂ, ﬁbl_mf&fijiﬁz Eﬁiﬁ%ﬁ}ﬁiﬁ‘i
to work for you and amazing things can H, A K%ﬁ? H ORI H S SR
happen. Put a date on the pages so you can CLJE,  DARRT 25 [ X L K 8 22 1
keep track of when you did what. It’s always IAENE, BT,

nice when you look back from your future
success at the thoughts you once had.

“The person with a fixed goal, a clear picture of his desire, or an ideal always before him,
causes it, through repetition, to be buried deeply in his subconscious mind and is thus enabled,
thanks to its generative and sustaining power, to realize his goal in a minimum of time and
with a minimum of physical effort. Just pursue the thought unceasingly. Step by step you will
achieve realization, for all your faculties and powers become directed to that end”
Claude M. Bristol
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Part 2 - Goal Identifying

B -HRERE B s

“Whatever the mind can conceive and believe it can achieve.”

Napoleon Hill

“PEWHTE, HHTT
BRE- T

Now we are going create your goal categories, your goal
lists and then prioritize them for more accuracy and
effectiveness. There are generally six or seven steps to
goal setting.

The Basic Steps to Goal Setting

1. Clearly define your goals and write them down in
organized lists.

2. Prioritize those lists.

3. ldentify the obstacles between you and your goal.
4. Identify the people, information and skills you will
need to achieve your goal.

5. Set a deadline for achieving the goal.

6. Create an organized plan of action for achieving the
goal.

7. Commit to the process and never give up.

These are all good but we are going to simplify it into
two steps. Goal Identifying & Goal Setting or Planning.
There are a few exercises to complete each of these steps
but as you grow, achieve goals and set new ones this
simple two step understanding will help you to move
quickly and efficiently with future goals. Really it is
these two steps that are the most crucial and a good plan
will include all the rest anyway. So let’s keep it simple
and put your energy where it is most needed. Easy.
Right? No, not always easy but always simple. All the
magic comes when you begin to move toward a goal that
is clear in your mind and on paper. One of the ways that
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you know it’s clear is that you can define it in a simple
sentence or two so that a 10 year old child can
understand it. Like a good business idea if you cannot
write a business plan then it is unlikely that you are clear
enough to succeed in highly competitive markets.
Similarly if you cannot create the steps to your goal it is
unlikely you will be able to achieve it. You have all that
you need within this planner to create the most
sophisticated and professional goals. People will think
you are a pro, and you will be. Beside we are always an
e-mail away if you need any extra help.

Goal Setting does not have to be complicated, it just
needs to be thoughtful. Think on paper, evaluate,
prioritize, plan and act. Continue checking your actions
for the results desired and adjusting your plans
accordingly, but never lose sight of your goal. You have
got to understand that goal setting is a process. It is this
kind of critical thinking, contemplation, writing lists and
prioritizing that creates clarity in your mind and opens up
a world of opportunity and moves you in the direction
you want. Do not expect instant gratification or results.
Allow the process of time to work its magic as you focus
on your goals and you will soon understand why goal
setting is one of the most important skills you could ever
learn. Goal setting is a skill, and like any other skill the
more you do it the better you get. When your goals are
clear you have purpose and meaning, when you have
plans you have direction. Soon you will be a self-
motivated individual with purpose, meaning and
direction in life which will help you overcome any
obstacle, bear and difficulty life throws at you and
succeed far beyond what you can presently imagine.
Goals are the fuel for life and you are now at the pumps
starting to fill up your tank with high octane gas.
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“Confidence is the ability to act on your goals consistent

with your values despite your feelings and situation.”
Daniel A. Janssen

“ B 1SRN BZ 5580947, (IR SN GHEIFFH F bR,
SHEAR < A » BF
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Exercise 2: Goal Categories
& Lists

Below is a suggested list of goal categories to
begin building your goal lists. You should define
your own categories on the following page ready
to transfer to a new file or goal journal. These do
not need to be in any particular order of priority
but I generally place them in a relative order of
importance for regular viewing and reflecting.

Example of Categories

- Family or Relationship Goals
- Health Goals

- Recreation Goals

- Professional or Career Goals
- Personal Development Goals
- Travel Goals

- Financial Goals

- Business Goals

- Contribution Goals

- Spiritual Goals

- Material Goals

Define your goal categories here.

Goal Categories
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Now that you have your categories
create your goal lists.

Health Goals

) Eat an ideal diet.

) Jog 3 miles a day 3 times per/week.

) Get my teeth whitened.

) Join volleyball team and play every
Saturday morning.

) Weigh 175 Ibs. at 10% body fat.

) Learn about and take herb supplements.

) Play tennis and win singles tournament this
year.

) Get a black belt in Kung Fu.

) Join a fitness club and hire a fitness trainer.

Ideals for Goal Lists

v Family or Relationship Goals: In this category
list the people and the quality of relationships you
desire. How many and what kind of friends do you
want. Do you want a girl/boy friend, wife or
husband? How many children do you want to
have? Who and what kind of relationship do you
want with relatives, aunts, uncles or in-laws?

v Health or Recreation Goals: In this category
write how much you want to weigh, what kind of
shape you want to be in? What kind of exercise,
sport or recreation activity do you want to be
involved in? Medical or dental check ups? What
body fat percentage would you like? What kind of
nutrition/diet would you like? What kind of mental
health would you like?

v" Professional or Career Goals: Here you want
to list any career advancement goals, what position
you would like to achieve? What do you want to
specialize in or become proficient at? Do you want
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~~~~~~~~~~ The Life Goals

to change careers? What company do you want to
work for?

v Business or Hobby Goals: What kind of a
business or hobby would you like to start? What
would you like to create, invent or bring into
reality?

v" Personal Development Goals: Your personal
development goals are who you want to become,
what kind of person do you want to be? What kind
of character, personal skills do you desire to
possess? What kind of education, training do you
want to have? What kind of specialty organization
would you like to join for personal improvement?

v Travel Goals: Where do you want to go? What
countries/cultures do you want to see and
experience?

v" Financial Goals: What kind of money do you
want to earn? What investments do you want to
have? How much do you want to save? Retirement
Planning?

v" Contribution Goals: List what you want to
give. Donations, charity or volunteer work for the
community, church involvement, etc.?

v Material Goals: List here all the tangible things
you want to have, own and purchase.

v’ Spiritual Goals: These are your inner
development goals. What will be your moral
standard? Church commitments? Religious
studies? Meditation and contemplation?
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“I feel that the most important step in any major accomplishment is setting a specific goal.
This enables you to keep your mind focused on your goal and off the many obstacles
that will arise when you’re striving to do your best.”

Kurt Thomas

“EUR, FESETETEXRRILE T, RKEH— BRI, REH A, &
KL OEBELIE I THHI b L, FHRLFEFHIREERR 7
FHF - FEEHT

Exercise 3: Goal Prioritizing. 23] 3: BinRifhse a2

“Decide what you want, decide what you are willing to SRR Z R, BB HES

exchange for it. Establish your priorities and go to
P HL Hunt . TELANFHE Fit

7o 7 HL.Z#F
This is where the magic starts to take place. Prioritizing ﬁ@%ﬁﬁ%ﬁéﬁfmi@ﬁ;%
is one of the most important exercises in goal setting, F ) o0 2 S H ARl e
and as far as | am concerned in most life activities. The — EwEZERIZ 22—, HERERX
priority you place on your goals and values will H3dE AT N KR 0 -

determine everything else you do in life. Itis the way to s H 5. (e BHEF 2 S2 R i

be efficient with your time, it is the way you be effective AT . T B R A A

with your resources, meaning your money and skills and FIUFIR R, el R

it is the surest way to get clear on what matters mostto |, ., o e
you. It clearly brings you closer and closer to your ST REFEARIMEZ R 2 A

primary aim or your major definite purpose in life. WL, ARAES IR AL
Allow me to share with you a quick analogy to R Hbs. BB 5.

emphasize this point. Two people who have the values  JEid FHHIFI2ELL, B SHEE
of health, family and career success. HIEEM ., W AECBEE. 5

FER S RN B SR UHERT

T o
v Person A places the value of family first then career v W S b N N
. £ , HIK
success and then health. ARG S BEIAE 1 A X

\ .
v Person B places career success first then family and Fhlk Ry ’ B’?EEE%° .
then health. v BREERR I AL, RS

KE, Brre iR .

29



A A A A A A A A A A

Do you think you would be able to tell the difference
between these two people? Of course, there would be a
huge difference, especially in their actions. Both people
have the same values but different order and the
difference in their actions would be as different as night
and day.

Sorting and prioritizing is what produces clarity. The
method below is simple, effective and can be applied to
any area of life that could use sorting. Time limits us
being able to do the many, many things we would like
so it becomes critical that you choose the most
important ones or the ones that will make the most
difference to you now. Completing the goal prioritizing
exercises does not mean that you have to do the top one
first. It will give you the best objective look at what you
were able to come up with at this particular time
enabling you to make better decisions than you would
have been able to without it. Like goal setting,
prioritizing is a process. The idea is to learn the exercise
and apply it as you continue to grow and achieve your
goals.

The objective here is not to over analyze each goal but
let your mind flow and prioritize the lists in a few
minutes per/list. You can always rethink your priorities
and make adjustments later. Now go back over your
goal lists and prioritize them. For this part of the
exercises we are going to use a simple 3 Step-ABC/123
methods. Be sure to complete all three steps; this is very
effective at surfacing what is truly important to you so
you can get to work on the things that will make the
most difference in your life now.
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STEP 1: The ABC/123 method simply works like this.
You are going to go over your goal lists (Appendix A:
Page 78-82) and prioritize each list with A, B, C, D, and
so on. A being the most important, B the next, C the
next, etc. In the space before the bracket write A, B, C,
D, etc.

STEP 2: Once you have prioritized all your lists
transfer all of your A goals to the empty A Goal Table,
(Appendix A: Page 83-84) then transfer all of your B
goals to the empty B Goal Table, and C goals and D
goals to the blank lists.

STEP 3: The final step in the prioritizing process:
Prioritize each of these lists (Page 84/85) with 1, 2, 3, 4,
5, and so on. Look at your list of A) goals and put a 1)
in the space before the bracket beside the goal that you
think is most important on that list, then put a 2 beside
the next most important and so on down the list. Do the
same for your B) Goals, C) Goals, D) Goals and so on
through the lists.

Now go ahead and prioritize all your goal categories and
lists. This should generally only take about 15 - 20
minutes so don’t analyze until your paralyzed. You can
always make changes later. Your general gut feeling is
usually the most accurate so just go ahead and prioritize
your lists.

“The long term consequences are the true measure
of anything important that you have o do.”
Brian Tracy

31

A A A A A A A A A A

BB W ERAEEE .

T SEARKE I Y — dm AR ) H ARiE
(PRAT78-8251) , FKEH
PRid 542 5 E % DA, B,C,DZ5 Kl
gy ANREEN, BRHIK, H
UCAC LA EHE. fEFE S Hibr
AB,CD%.

BE2: MK TETE BARK
AeERT, BAHVERIHRE
A (2 A:83-84771), BHFRH
HArEABH, CHIRMDH b
B EHRH

W3 wma—0, BREHm
H kil 73 H 22 21(84/8511),
W1, 2, 3, 4, %%, #FHFr
AT, BN REERH
FrAihr B1, 55 EEA HRET
br b2, FAHE 7 hr 3R A%
B,C,.DH i H#xo

DUFE, R ATE I E bR R
WP o XN IERERIZAE 27 15-204)
Bt FTUAER T8 IR
TE LA S5 BATAR] s 221l B R DA
AR . R B AR A A e ]
(1), Bt DO UG I T4k > e

“BHRIREILENE LA
EREEHKTLE. 7
HHE - T



A A A A A A A A A A

STEP 1 - Example of the goal lists
prioritized.

Health Goals

Example:

B) Join a fitness club and get on a program

C) Eat a well-balanced diet

G) Jog 3 miles a day

F) Get my teeth whitened

E) Play volleyball on Saturday

A) Achieve the ideal weight with a healthy body/mass
index rating

D) Take herb supplement

STEP 2 - Transfer all A, B, C, D goals.

STEP 3 - Example of the A) goals prioritized.

A) Goals

1)A) goal from relationship or family category
3)A) goal from health or recreation category
9)A) goal from business or hobby category
5)A) goal from professional or career category
2)A) goal from personal development category
1)A) goal from travel category

7)A) goal from financial category

6)A) goal from material category

8)A) goal from contribution category

4)A) goal from spiritual category

32

A A A A A A A A A A

SRL-ZBHHARITFREZS
i) B Fni 8

R H A5
¥
B) Zhnfid B {EL RS, AN
11K
C) &HiRE
G) B RN 35 HL
F) &7
E) 75T HEER
A) XB|HEAEAE, F—MEH
IE=EUNTIS =R
D) $HUE A E I i

P B2-EEAKABCDEM

B3 - — M RIDTFR SR P
A) BrEI%IF

A) H5

1)A) NBrR RS IEHR
3)A) 1 FEELH I R 2K
9)A) F B PR Z UK
5)A) Bk

2)A) NN KR

10)A) JikiF s

7A) &5k

6)A) ¥ JFi

8)A) LK

4)A) LR K



A A A A A A A A A A

Congratulations!
That is what I call “Goal Identifying”

A simple three exercise process that enables you to
surface and organize your goals. With completion of
prioritizing your goals you should end up with your top
6 goals listed as Al - A6. These six goals are what you
have identified as the most important things in your life.
Transfer them to the last page in the Appendix A - “My
Top Goals”

How does it feel to look at what you most desire.
Exciting I hope. Sometimes it can be a little
overwhelming, scary or raise a feeling of uncertainty,
but do not worry. As the process continues and you
move toward these goals you will find certainty and
clarity. Allow me to ask you some more questions
regarding your Al - A6 goals.

What | would like you to do is ponder, pray, meditate
and let your conscience affirm and confirm if these are
what truly matter most to you. Answer the questions
below in a quiet time and listen to your conscience, that
inner voice. | recommend that you ask these questions
of yourself often and at various times and stages through
your journey.

* Would achieving these goals truly make the
difference in my life?

* Do these goals represent what | have answered in
the life defining questions? (Go back to page 18, 19, 20
and look at your answers compared to your Al - A6
goals.)

* Of these six goals is the Al goal the single most
important goal?

* Do three or four of these goals represent balance for
my life?

* Are you working on these goals in your life now?

* Are you making progress?

* Are you using the best of your time and talent
toward the most important goals?
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* Are you confident that you know the highest priority
activities to achieve these goals?

* Can you identify the obstacles between you and
these goals?

* Am | committed to achieving these goals?

* Can | let go of the unimportant and begin to spend
sufficient time on these goals?

If you are not working effectively on the most important
goals in your life, then the only question is why not?
Write your answer down and check if it is acceptable
and okay with you. If not, | suggest that your set your
top three goals. Apply the rest of the exercises to these
three goals and begin to measure the results. Measure
the results in two ways.

1. With tangible measurements like notable progress,
projects completed, scores achieved, moneys earned,
etc.

2. How your life responds. Your emotional life, your
patience and understanding with others. Your ability to
deal with setbacks and difficulties. Your overall health
and wellbeing and the peace you experience. May |
suggest that the latter point be the true measure.
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“Unless commitment is made, there are only promises and hopes; but no plans”

Peter F. Drucker
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Part 3 - Values, Virtues & Mission

BZMA-HrE. REMAEA

“Try not to become a man of success but rather try to become a man of value.”

Albert Einstein
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As | mentioned in the introduction, the choosing of
our goals and values, the reflection upon those
choices and the creating of life goals plans and
personal mission statements are some of the highest
level exercises a human being can do to develop
purpose, meaning and direction for one’s life.
Values are something we all have but very few of us
ever think deeply about. They are in a large part,
along with our goals, what defines us. The New
Webster dictionary defines values as 1. The
desirability or worth of a thing. 2. Something
regarded as desirable, worthy, or right, as a belief,
standard or precept: The values of a democratic
society.

The following exercise and creation of a personal
mission statement can lay a foundation upon which
you can confidently build a life. Plans and actions
consistent with your chosen values develop true
human character. With clear goals and values,
decisions will come easily and success will follow.

Our values are reflected in our attitudes and our
actions. Brian Tracy said it well in his audio
program Action Strategies for Personal
Achievement. He says “If'a value is not expressed in
actions it is not a true value, it is only a good
intention. Many people make the mistake that if they
say it, argue it, write it down or talk about it, it is
the same as having it. Wrong. Only actions
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demonstrate what you really believe. It is only what
you do, especially when the chips are down, that
indicates to yourself and others what you believe
and live by as a value. True values are engraved in
stone. They are inviolable. If there is any area in
your life where you must be steadfast and true, it is
in the area of your values and your convictions.
There is no such thing as having a value only some
of the time. Like being pregnant, you either are or
you are not. You can not only be a little bit, nor with
your values can you only have them some of the
time and not others, only when it's convenient. Your
job in regards to your values is to decide very
clearly what they are for you and then to resolve to
live by them under any circumstances”

Values are a critical part of our goals, our attitude,
our actions which in turn affects our results and the
quality of life we live. They are really the
foundation of our personal character which is
transferred into our work, business and families.
Values are a matter of choice. Certainly we are
influenced by the values of our parents, society and
the culture but ultimately they become a choice and
only your choice. Choose them with utmost
thoughtfulness and consideration.

On the next page | have created an exercise that is
very helpful for sorting through the many virtues
and values to get clear on which ones you feel
strongly about. It is very empowering to choose a set
of values that you promise to live by and allow to be
part of a guiding governing philosophy and
ultimately your personal or family mission
statement. The results from this exercise will be
used to create your mission statement along with
your top goals and means of achievement.
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“It's not hard to make decisions when you know what your values are.”
Roy Disney

“GF I HEFRIO B, (EHRERTAHET . 7
B - 1B

Z4: MrE& 4

Exercise 4: Values & Mission
Statements

On the following is a list of 126 values and virtues, e AU E126F (i E L AR
there may be others and you can just simply add Flte, RAAEDIAR AT AR IR
them to the lists. You may want to make a photo I EIER . IRt AT AR Bz
copy of this list for family members and/or future ¥, HEFEER E L LG 8 H .
exercises.

“The measure of a man's real character is what he  “jifit— 4 13 15052, B
would do if he would never be found out.” FEASBEE I F T Y.,
Thomas MaCauley FEDHF « EHEFE
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Accuracy
Accountability
Adaptability
Admirable
Adventurous
Assertive
Attentive
Authenticity
Balanced
Beauty
Bravery
Brilliant
Broadmindedness
Capability
Caring
Carefree
Clarity
Committed
Compassionate
Competence
Complete
Confident
Conservative
Cooperative
Courage
Courteous
Creativity
Dependability
Determination
Discipline
Dynamic

~ A A A A A

Education
Effective
Empathy
Encouragement
Energetic
Enthusiastic
Entrepreneurial
Equality
Esteem

Fair

Faith
Faithful
Flexible
Focused
Fruitful
Fulfilled
Funny
Gentleness
Godliness
Happiness
Healthy
Holistic
Holy
Honesty
Humility
Imaginative
Independence
Influential
Initiative
Integrity
Intercession

Joy

Justice
Judgment
Kind
Knowledge
Learned
Liberal
Logical
Loyalty
Love
Maturity
Methodical
Modesty
Obedient
Open minded
Orderly
Originality
Organized
Passionate
Patient
Peaceful
Perseverance
Perfect
Persistent
Persuasiveness
Playful
Pleasant
Powerful
Practicality
Prestige
Privacy
Productive

AN A A~

Professionalism
Prompt
Punctuality
Relational
Resourcefulness
Respect
Responsibility
Sharing
Simple
Sincerity

Self Control
Sensibility
Serious

Sex

Sociable
Spirituality
Status
Steadfast
Supportive
Shyness
Successful
Sympathetic
Talent
Timidity
Truth
Trustworthy
Wisdom
Understanding
Unity
Victorious
Versatility
Zealous



M
DAgRRIN
LI VALS
HIS =
ElSEig
REk
LE
FLSL
L]

%

Ehiie
e
Hk

HE
KA
A At
BN

& A A O
AT 77
e

HAZ
PRAF )
HAEEHR
B
AR
B3 /)
CIES
Py
EFES

HIE I

A~ A A A A A A A

Hw

R

st

i)
Foiiifit &
PR
Sl R
4

LT
A
e
B
R
Sl A1
R
i
HHI
AR
.

i

fit B
HEAE I
M1 1
5

i
WA
Mt
LS
L
EH

et

1E X

Al

R

HIR
AR
EREELEQ]
HiZHEM
ARSI

pod

JEA

A EIE AR
it
A1
JFH
AR
M
AN
At
MR+ )
)
BEFF A
SER M
WE 1
YLk 7
SR
R
50K
AT
e
(SEIN
=

AN A A~

bk
HIE
SHI
NEPSiY!
HIREED
iR

s

KT =N
i8] ERL 1)
HIRI
EEZY)]
U
P
T AT
R

Hur
IREAFEI
R SCFN
iR
R

[ 15 1)
RIR

[iERAN

I
HASE M
M
IR
ik

JEFI 1)
AR
T e Tk



e List your top ten out of all those you have o F|HARIEFHIETL0
circled. o TEX104M B H3-5ME
e Circle approximately 3-5 out of those ten to PR B DR
be your core values.

BOoo~NoOR~WNE
© 00 N O Ul W N

—
S

e Record your top 3-5 values and then write a

brief statement to describe what each value o ETX3-5/MELMME, FF
means to you. TR B b R B TR R X
Values e
1- 1-
2- 2.
3- 3-
4- 4-
5- 5-
Descriptive Statement R
1- 1=
2- 2=
3- 3-
4- 4-
5- -
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Example of Core Values Statement from
the YMCA of Canada.

The YMCA'’s core values guide our everyday decisions
and actions. We encourage everyone involved with the
YMCA to accept and demonstrate these positive
values.

v’ Caring is accepting others. It’s being

compassionate, generous, sensitive and thoughtful.

v" Honesty is shown through integrity, fairness and

sincerity in the words and deeds.

v Respect is acknowledging the inherent worth of

oneself and others.

v’ Responsibility is being accountable for one’s
behavior, obligations and actions

Write your Core Values Statement here.
Core Values Statement

“Nearly all men can stand adversity, but if you want
to test a man's character,
give him power.”
Abraham Lincoln

41

A A A A A A A A A A

Bl MEAREHFESHNZL
YrEMR

REFFETFFEAN NI H T 9R
RIE > TNIRIIEE— NS G
K BT SR LRI 1 »

v REHARENMN . B
B ERE BRI o

v UEE ATRLEH 5 IEANT

v BEHRIEEZ AR
1H

v DN H CSHITF A, X
FRT5) 5 T AR 1T EFERT
i

S TREZ O ME

“SLFPHrENBGER i %o (E27

RIYFEN T — AR RT3, 48

hFEEER.
T HE



A A A A A A A A A A

Vision and Mission

Vision is one of the most powerful gifts of human
beings. The ability to see the future in our mind and
heart can literally sustain life. Vision is our dreams of
a future, something you see with your heart and a
characteristic of leaders. It is to begin with the end in
mind. Habit #2 from Steven R. Covey’s best selling
book “The 7 Habits of Highly Effective People”. Our
vision can be developed and fine tuned by continually
reflecting upon our major life goals. Our vision also
becomes clearer and clearer as we move toward it
through a plan of action (Part 4 - Goal Setting). From
our vision, goals and values we can develop an
equally powerful personal mission statement. Your
personal mission statement is how you intend to get to
your vision summarizing your values, principles and
goals. The statement can help build and restore
integrity as you journey through the ups and down we
all face.

Many years ago | took the time to set my goals and
created my personal mission statement and without
question it was the most powerful thing I have ever
done. | printed that statement and put it in a small
picture frame and that statement has guided me ever
since. In time of despair and discouragement I was
able to reflect on that statement and the goals that
created it and calm myself by knowing that I had
purpose, meaning and direction in my life. | have
found it has helped maintain my personal integrity and
fueled my passion to achieve my goals. | have little
doubt that the time you take to develop this statement
will be of great value to you as well. I also
recommend to go through the process to develop one
for your family.

A mission statement is a short concise statement that
describes the values and goals of a person or
organization. This statement if done from the heart of
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the doer will govern their practices as they strive
toward their vision. The statement can be as short as 9
words or as long as 150 words. The idea is to find a
choice few words that best describes who you are and
where you are going. Business author Steven Covey
asks these questions when helping organizations form
their mission statements;

* Does the mission statement show the means to an
end?

* Does the mission statement recognize everybody
the company deals with? (all stake holders, customers,
lenders, suppliers, workers, leaders.)

* Does the mission statement come from within the
organization? (the hearts and values of the people.)

* Does the mission statement meet the basic needs
of people? (social, economic, spiritual, and mental
needs.)

* Does the mission statement govern the business?
(is it a constitution, do people really buy into it,
promote it and live it especially those at the top.)

“It is peculiar that man can only live by looking to
the future.”
Man's Search for Meaning by Viktor E. Frankl
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Create a Personal Mission Statement

Daniel A. Janssen
“For love, health and prosperity in relationships and
business, | commit my life to ongoing development
and contribution”

I would like to briefly share with you the process of
creating a mission statement | went through as the
President of a local Toastmasters club to take it from
being a club just about to fold to being one of the top
clubs in its district. I began the process by explaining
the power and the value of having a mission statement
that would best describe our club, how the combined
input from our executives, our members and our
guests would be the basis for us to grow into a
successful, strong, cohesive club. Over a few meetings
we determined what kind of club we wanted to be. We
needed to get clear on our goals as you have done in
the previous chapters.

The executives identified some common goals that |
could articulate to our members and

guests during our next regular meeting. We were all
given a copy of those goals and the chart of values
on the previous page and were asked to ponder and
think about what values were important. During our
next two regular meetings, | put the chart of values on
an overhead and asked the group (leaders, members &
guests) to think and call out values that may help
define this club. As they called out values I circled
them on the over head. Out of all those circled, we
then select ten and then the top 5 values that we would
make a part of our mission statement. We ended up
with 8: professional, resourceful, encouraging,
supportive, sharing, organized, energetic,
broadminded. Then we assembled these words into
descriptive phrases that looked like this.

1. Supportive, encouraging, empowering not
intimidating, rigid, stuffy.

2. A community of people wanting to grow and
enjoy the process.

3. High touch warm, caring, open and friendly
atmosphere.
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4. Training & development resources available and
easy to access.

5. Professional, structured and organized.

6. High skill-developing club, producing professional
speakers and excellent communicators & leaders.

With a little more thought and input we were able to
create this statement that we continue to read, display
and orient members with, to which I credit much of
the success of the club.

Our Mission

To provide a professional and organized club that is
energetic, friendly and supportive for the development
of our public speaking, leadership and listening skills.
Success oriented in our approach, we are committed to
providing the education, resources and encouragement
for its members to reach their goals.

Example of Organizations Mission
Statements

Starbucks Coffee
“To continue to be the Premier Coffee Service
Company by providing our customers with

unsurpassed quality in products and service that assure
total satisfaction”
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Crown Packaging Ltd.

Our mission is to continually improve our people,
products, quality and service in conformance with our
customers’ requirements, allowing us to mutually
grow and prosper”’

Toastmasters International
Vision

Toastmasters International empowers people to
achieve their full potential and realize their dreams.
Through our member clubs people, throughout the
world can improve their communication and
leadership skills, giving them the courage to change

Mission

Through its member clubs, T.1., helps men & women
learn the arts of speaking, listening & thinking. Vital
skills that promote self-actualization, enhance
leadership potential, foster human understanding and
contribute to the betterment of mankind. It is basic to
its mission that T.I. continually expand its worldwide
network of clubs, thereby offering ever greater
numbers of people the opportunity to benefit from its
programs.

Mission Statement

Now it’s time to create your own personal mission
statement from the goals and values you have chosen.
When you do this consider your top three to five goals
and your core values and write a statement that best
describes how you intend to reach your goals. You
may want to break this down and assemble descriptive
phrases and sentences and then combine them all to
create your personal mission statement.
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Personal Mission Statement

Congratulations, you must feel great excited about
your mission. You now have a unique philosophy and
outlook on life because you have taken the time to
clarify and write this statement. Copy this statement to
the page in Appendix A: and/or retype it with some
fancy text and some fancy paper, frame it, put it on
your wall or desk and let it empower you as you enjoy
your journey.

Now we are going to complete the task by setting
these goals into a plan of action and you will have just
joined the 3-5% percent of society. These are the
outstanding men and women that make a difference by
who they are and who they are becoming. They are
the leaders of organizations and their families and they
are the most respected and highest paid people in the
world.
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""We make a living by what we get, we make a life by what we give"

Sir Winston Churchill
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Part 4 - Goal Setting
SEYFR 23— B AR B 2

“Our goals can only be reached through the vehicle of a plan, in which we must fervently
believe, and upon which we must vigorously act. There is no other route to success”
Stephen A. Brennan

“THRIRSEH BRI ME—g 2. it RlF, BRAIDIFFREIBHES, WERENT
B BoA AT HITTVERT AT 7

SRR

Now you have created your goal lists, prioritized
those goals and values, developed a personal mission
statement. It’s time to set those goals and make a plan
of action for their attainment. This the most difficult
part of the process but yields the biggest returns.
Planning is the ultimate key to success as the above
quote summarizes. It is without a doubt the way of
the entrepreneur or the man or woman who takes
responsibility for his life. Planning is also the best
form of time management. It is estimated that for
every minute you spend in planning saves you 5-10
minutes or more in actions that lead to results. That's
500 to 1000 % return on your energy. Don’t you wish
your financial portfolio would give you that kind of
return! The top 3% of achievers are all persistent
planners, they are forever writing and rewriting their
goals. They think on paper and continually analyze
their plans, updating and gathering new knowledge to
improve them as they go.

Knowledge is key to your plans. Like a good
business plan, you are going to have do some
research to gather the specific knowledge that you
require. Understand that not all knowledge is the
same. Napoleon Hill in the all-time classic success
book Think and Grow Rich commented that there are
two kinds of knowledge, general or formal and
specialized knowledge. Many fall into the false belief
that knowledge is power. Nothing could be further
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from the truth unless this knowledge is acted upon

with organized plans. We see many examples of

people with university degrees and even doctorates
that are working minimum wage jobs in an assembly

line or fast food restaurant.

There are many examples on the other side of the

scale of men and women that have little to no
education and assumed vast fortunes having

tremendous influence on society. Thomas A. Edison
who became the world’s greatest inventor had only 3
months of formal schooling and Henry Ford had only
a 6th grade education but with the accumulation of

specialized knowledge organized into plans they

were able to rise to be great men of power and

wealth. As you ask and answer questions, gathered

knowledge must be organized in the context of a

specific purpose that we call an organized plan of

action.

Benefits of Planning

3 Plans keep you on track like a map or a flight

plan giving you a clear path and destination.

& Plans build confidence through preparation.
& They reduce stress and anxiety from having

direction and clarity.
& Planning is excellent time management.

& Plans build in a sense of security and allows you

to control change.

& Plans give you a measuring tool as you progress

along.

& Plans used properly allow you to be more creative

and flexible.

As | have just taken some time to sell you on the
value and the vital function of planning for your
ultimate success | also want to stress that you be

flexible, be willing to change and go a new direction

if necessary. As Dwight D Eisenhower said “In

preparing for battle I have always found that plans
are useless, but planning is indispensable.” Planning
is indispensable. Almost all of our mistakes can be
traced back to action without thought. Plans if used

properly will give you all the benefits above
especially the part of being more creative.
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People often misunderstand and think that plans are
too restricting and rigid but you will actually get the
opposite effect. Your mind will have the freedom
knowing clear direction has been established and you
don’t have to trouble yourself with what's next but
how best to do the tasks before you. This is one of
the reasons why you get such an enormous return on
energy. So take the time to research well, gather
factual information from credible sources and plan
out an effective strategy then launch into action,
adjusting and compensating as you drive toward your
goal.

A business plan is a good example of the
fundamental principles of a good plan. A business
plan should explain in detail exactly what the
business is all about and where it is going. It should
describe in detail all it knows and what it needs to
know. It lays out a step-by-step strategy for reaching
its target and calculates and monitors its costs and
progress along the way. A good plan answers all the
questions who, what, why, where, when and how
with a clear sense of vision and mission.

A plan clearly identifies, justifies and quantifies the
end result and lays out a step-by-step set of actions to
getting there. Your plan should be written out with
clear steps so that you could give this document to
your friend and they could follow it and get the end
result. A good mental exercise is to imagine yourself
at the end result you desire and look back and think
of or imagine the steps you would need to take. It is
like being on top of the mountain looking down at the
path you took to get there, and in fact from that
vantage point you would probably be able to see
various routes to get there. So from the end, your
goal, look back to see the various routes that you
could take, get some counsel on the best one and start
hiking.
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Planning Principles

1. Clearly defined objective. (The end result.)
2. Answers the 5 W’s (Who, what, where, why,

when.)

3. Lays out the action steps to getting there in a

prioritized “to do” list. (How.)

Now that you have clearly identified your goals and

prioritized them, understood the importance and
value of planning, let’s gather information and

organize it into a plan of action or activities. As you

can see goal setting is much more than having a

vague vision in your head of what you want.
Completing your plans will give tangible form to the
goal and that’s how you transform your dream into
reality. That’s goal setting. This planner will not only
help you to create the most well-defined and planned
approach to achieving your goals but it will also help
you to balance and schedule your time, organize your
work space, understand the fundamentals of
efficiency and effectiveness, make clear firm
decisions that build an unshakable belief system that

can withstand any of life’s challenges.

From here, we are going to work with your A) 1 goal
and walk you through a planning process that you can
apply to the rest of your top 3 goals or all the goals
you have written if you so desire. If you are new to
goal setting, then it is my recommendation that you
develop plans and work on your top three goals until
achieved or when you gain experience and develop
habits with your time to effectively tackle several
goals at a time. Work on as many goals as you can
comfortably fit into your calendar. It will likely take

a couple of weeks of playing with the calendar |

describe in next section and the allocation of time

until you can set a comfortable routine.
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Gathering Information for the Plan

* Clearly define the goal.
* Identify the obstacles.

* Prioritize the obstacles.

* Write a solution to the obstacles.

» List information, people, skills you need to
acquire.

* Answer all questions.

* Set a deadline.

» Create an organized plan of action.

* Manage tasks.

Write a Clear Definition

Being specific means being clear. The clearer the
goal is the easier it is to create a plan and find the
resources. It is often taught that when you can
describe a goal on that back of a business card then
you are clear what it is that you want. It may be a
large goal like a house that has a list of details that
doesn’t fit on a business card, fine. The idea is to be
clear and concise so that a ten-year-old boy could
understand it.

Identify Obstacles

Make a list of obstacles that stand between you and
your goal. Obstacles may include tangible things like
money or equipment but they may also be mental
obstacles like lack of discipline or even ADD
(Attention Deficit Disorder) or some other physical
or mental disability.

Ask yourself what are your common avoidance
behaviors. These are usually an automatic reaction to
an experience that formed a limiting belief. They are
our fears based on past experiences that we continue
to support and let hold us back. Make note of them
and why you think that is. Get to the root and dispel
that belief which may be an action you need to take
or awareness needed to be developed.
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) Work takes all my energy

) Little experience and education on fathering

) Poor past role modeling

) Low energy levels

) Attitude a little negative

) Lack of clarity on my values and purpose
) Poor discipline and habits

) Very little time

) Lack of trust or respect for my wife

) Very few role models in my life

) Friends who have conflicting goals and
values

) Poor understanding of what love really is

Prioritize the Obstacles

This step will be helpful as we create a plan and
manage our time accordingly. Prioritize just as we
did for the goal category exercises. Use 1 for the
biggest obstacle, 2 for the next and so on down the
list.

8) Work takes all my time and energy.

4) Little experience and education on fathering.
5) Poor past role modeling.

6) Low energy levels.

10) Attitude a little negative.

3) Lack of clarity on my values and purpose.

9) Poor discipline and habits.

11) Very little time.

7) Lack of trust or respect for my wife.

2) Very few role models in my life.

12) Friends who have conflicting goals and values.
1) Poor understanding of what love really is.
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Write a Solution for each Obstacle

- Write your best idea for a solution to each
obstacle or at least the major obstacles that
need to be tackled first.

- Tip: If you are even a little unsure of the way
to overcome an obstacle then form a clear
question that you can ask the people you seek
out in the next step.

Identify the People, Information and Skills
Needed

People: Here you want to think through and list the
people that can give you good feedback. Find people
who have expertise in the area that your goal relates
to and get counsel regarding the goal. *Word of
caution: Don’t seek counsel from people you do not
truly admire or respect for their successes in life or in
this subject. The general rule of thumb is learn from
the successful and experienced.

- People and organizations;

- Personal development trainers & coaches.

- Arrelative who has been successfully married
for 20 or 30 years.

- The government has many resources.

- Local church and/or social agency or
community support.

- Library or Internet, certainly visit me at
www.danieljanssen.com.

Information: Create a clear list of any questions you
might have in achieving your goal, especially the
answer to overcoming your obstacles. Here is a great
question to ask and answer for yourself. “What do I
need to know to make this goal a reality? or What
don’t I know that I need to know?” If you can’t
answer this question with confidence, then you may
have to ask someone from the above list. Begin to
gather and list books, tapes and other data you can
get to begin the process of gaining knowledge and
answering your questions.
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Skills: List courses and workshops you could take.
List different ways of gaining new knowledge.
Correspondence, evening classes, workshops,
seminars, etc. What knowledge could you apply that
would bring you closer to your goal? What programs,
training will add to your skills.

Set a Deadline

Deadlines can be very powerful tools, especially
when you have some accountability and people are
counting on you. We see how the deadline of April in
regards to filing taxes moves people to action so we
will want to do a similar thing here. If it is an
ongoing goal like personal development you will still
want to set a date to achieve a particular level of
progress or state of being. This is quite
straightforward: just write a date that you think you
would achieve the goal you have defined. This date
may change as you create plans to reach your goals
and find that it is much more involved than you
thought or that it is going to be easier than you
thought and you can adjust the date accordingly.
Don't underestimate how useful setting deadlines can
be.
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“I believe life is constantly testing us for our level of commitment,
and life's greatest rewards are reserved for those who demonstrate a never-ending
commitment to act until they achieve. This level of resolve can move mountains, but it must be
constant and consistent. As simplistic as this may sound, it is still the common denominator
separating those who live their dreams from those who live in regret”
Anthony Robbins
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Exercise 5: Create an Organized
Plan of Action

“Failing to plan is planning to fail”
Coach John Wooden

Achieve any goal, task, objective, project, job
description or serious activity with phenomenal
effectiveness whether in your personal life or in
your professional life. At home or at work you have
completed the most important task to being a highly
effective human being. Being clear on your goals,
values and your life’s mission is fundamental to
being the most that you can be and performing at
high levels. Michael Gerber author of The E-Myth
affirms that knowing who you are and what your life
is about is foundational to success as a manager or
as an entrepreneur. Gerber claims he can not even
truly help you without first establishing your
primary aim. “To reinvent your organization you
begin with yourself, you must ask; What do | want?
Which is not an organizational question but a life
defining question, the creating of your primary
aim.” (The E-Myth Manager) Really how else could
it be possible to effectively manage your time, or
make wise decisions? In fact how else could you
possibly be a truly effective human being? You
simply could not unless it didn’t matter where you
ended up. This is why Gerber and | are so adamant
about primary aim, about having your life's goals
defined. Now with what you have done and what
you are going to learn you will be an effective,
efficient and productive human being.

Gather all this information and organize it in a
separate file or sheet of paper for each goal and then
create a “To Do” list for the accomplishment of that
particular goal.

» List each goal at the top of a clean sheet of paper
or file in computer and date it.

* Define the goal clearly.

* Write the date when you expect to achieve the
goal.

* List the obstacles in order of priority.
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* Create your “to do” list. List all the action steps
in order of priority.

* Keep all information gathered in its own file
folder and label it with that goal or category. (see
Getting Organized in next section for some filing
systems)

Your task management or “To Do list is the key to
effectiveness and productivity with your goals and
any task for that matter. Do not under estimate the
power of a prioritized “To Do” list. This list used
effectively it is one of the most powerful pieces of
the plan. This is where time management is
maximized and high levels of productivity are
achieved.

Task Management: Keys to a productive “To
Do” list.

Activities must be prioritized in order of importance.
| find the simplest and recommend using the
ABC/123 method you have already learned. List all
your activities and then go through the list like our
goals and obstacles and simply put a A for most
important, B for the next and so on down the list.
You should be able to place an alphabetical order on
them and rarely break them up into A1, A2, etc. |
just simply list “To Do’s” in order or priority.

1. To determine importance understand the result
each activity has. If you do not do a particular
activity how will that impact your over all goal. If it
IS going to have a major impact then put higher
priority, if little impact then lower priority. Stop
doing things that are not important.

2. Seta clear purpose for each task or activity.
Every task has a particular desired outcome - be
clear on what that is and stay in tune with that
purpose.

3. Do things in order of need and not want.
Example: If you are starting a business and you have
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ten things to do, everything from developing the
product, creating the marketing materials, setting up
the home office, getting business cards, writing the
business plan, computer software, etc., etc., etc. If
your goal is to start a business to make money the
first thing you need to do is the business plan to see
if there is even good enough potential. Then you
need to finish the product. There is no point in doing
everything else if you don’t have the product
because you don’t have anything to sell. What often
happen is that many of the little things down the list
don’t ever get done because things change so fast. |
have seen many people go and get business cards,
marketing material then complete their products
only to find something changed and they have to
redo all the printed materials. Don’t make this error
in judgment. Do the tasks in order and finish one
before the other!

4. Concentrate fully on the task at hand. The most
efficient way to work by far is to only have one task
at a time on your desk. You have heard the
statement that "What goes on, on the outside is
going on in the inside”. The more clutter you have
in and around you the more your mind bounces
around from item to item. It’s distracting and will
slow you down whether you are conscious of it or
not. If you find yourself overwhelmed, frustrated
and lacking the ability to focus, this may be the
problem. First, it is the clarity of your purpose or
goal, then it is getting in the habit of clearing your
work station so you only have the needed materials
to deal with the task on hand. | cannot emphasize
this rule enough.

5. Work in an orderly environment for accessing
information. Develop an effective system for
gathering, sorting, finding and filing information.
(see Getting Organized in next section for work
station & file set ups)

6. Deal with correspondence immediately. The

managers rule of thumb is to only touch a piece of
paper once and deal with it. Put it through your
system now. Take Nike’s advice and “just do it
Papers, phone calls, emails, letter mail. Deal with it!

”'
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I use the simple commonly taught system of. Trash -
Act - File - Delegate. When correspondence comes
in 1 quickly review it, if it needs a response | do it
quickly & efficiently (act). If I would like to do it
someday I file it or transfer it to the “To Do” list in
proper order (file). If it is not important, doesn’t help
my goals or affect any tasks | delete it or trash it
(trash). And if it has value and I can’t do it or file it I
delegate someone to do it (delegate) which may
even include hiring someone.

7. Do the things only you can do. Don’t do
something just because you can, stay working on the
tasks that only you can and delegate or even hire
someone to handle the other tasks. You have to ask
yourself all the time, “Is this the best use of my time
right now”?

8. Make quick firm decisions on all of the above
information, especially with distractions. (more
details on Making Decisions in Part 5) This can be
done with great effectiveness now that you have
clear goals, purposes defined and plans in place.
Don’t be afraid to make bad decisions and don’t be
afraid of changing if you found out you made a
mistake.

This may seem like a lot but it really isn’t. All of
these are easily developed into habits and soon will
come naturally as you continue setting goals and
manage your tasks accordingly. These habits will
make you an efficient, productive, goal achieving
person who will get rewarded accordingly. As the
statistics show, that should put you in the top 3-5%
of society.

Keep on Keeping On

Recognize that if you keep this up that you will
reach all your goals and be the kind of person you
want to be and have the kind of relationships you
want to have. Make these habits because of the
result it brings not because you feel like it or
because you don’t. It is because you have decided
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this is what’s important to you and you know that
the accomplishment of your goals will bring you the
financial rewards, the health, the quality
relationships and the peace of mind that will make
your life meaningful and rewarding. This is your
attitude, and as Zig Ziglar would say we will “see
you at the top!”

Note on Advice & Accountability

Goals and plans are as good as your commitment to
them. If you have honestly thought through and
came up with a set of noble goals to pursue then
why wouldn't you begin the process and start
working toward them now. | do not believe that one
man can tell another what to do. It’s your life, your
thoughts and your choices. If you want to make
some positive change | know of no better way than
to commit to the process and you will figure it all
out. There is no one way for anything. The specific
path you take, the obstacles and struggles you
endure will be unique to you alone. I highly
recommend that you seek some advice on the goals
and plans you have created. Talk to people you
respect and admire who will ask you once in a while
how you are doing with your goals, the kind of
people who are good listeners and those who can
offer you good counsel and encouragement. This is
accountability. It is recommended that you do not
even share your goals and dreams with those who
are not excited and supportive of you. Most people
do not really know how to support you, sadly even
family members. Often they are threatened because
of your clarity, purpose, meaning and direction and
your success. Be careful, selective and thoughtful
about who you share your goals with, receive advice
from, especially accountability.

* Seek out the experts in their field, people who
can demonstrate that they practice what they preach.
* Don’t go to a fat doctor for health advice.

* Be wise, and ask yourself and answer honestly
when evaluating people “would I want to be like that
person?” If the answer is no then don’t waste your
time getting their advice.
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e Be humble and listen more than you speak and ~ * 3, Wik, BREFEXREMN

when you do speak make it a question and then pay BHE, RO, E£03FE AR
attention and learn what you can. BEHbSAFRER = A,

* Be patient and kind with people and don’t run o Wiy K

them over with your goals for it is easy to get o TEIAEE, EHEE—E—
frustrated when others get in the way. MBS

* Enjoy the journey for there is always another °

goal to set.

“In preparing for battle I have always found that plans are useless,
but planning is indispensable.”
Dwight D Eisenhower

“HAEBELNR, B BRI BT, TG FTRLH .
X - FHR
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Part 5 - Time Planning
55 TR - TR) R

“Time is free, but it's priceless. You can't own it, but you can use it. You can't keep it, but you
can spend it. Once you've lost it, you can never get it back.”
Harvey Mackay

“BIEEIALE, HEENZE. FEEHEE, GHIUFEE. FEFERANH
B, HRAWATLHFEE. —BFKE THIE, HFEKESEFARIE. ~

redE - 4l
v' To realize the value of ONE YEAR, ask a student v'  AHZ0iE — 4 I0ME, B2
who failed a grade. BA L [ 2 A
v" To realize the value of ONE MONTH, ask a v RS —A B IOAME, 2
mother who gave birth to a premature baby. 25 B B 3

v To realize the value of ONE WEEK, ask the editor
of a weekly newspaper.

v RBRE - AMUEROME, atE

v" To realize the value of ONE DAY, ask a daily 1] e 5 () G

wage laborer with kids to feed. v RRETE—RWNE, BT
v To realize the value of ONE HOUR, ask the lovers PO KA /NMEI ST T
who are waiting to meet. v REEITE AN E, B
v" To realize the value of ONE MINUTE, ask a ) 25 4 LT PS4

person who missed the train. v OAEBE— MG, 2
v To realize the value of ONE SECOND, ask a RIS 22 N

person who just avoided an accident. R 1Tl " ap s
v To realize the value of ONE MILLISECOND, ask ¥ ‘SRUE ~RERAYHHE, 2

the person who won a silver medal in the Olympics RIESVEE PN
v RBEE—ZMHE, i
iz FHRMAS E.
Treasure every moment that you have! PAERHE R —2!
And remember that time waits for no one. BILENARE!
Yesterday is history. _Tom(_)rrow a mystery. Today ERORITE, HRELKE, &
is a gift. RBEAERL !

That's why it's called the present!
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The most valuable things human beings have is time.
You can always get more money but once you spend
some time it’s gone forever. If you don't already know
the price you are paying for the mismanagement of
your time, then you’re in for a major shock. Properly
set goals are the foundation for effectiveness, and time
management is the foundation of productivity. First
we have to realize how valuable time is and then we
need to understand the principles if we are going to
manage it effectively. Time management is really
personal management. It has been said that the quality
of your life will be determined by the quality of your
time management. Time management is really the
external demonstration of self-discipline in your life
and being effective here will bring you huge rewards
in self-esteem, confidence and respect because you
have the ability to manage your most valuable
resource.

Time management is both a skill and a habit. Like
typing or playing the piano, the skill can be developed
and refined to an art and over time with repetition of
applying the principles you will be a productive
person. Day Timer, a company that understands time
management built a huge company helping people use
their time more effectively. In 1947 Morris Perkin, a
local attorney, realized that he needed more
information about his work day than could be
provided by a simple appointment calendar. So he
designed his own system, which he called Lawyer's
Day. This time record book of calendar pages
combined all the functions of: an appointment book, a
tickler reminder system, a detailed time record, a diary
and record of all work done and activities, and a work
planner and organizer.

It was Perkin's personal solution to time management.
By 1952 Perkin needed a commercial establishment to
handle the printing of Lawyer's Day for him, so he
approached the Dorney’s -- and changed all of their
lives. As Bob Dorney recalls it: "For a while we just
printed it for him, initially he only had about 700
customers. But he really struck a nerve, because
Lawyer's Day went over very well. As the
subscription list grew, we began shipping it for him,
then marketing it, too. Eventually, it got to be a little
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more than he wanted to handle, and after dotting the
I's and crossing the t's, we merged.” They sealed the
agreement with a handshake, and the partnership
quickly became a successful venture. The diaries were
sold using the theme: "Lawyers who keep time earn
42% more than non-time keepers." Results of a Bar
Association study revealed that lawyers who used the
system earned 50% more than those who didn't.

Lawyer's Day was a revolutionary concept that was
soon being used by 20% of the lawyers in the country.
Commerce and trade were booming in the early '50s,
and the economy began to flourish. Calendars in use at
that time were primitive, consisting of dates on simple
pages or blocks of dates on a page, with little room for
appointments, and no space to record details of
meetings or transactions. Because of the vitality of the
economy and the increase in "action," business people
had outgrown these basic calendars, they needed more
room to keep track of more obligations, appointments,
expenses, and details. After conducting extensive
market research, the Dorney brothers discovered that
the Lawyer's Day system would also be effective for

professionals other than lawyers.

“We must use time creatively and forever realize that
time is hope to do great things”

Martin Luther King Jr.

Time Management Rule of Thumb

To simplify time management into a simple rule of
thumb. Find the few things that make the most
difference in what you are about to do and spend most
of your time on those few things. It is the Parade
80/20 principle which states that there are usually
about two out of ten things that will give you 80% of
the results. Find those two things and spend most of

your time working on them. Don't major on minor
things and don't confuse activity with productivity. It

has been found over and over again that in a typical
list of activities if prioritized properly (as we have
detailed for you in the last section Keys to a

B, BERETERUTS. £T, "FE
HREAR, UETHESHTRME,
BMEHT . "WEKEBFEMLMY, &
et RIS T XK AW IR X
Y RICER TR R I A PR A
%5 42%" . EIMHZHMEF B
BA, EMIZBEICARIERIME 7 L HAth i
JhiS t 50%.

BN —X BRRRBMNEX, EA
ALHNMEE, ERMWT 20%093 0.
I+FERNEE, BLTNRSEDL

BAKEERE B42§—nEga—1
B, BE4A2— I LEEFRRRNA
#, JLFRBEREN. SWHRHE
BH=E. XEAXEFERMAAE
MBS, FLEENRDERERE
BANER, MNFREZHNTEICE
s, EH. BEMEMET. E7
HHNTHITNE, ZRABEI

BTN —K RERFEAMNIRIDE

A, ®eERTHARNTIE S,

“BANISRE CIEMEHRFIERTE, FHk
I 1ERT EJE AKX FE LI . "
5T

i (8] B ER AV 28 E N

rEEENEFHLE— M EEZTH
ZEEN, B =BT IRIIA
EFEERRXHNERE. EMEARN

82 EMFTIRIER « +HHEHREMM
EXHRIR/N\DZ/\THNE. FEit,

BRIXZ=%F, FHEMNBEMHEREE
MN&LE. FEAWE LRENE, BR
BRTHERTE™. BELREILH,

E—TEantRS, MRBESEE
WHF (R _E—3B0 I8 EE-5
TN RIRARE) | BIRSEMRX



productive “To Do list) that by the time you have
completed the first half dozen tasks that the latter
tasks have changed or need not even be done

anymore.

This is a very important point and why you must work
your “to do” list in order. The greatest time waster is
doing things that don’t need to be done at all. You
must discipline yourself to identify and concentrate on
the highest priority activities until they are complete
before shifting to activities of lesser importance. This
follows the statement that there is never enough time
to do everything but there is always enough time to do
the things that are most important to you. So identify
the highest priority activities and start on #1. Tip: If
you don’t know the order of which activities will give

you the best results then ask an expert, a highly

successful person in that area or the boss who can help
you prioritize the activities. In fact, | highly
recommend that you get feedback on your activity list,
get some advice and counsel as we suggest in

planning and decision making sections.

You probably already fill 24h of your day. If you want
to do something new you need to ask yourself what
are you prepared to give up so that you can make

room for this new activity. Again there is never

enough time to do everything there is to do, but there
is always enough time to do what is most important to
us. A real awakening can be taking inventory of how
you are using your time now. You can have the best
map in the world but if you don’t know where you are
then it is unlikely you will be able to find the best
route to get where you’re going. You now have clear
goals and a good road map. You have to find out just
exactly how you generally use your time. A common
and simple method is to document every day for a
week everything that takes up your time. How many
times did the phone ring and how long was each call,
how many times and how long to brush your teeth,
reading the paper, walking the dog, etc., etc., etc. How
much time do you spend doing things from the time

you get up to the time you go to bed?
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Make note of them right away, don’t try to trust your
memory and record everything at the end of the day
for you will not remember everything that you did.
Identify your time wasters, and eliminate them or
change the habits (see page 61 on “Habits”) that you
have formed. Correspondence with people and paper
1s most people’s biggest time waster. They don’t
realize just how much dealing with these items
dramatically impacts their ability to perform and be
productive. Identify and eliminate.

Getting Organized

“To put the world in right order, we must first put
the nation in order, to put the nation in order we
must put the family in order, to put the family in
order we must first cultivate our personal life, we
must first set our hearts right.”
Confucius

I will add to Confucius words; you must put yourself
in order. The truth is that it’s easier to be organized
than it is to be disorganized. You receive all the
benefits and don’t suffer from the consequences. You
have seen in goals, in activities, and in values that the
order, the priority is absolutely crucial. Your
organization is just as important. You want a life free
of stress, then put yourself in order as you did your
goals and you won’t believe the difference it makes in
your life. You have heard the statement that “What
goes on - on the outside is going on - in the inside.”
To rephrase this statement, it means that your outer
world is a reflection of your inner world.

Look around you. What does your outer world look
like? What does your house look like, do you have
piles of paper on various tables, do you have clutter all
over the place? Your garage, your back yard, your car,
your car trunk. Every clutter in your life is a reflection
of some clutter in your mind. You don't need to go
take these herbs on the market, these brain food tablets
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that clear the mind; you need to clear that clutter in
your house. Organization is a life skill principle and
you cannot violate principles without consequences.
You are paying for it whether you realize it or not.

Consider these consequences.

» disorder = chaos, dysfunctional.

» disorganized = blurred or hazy, cloudy, unclear.
* poor order = spinning your wheels.

* poor order = not making much progress on
important things.

* poor organization = wasted time.

Disorganized goes hand in hand with some of the
biggest characteristics of failure and mistakes.

* indecision.

* laziness.

* lack of discipline.

 lack of focus and attention.

e stress and anxiety.

* lack of priority.

* out of control.

Organization goes hand in hand with some of the
characteristics of success.

e order = clarity.

e order = harmony.

e order = function.

» order = control and discipline.

» order = peace and patience.

Good order in your life, is a matter of first clarity of
your values, then your goals, then clarity of your
activities, then the simple development of habits and
practices. You can expect to be more efficient and
effective with your goals and more patient with your
relationships. Yes, you will find much more patience
with people who tend to get in your way (mostly your
close relationships) and distract you from your
objectives. You cannot afford to be disorganized. It is
too costly to your performance and your productivity.
Worst of all, it is too costly on your relationships. All
of you can identify with this.

You know how you feel when you have cleaned your

house. You do your major spring cleaning. Your
husband cuts the lawn and cleans out the garage. You
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clean the place from top to bottom. Then you sit down
after it is all done and your breath out, haaaaaa. You
feel at peace, you’re relaxed, you have clarity and you
feel like you’re ready to take on the world and you
really can. You can take on your major life’s goals
with energy and clarity. You know what | mean, you
feel great. Don't you? Why you would choose to live
disorganized is beyond me. You either don’t know the
tremendous cost it’s costing you or you don’t believe
that order is that important or you have developed bad
habits that are ruining your life. Being organized will
give you a sense of control and harmony. It reduces if
not eliminates stress and anxiety and it facilitates
efficiency, effectiveness and helps you to perform at
your peak levels.

Look at your computer for example. Windows has a
built-in program called “defrag” when your system
starts acting up, when the mouse freezes or when the
computer locks up. The first thing technical support
will recommend is that you run the defrag program.
This puts everything in order, lines all the sectors up
so the machine will run with maximum performance
and effectiveness. The program can find things
quickly and efficiently; it runs more smoothly with
less chance of corruption. Similarly, when your
environment is set up with order you can expect the
same results.

Let’s Get Organized
The 7 Habits of Highly Organized People.

1. They have clearly defined goals that they review
on a regular basis and always know the outcome they
want to achieve.

2. They take the time to create organized, efficient
and effective work environments.

3. They deal with paper work, correspondence, issues
as soon as they touch it and put things back or away
when they are finished using it.

4. They prioritize and plan out their daily activities
the night before.

5. They stick to their prioritized “to do list” and
finish tasks before they start the next.
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6. They create or use efficient systems to manage and
accomplish tasks and activities.

7. They remain calm, positive and do not allow
interruptions to take up unnecessary time and distract
them from task on hand.

Look, you are already halfway there. Now we just
need some good systems and habits that can make a
huge difference in the balance of your life. These
habits should be held consistent at home, at work,
wherever you are and whatever you do. They are
simple and easily developed by a slight reminder
when you get off track.

Continually prioritize your tasks and activities the
night before or before you leave work. This simple
task can free you up for evenings with your family or
maybe your next goal. This will help you sleep better
not having to worry about everything you have to do
the next day. It also helps smooth the morning when
the family is a little tired, possibly rushing around
because they feel a little disorganized or have to get
going to the many things they have to do.

Review your goal or objectives on tasks before
engaging in them to get the purpose fresh in mind.
This is very important if the task is complex and of
high importance. It helps ground and center you in the
task. It helps keep the main thing the main thing.

Work on only one task at a time in a clear work area.
Clear from being able to see other things, don’t clutter
the desk or the mind with 10-15 things around you. As
simple as this may sound it works like a charm
especially with the amount of distractions we get on a
regular basis. It works just as well on dealing with an
incoming distraction helping you return and get back
focused quickly.

Focus and concentrate on the task at hand. Do not
answer telephone calls, emails or other disturbances
unless you have to. When distracted shift your focus
to them, especially when it’s someone important and
then shift back. When the mind wanders or you are
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distracted literally tell yourself what | always say
“focus” or “concentrate” out loud and get your
attention back.

Put things away when you are finished working with
them even if you are going to come back to it later.
Many, many times we don’t make it back anyway so
just pack it and put it away, close the file, put away
the tools, etc. It only takes a minute and doesn’t leave
undone things. When you do return the simple
unpacking where you left off tends to get you back on
track right away.

Complete one job before starting another. Do not have
multiple tasks on the go at one time or you will end up
not doing any of them well. It is better to do fewer
projects in order of priority done well than a bunch of
them done poorly, especially if they are not important.
This is a common characteristic of highly successful
men and women. Once you have good habits
developed with one task you can then attempt multiple
tasks with similar structure and organization.

Create the Work Environment

There is no one way to get organized. You will have
to create your own system and set up that meets your
particular needs. You will want to consider your
overall environment. Lighting, heating or air-
conditioning, comfortable furniture such as a well-
designed chair. You may add access to water and or
healthy food to endure the long hours one can spend at
a work station or office. In this section we will focus
on setting up an efficient work station and developing
good habits that can make a major difference in
information control and your performance. Set up a
micro environment that will include furniture
arrangement, filing systems and machinery to help
you process your work. Then you can develop good
management habits and organize your time
accordingly.
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“Before we choose our tools and technology, we
must choose our dreams and values, for some
technologies serve them, while others make them
more unobtainable.”

Marylin Ferguson

Habits

It’s a neuro chemical fact that habit patterns are etched
in your brain. They are neuro chemical pathways. A
computer program illustrates this in a simplistic way.
A computer program uses pages of binary code,
symbols, numbers and letters that don't mean anything
as you see it on the page. Machine code doesn't make
any sense until a programmer enters it into the
computer system when it takes on meaning and
creates a program. So when the person at the key
board presses some keys and hits enter, at the speed of
light produces a command, the response. Your brain
works in a similar way. It has 100 billion brain cells
that processes electricity at one one thousandths of a
second, making 30,000 new cell connections every
single second never repeating the same pattern. We
process thought at 1,250 words per/minute and speak
at approximately 250 words per/minute.

A habit is an experience that has been repeated so that
it is etched into your brain and when something
triggers a particular feeling at the speed of light you
get a response. Just like when the person types in a
bunch a keys and hits enter you get a response.
Because of the repetition of a response to a feeling
you have created a habit or a behavior. Now if you
want to break this habit when you get that feeling
instead of doing what you normally do (the response)
you employ will power and do something different,
your goal or new habit. By doing this you have just
jumped track shall we say and formed a new pathway.
To form a new habit, it has been estimated that you
keep that up for 21 - 80 days. Depending upon your
diligence you can form a new habit or response to
your old feeling or behavior. Use your will power, our
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gift of choice. Take what you know and how you feel
to make new decisions and shape new habits. Use
your strong feelings about things that you want to
change or achieve and couple that with your
knowledge, and your goals to make a new decision
and you have just employed will power. Example; |
feel like watching TV but | know that it just
contributes to my laziness so | will do what | have set
out in my goals and go do it. You have just jumped
track and well on your way to a new habit,
overcoming an addiction or any behavior you want to
change.

There is another habit of ours that I briefly touched on
in “Part 4 - Identifying Obstacles” that is worth a re-
mention. That is our avoidance behaviors or our
automatic reactions to some input. We can control our
responses and create new actions that enable us to
move beyond past experiences or programming. Our
past negative experiences form fears and beliefs. The
purpose is to protect us but in fact they limit growth.
As Scott Peck described in A World Waiting to be
Born; “People will employ a variety of psychological
tricks we call defense mechanisms. While sometimes
necessary, even lifesaving, these defense mechanisms
are more often employed in an unhealthy fashion.
When used this way, they are self-imposed limitations
and prevent the person from moving forward
becoming all that she or he can be.” The clarity of
your goals and development of your plans as | have
described should surface these mental obstacles or
limitations. Lack of awareness being is most of the
problem. Application of your will power and
commitment to form new habits will help you to move
forward and achieve your goals.
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Making Decisions

“Once you make a decision, the universe conspires

to make it happen.”
Ralph Waldo Emerson

Many believe the above quote to be literal truth.
Regardless of our belief, making wise decisions is a
key to helping you realize your goals. From the classic
mega best seller “Think and Grow Rich” by Napoleon
Hill, a study of the five hundred wealthiest men of the
United States found that their ability to make
decisions was key to their success. He found that
successful people were quick to make decisions and
slow if ever to change, where unsuccessful people
were slow to make decisions but quick to change.
Here is one of my favorite word picture stories to
illustrate the need to make good decisions:

Life is like a river for many people. They just jump in
the river of life without ever deciding where they want
to end up, so they quickly get caught up in the current,
current events, current challenges, current fears. And
then they come to the forks in the rivers, they don't
consciously decide which way to go, they just go with
the flow of the river, the flow of the majority instead of
being directed by their own values and goals. As a
result, they feel out of control but continue to drift
downstream until one day the sound of the raging
water wakes them up and they realize they are five feet
from the falls and they are in a boat with no oars. It's
too late. They are going to take a fall. It may be a
financial set-back or the breakup of a relationship or
maybe even a health problem. In almost all of the
cases the fall could have been prevented by making
better decisions upstream. Anthony Robbins

The currents of life are carrying people directly to the
falls because they are not making thoughtful decisions
according to their values and goals. One of the biggest
problems is too many try to figure out their decision in
their head. It is nearly impossible to get a good
objective view of the decision you need to make in
your head. We are too easily caught up in emotions
and feelings that change day by day. One of the most
effective ways to solve problems is to write it down,

RE B

“BEEXE. "
FIRF AR Z BNE

WEAR LEXAEE N FFHERL.
TRBAINEZWE, BENRERE
BREANALHKE. EATRNGIHE
B (BEEHE) 5, FEEWCHR
Hd—I0RE | XEKEENEETA
BUINEIRARTE T bATAVRIREE ST . B
W, BINALREMSIERM L IREK, X
TARER. Bk, RBEOARMER
RE, BEBFEMEK. ERREY
TRMNESNERREER, BTKIATE
—BRBIRME A sk KRR

XNRZRE, NEBRBE—FTw. 1]
BEHAZ T, WHAETHIE. BHIA
EZETIREIE T, ETHRETAIZZZEM
i, BT THIHITHIRYR. Z1tf]*
B T3TRI R, T AL,
THE, TERERERE R, EMX
R, T EEBENEE CHITT e HH e
R, NIEZGE X, AL
1 To BEZEFHEBIKFZIFMENTIR
BE, 177 7 EiRE R I B A S
R, B R BHERMHZET T I7/4 .
—LJEBKBE T o MNIRBEREXRKFE T
xo MESLFLET, XFHE JEEE
ZFEY. BBV EEREEY.
K BB BIEER SCEE ] X BN 17688 77
¥, WHERZEYENIREREL.
LHE ZEH

REREB CHNENBIRMURE, =
THAEERAEZILEATBANETEN,
REHAARPRANEBES, A
RIBEIAERERE . A, {XE&
HER T, RESANARX, &MNAF



have a good look at the issue, ponder it for a couple of
days and apply the exercise below to make the
decision. Below is an awesome simple exercise to
apply to any decision that you may need to make.
Indecision when a decision needs to be made can lead
to much unwanted stress and anxiety. Total the results
from the exercise and | assure you that you see the
answer staring right in front of you and you will not
get stressed and have anxiety that only clouds the
situation.

* Print off the following page and apply these six
steps.

*  Write your question or dilemma in the blank line
at the top.

* Apply each question to your situation.

* Total the results at the bottom.

* Finish with My Decision.

State your question:

1. Does this decision bring you closer or further
away from your goal? Answer: Yes, or No.

2. What is your gut feeling, listen to that inner voice?
Answer: Yes, or No.

3. Weight the pro's and con's, create a 2 column chart
and list as many positives and negatives you can.

Positives (Pros)

Negatives (Cons)

74

REEEH AR, FEULFAREM S
IEFAVIERE. MU —DERBIRTT
RER, LXK TXANERA, MRS
T, ZE—ENH, FERTENTZE
SEEIRRAMEIRE. TEHXNER
M a% S e B BREEIRMAT
it EERRTE . R AR IZ S4BT RY
HIMBEAR, SHBEABENENE
5K

* BTEHMJLIUTEER, RMUT
6 DHEEKM.

*  RirmEimeyE) @ MRS E RS
£75.

*  REAPBEHERNERS.

* BERBIEHR.

*  EAERVRE".

() B R A9 [a) R

1. EMRERBREBEMRBIRNER
FiE—%7? FX 2 HEFZ
2, IRNERZMTA T BEEI T IRK
DHEE? BRI 2 HE AR
3. MEHE, s— 1 RIMER R
W REHE % B RYSF AR RIER AL .

R (ER)

WA (ER )



A A A A A A A A A A

4. Hindsight is always 20/20. Reflect back and
think about how have similar situations worked out in
the past. Answer: Positive or Negative

5. Look at the circumstances surrounding this
decision.

A) Are doors open or closed? Answer: Yes, or no
B) Do | have the emotions to deal with this? Answer:
Yes, or no

6. Probably the most important is to seek
counsel. I cannot emphasize the importance of this
enough. Humble yourself and get some advice. Seek
out those who have experience and success regarding
your decision and get some feedback. An ancient
proverb says “Listen to advice and accept instruction
and in the end you will be wise.”
Results Totals. Do it.
Don't do it.
Question 1
Question 2
Question 3
Question 4
Question 5A
Question 5B
Question 6 Advice
Question 6 Advice
Question 6 Advice

Your decision:

If you are still unsure of your decision, then | have
found another few questions to be most helpful.

1. What is the worst thing that can happen by making
this decision now? Can you live with that result?

2. What is the worst thing that can happen by not
making this decision now? Can you live with that?

3. Can I wait two, four or 6 more weeks?
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I heard a wise man once say that “God's will for you is
what you would do if you had all the facts”. I don’t
want you to analyze until you are paralyzed, but for
any major decision it is wise to take some time and be
considerate and thoughtful regarding your decision
and I think you will find the above process and three
questions. Here are some other thoughts regarding

decision making or why people often make bad

decisions.

6 Common Pit Falls in Decisions Making

An unwillingness to think.
An unwillingness to think ahead.
An unwillingness to take advice.

NS

motives.

5. Anunwillingness to discount personal magnetism,

personal biases.
6. An unwillingness to wait.

Webster's dictionary defines decision as the quality of
being positive and firm, a decisive result! Decision
comes from the Latin root “ci-dere” which literally
means to cut from. It means when we decide to do

something then we need to cut away all other

possibilities. When you say that you are going to quit
smoking then that's it, you're finished. You have made

a positive and firm decision.

Remember the story of Hernan Cortes who sailed
from Cuba to Mexico in 1519 with plans to conquer
the Aztec empire. He succeeded in conquering the
Aztecs but found many other great challenges and
difficulties. Many of his crew wanted to sail back to

An unwillingness to suspect oneself. Sometimes
we don't want to be realistic with our self and our

Cuba when Cortes made the decision to burn the
ships. This left them no other opportunity but to

succeed in this new land which they did forming the
little town now called Veracruz. Maybe you have
some decisions where you need to burn the ships.
Make your decision and cut away all possibilities from

turning back and you will succeed.
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“An undecided mind is a dangerous way to live.”
Daniel A. Janssen
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Part 6 - Time Planning

LVAY: (i WA 3

“Time is free, but it's priceless. You can't own it, but you can use it. You can't keep it, but you
can spend it. Once you've lost it, you can never get it back.”
Harvey Mackay

“ROETF, BTEE, BRYE; BNES, AZER: BT, HRERE; b
MERARF— R, TREFEERNENR, TREBBHER, TREREFDHLEIH
5. MEWRHERE-MAREERENE CRFETRAEMES, RRRIIT . ”

PIIRK
Congratulations on having completed some of the
most fundamental and powerful exercises to having a
successful, balanced life full of purpose, meaning and
direction. If you do not feel that you are right on top
of your major life’s purpose, and certain you now
have the understanding and keys you were looking
for to create your dream life then do not worry.
Please remember that all we have talked about is a
process, a process that will become crystal clear as
you move toward your goals and develop the habits
of success. The miracle and magic takes place in the
journey, in the discovery of who you are and the
unique contribution you can make in this world.

We all want the same things. We all want to be
happy, feel secure, peace of mind, health and wealth.
We simply all want to be successful and have a
purposeful and meaningful life. There is no one
answer, there is no one way, it is simply a process of
growth and you have learned some of the very core
fundamentals to moving along in that process. You
are now a better equipped, focused, purposeful
human being with some key strategies to being
effective, efficient and productive on that journey.
Many of the characteristics in the upcoming pages
you will already be on top of from having set your
goals. Some you will know are obstacles that have
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hindered you in the past and there will be many you
didn’t expect that will arise as lessons to make you
wiser and stronger. Consider the following
characteristics as it applies to you.

Characteristics of Failure

It is from our failures that we learn life’s most
valuable lessons. Nobody should be afraid of failure
but we seem to avoid it at all costs. The founder of
IBM was interviewed once and asked what is the
quickest way to succeed? His reply was “double your
rate of failure”. What he was referring to is that we
all fail and make mistakes. We continually try things
until we get it right and master the lesson. It is part of
the process. Thomas Alva Edison, considered to be
one of the world’s greatest inventors always
recognized the importance of hard work and
determination. Before succeeding in 1879 he
recalled, “I tested no fewer than 6,000 vegetable
growths, and ransacked the world for the most
suitable filament material. ” 1t was Edison that said
“Genius is one percent inspiration and ninety-nine
percent perspiration.”’

In the early 1950s a new interstate highway was
planned to bypass the town of Corbin. Seeing an end
to his business, the Colonel auctioned off his
operations. After paying his bills, he was reduced to
living on his $105 Social Security checks. Colonel
Harland Sanders actively began franchising his
chicken business at the age of 65. He traveled across
the country by car from restaurant to restaurant,
cooking batches of chicken for restaurant owners and
their employees. If the reaction was favorable, he
entered into a handshake agreement on a deal that
stipulated a payment to him of a nickel for each
chicken the restaurant sold. By 1964, Colonel
Sanders had more than 600 franchised outlets for his
chicken in the United States and Canada. That year,
he sold his interest in the U.S. company for $2
million to a group of investors including John Y.
Brown Jr., who later was governor of Kentucky from
1980 to 1984. Our failures and attempts are our
stepping stones to success.
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For this particular part of the book | would like to
define failure as not getting what you want. If you
have failed to get something you want, you have
failed. You are not a bad person; you are not stupid
you just missed the mark. By the way “missing the
mark” is a literal definition of “sin”, and you can take
that any way you want. Nobody wants to fail but
many do not realize how subtle it is. Like success, it
is the little things added up month after month that
will soon benefit you or rob you of the joys of life.
Procrastination, laziness, indecision, pride and
arrogance, mocking and destructive criticism,
constant complaining, and neglect are the big ones,
especially neglect.

Neglect is a disease; it's a subtle attitude that will lead
you right into the formula for failure. Should do it
could do it, don't do it. Here is a simple analogy we
can all relate to. Bacteria can be defined as an alien
hostile life force with an agenda to take over a host
system for its own survival. These are germs which
look for openings in the skin like a cut or a scrape.
Now if you get a little infection (bacteria) on this cut
or opening you can go to the medicine cabinet and
pour a little rubbing alcohol on it or wash it and it
probably won't turn into much. If you neglect to treat
that infection, it is likely it to grow until you are
going to have to see a doctor to get antibiotics
because your immune system has been penetrated
and compromised. That's the disease of neglect. It
starts as a little infection and if we don't deal with it,
it will grow and spread until it robs you of all of life's
values, happiness, joys and successes. Neglect is a
disease and if you neglect to do wise things with one
area of life like bacteria it spreads to other areas
which is why we so often see people who failed mess
up every area of life.

Procrastination is an obvious major killer in life but
we also have to watch out for majoring in minor
things. I know many people including myself who
had worked very hard at different jobs but still failed.
Just because we are busy and work hard does not
mean success. In fact, as we described in activity
planning and time management we must identify the

80

A A A A A A A A A A

TEREE 53, FRARKE RIE SN AR RETS 2
HOMER . WRIREESRIREER
MR, AR T . BRI
= MEN, HARE, IRARKFH
Fro 18 (JEEH) JFERFIAEN niss

the mark, PREFEFEMAATL. WAL
SR, HRWARE NI R
bYE. RIS, RRNBTRE ST
HAA &R, B aukiER, EABKIR,
HEaEsE, WrE, MEBAY, HHNAH

Ky BIRAAMLF B HEVE, K TeiRiE
e, ZAERERH, JLHE 2.

BRE—FRAS, EREARE, UE
T 5 FARAS e [ S . A,
AIREML ANFefe IXANTRT B AR SR HETRAT
NNERA 8. 405 v] DA S —Fhdb
FKAEmIER, ErHRRR SRR
4, fE . i e Sk Ik B
FIFF VB an s I B 4540 . BLAE an SRAR
P4 VG T — e (A . ARTT
LR BRI 2540, B aimks, s H
PRETEYE, 2R mE,
WIHRARIE R ZIXANBEG,, A e
e, HEMRAEALEESE, JHE
AR, WNRKRERG CEWE
FERURGLT o Xp R BMIE R . A
e — 2/ Nr g, (Ean RFRATTAS Feff ok
B, EELSAE, IEG RmRATE I
JrOTME, VRIE S A8 PRATRL
Die WFEEER—FE, SR IRE R ZAL
By AREARHUE 5, 04 et
SO B A BRI R A 3 ) AR AT
XA AT A — 8 N AR T R T
JRIA

HEIEAE R NE R RS A A/ T, EREH
I AT A% . RENE B IRIEN
HIVF 2 N /84 2l 7 e TTAE,
EYRRIG T« AT IR ST, FFA
BRI BT sLbr L, ERATHIH
S5 TSR 1) 4 B A F A e 2
(1, B e U E IS Sl A RERR DR ERATTI
BED o AREER A LA SR & R BRI



A A A A A A A A A A

high value activities if we are to make measurable
progress. Working on low result activities is a sure
way to miss the mark. This is why we spend lots of
time to create clarity on our goals and plans for their
attainment. “Failing to plan is planning to fail” as
basketball hall-of-fame coach John Wooden would
say.

Finally, don’t be afraid to admit a mistake. One of the
worst things we can do is try to hide, cover up or
pretend that it’s not a mistake. The best thing that one
can do is admit something was a mistake and change
immediately. Brian Tracy claims that 70% of our
decisions turn out to be wrong in the long run so as
soon as you have identified a mistake, cut your losses
and move to the next decision. This falls in line with
not being able to admit that you don’t know
something. Ignorance is not bliss and arrogance is
one of the worst of human qualities. Being arrogant
and un-teachable can be fatal to one’s progress and
even psychologically prevent you from personal
growth. This usually stems from poor attitude,
insecurity or low self-esteem or self-image.

Characteristics of Success

Like beauty success is in the eyes of the beholder.
Success is something that you must define for
yourself. It has been said: “Never pity a man who has
everything that is important to him and pity the man
who has everything but what is important to 4im ”. |
hope that working through your goals has helped you
to define what success means to you. This section of
the planner is not to define what success is but to
understand some of the common characteristics that
show up in successful men and women through out
the world.

To talk a little more about success | would like to
refer to the classic international best seller we have
referred to earlier. “Think and Grow Rich” Under the
guidance of Andrew Carnegie, Napoleon Hill had
studied 500 of the richest men of America to try to
better understand the road to success. Many of these
men have claimed that his teachings contributed to
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their vast fortunes. Some of these men are Thomas A.
Edison who became the world's greatest inventor
with only 3 months of formal schooling, Charles M.
Schwab, Henry Ford, Theodore Roosevelt, Wilber

Wright, John D. Rockefeller, F. W. Woolworth,

Woodrow Wilson, Alexander Graham Bell. He stated
at the beginning of the book that he will mention over
100 times the keys to success and making money.
This is something that you must see with your inner
eyes if it is going to have any impact on your life, if
you are ready for it. After reading the book you will
come to the conclusion that the answer is summed up
in this quote of his. “There is one quality which one

must possess to win, and that is definiteness of

purpose, the knowledge of what one wants, and a
burning desire to possess it.”” Napoleon Hill

I would like to share with you some of the

characteristics of successful people whom | have

studied. I call it the G.A.P. theory. | have adopted this
acronym to help me remember the common personal
characteristics of great men and women of the past
and to remember the big 3 characteristics that they
have all seemed to master. The G.A.P. theory is not a
theory but a fact. It is the fact that these three
fundamentals produce most of the characteristics of
successful men and women around the world. It is
these qualities and characteristics that set apart the

winners and high performers. It is these

characteristics and qualities that will be produced in
you as you engage in the process of doing, becoming

and having all that life offers.

The G.A.P. Theory

G =Goals A = Attitude
Development

Goals

Key traits that properly set goals produce:

- Purpose

- Passion

- Organized plans
- Meaning

- Direction

- Mission

P = Personal
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- Clarity

- Burning desire
- Productivity

- Decisive

Attitude
Key traits a proper attitude produces:
- Responsibility
- Resilience
- Resourcefulness
- Proactive
- Commitment
- Teach ability
- Humility
- Discipline
- Positive
- Persistence
- Determination

Personal Development
Key traits personal development produces:
- Courage
- Character
- Confidence
- Competence
- Compassion
- Self esteem
- Optimism
- Integrity
- Security

Consider these values or characteristics and check
which ones you feel you have and circle those which
you feel you should improve upon. Now that you
have completed the exercises of the planner you
probably have most if not all of the traits under Goals
on the left, but what about the other two boxes. What
is your attitude like? What personal development
traits do you display in your daily life or better yet
when things get a little tough. Can you still act with
integrity? Do you still have the courage to make the
right decision even when it may cost you some time
or money?
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I would now like to conclude with a couple of
teachings from Jim Rohn. The teaching actually
stems back to the great philosophers and sages of the
past. It is simply that our beliefs, the way we think
affects our attitudes which in turn affects our
behaviors which give us our results. Mr. Rohn has
created an excellent formula to help us remember
which goes like this;

Your Beliefs = Attitude = Actions =

Results
(and then he adds this creates your life style.)

It is the information age. A shift from manpower to
mindpower. In this new age, you are no longer
rewarded for the hours you put in but what you put in
to those hours. The mind is the key to change, to
understand the underlying beliefs that propel us
forward or hold us back. For too long in sports,
business and education the emphasis has been on
physical or technical skills and not on mental skills.
With athletes as well as business professionals it is
clear that outcome is based on psychological factors.
It is the way we think about things, the way we feel
about things that we need to develop, understand and
take to new levels. Change the way you think and
everything will change for you in the direction of
your newly established goals.
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Attitude by Jim Rohn

""The only limitation placed on our abilities is the inability to easily recognize our unlimited
nature . It takes effort to become aware of our staggering and limitless abilities, it takes effort
to become enthusiastic over a cause or an occupation. It takes effort to continue when our
results as well as our friends tell us to give up trying. It takes effort to feel right about
everything that happens, the joy and the sorrow of life. It takes effort to learn to love ourselves
above all others, especially when we are so conscious of our failures, doubts and tragedies. It
does not however take effort to fail. It is ironic that one of the few things in this life we have
total control over is our attitude and yet most of us live our entire life behaving as if we have
no control whatsoever. By our attitude we decide to read or not to read, by our attitude we
decide to try or to give up, by our attitude we blame ourselves for our failure or foolishly blame
others. Our attitude determines whether we love or hate, tell the truth or lie, act or
procrastinate, advance or recede, and by our own attitude, we and we alone actually decide
whether to succeed or fail"'
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Closing Comments

There are three things that | hope have been
accomplished with this program;

1. Clarity of your values, mission and life’s goals.
This being absolutely foundational to our success and
development of character. | hope that you are well on
track and now know how to keep yourself focused,
fulfilled and productive.

2. Create a more balanced and effective person.

I hope that with the clarity of your goals, the
understanding of planning, time and task management,
being organized, and this decision making process will
serve you to being a more effective human being.

3. Produce courage, responsibility and personal
leadership.

I hope that this clarity and these new skills will help
you to be more courageous to pursue your dreams and
become the most that you can be.

No one on this planet knows your desires, your wants,
your needs and your hopes but you. No one knows
your fears, your insecurities or your weaknesses but
you so no one can really tell you what you should or
should not do. It is my belief that the overall goal of
mankind is to become the most that we can be, to grow
to new levels of awareness and fulfill our human
potential. To do that will require your commitment to
your goals and dreams, the disciplines of good habits
and courage. Sir Winston Churchill said “courage is
rightly considered the foremost of the virtues for upon
it all others depend.”

* It takes courage to set goals and pursue your
dreams.

* It takes courage to choose values and resolve to live
by them.
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» |t takes courage to stay the course under subtle
pressure to give up or conform.

* |t takes courage to go the way you feel in your
heart even when its not sure to succeed.

* Most of all it takes courage to try to become the
most that you can be.

“The only limit to our realization of tomorrow will be
our doubts of today.”
Franklin D. Roosevelt

Key Tips from Great Books

7 Strategies for Wealth & Happiness by

Jim Rohn
Strategy One: Unleash the power of Goals.
Strategy Two: Seek Knowledge.
Strategy Three: Learn how to change.
Strategy Four: Control your finances.
Strategy Five: Master time..
Strategy Six: Surround yourself with winners.
Strategy Seven: Learn the art of living well.

7 Keys to High Productivity by Brian

Tracy.

1. Work harder at what you do.

2. Work faster at what you do.

3. Work on higher-value activities. (80/20 rule.)

4. Do things you are better at.

5. Bunch your tasks. (do several similar activities
at the same time.)

6. Simplify your work. (create better systems so
there is less steps.)

7. Work longer hours.
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The 7 Habits of Highly Effective People  ¢zn3tg8 A\ L1743 18)

by Steven R. Covey AR 4
Habit 1: Be Proactive. ST 4 =
Habit 2: Begin with the end in mind. %g; EZ%?:
Habit 3: Put first things first. s 2
Habit 4: Think win/win. A3 EHE—
Habit 5: Seek first to understand before A1R4: U8 4
being understood. JMR5: A EC
Habit 6: Synergize. JiR6: HMEBERL
Habit 7: Sharpen the Saw. SB7: AU
QOUNIAZ: =2k -9

The 7 Steps to an E-Myth Manager by EER G
Michael Gerber B, A AR
Step 1: Primary Aim, 3 . o
Step 2: Strategic Objective. ig; ggi@

Step 3: Financial Strategy. £ ’ f
Step 4: Organizational Strategy. BBRA: LA
Step 5: Management Strategy. DIRS: EHRH
Step 6: People Strategy. WIRE: NJI5K
Step 7: Marketing Strategy. SBT: TR
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