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Split your purpose into goals
Once you know your purpose and have simplified other areas of your life, you can determine your stepping-stone goals, weekly priorities, and daily tasks.   

Horizon 4: Long-term visions

Horizon 3: 1-2 year goals

Horizon 2: Goals for the next 12 months

Horizon 1: Current projects

Ground: Current actions

Split into 90-day and 30-day goals

Goals that take longer than 90 days to fulfill aren't immediate enough to create urgency.  Rank these goals in their importance and then split them into 90-day goals and then into 30-day goals.

Make 30-day goal positive and SMART

A worthy goal is positive and S.M.A.R.T. - specific, measurable, attainable, realistic, and tangible.  When defining it in a positive way, say what you want, not what you don’t want. 

Specific

· Who?  

Who is involved?

· What?

What do I want to accomplish?

· Where?

Identify a location.

· When?

Establish a time frame.

· Which?

Identify requirements and constraints.

· Why?

Specify reasons, purpose, or benefits of accomplishing the goal.

Measurable

· How much?

· How many?

· How will I know when it is accomplished?

· What will I be saying to myself when I have achieved my goal?

· What will I be saying to others at this point?

· How does a close friend know that I've achieved my goal?

Attainable

Attainable means that your goal is something that you yourself can control and accomplish without relying too much on others.  

Realistic

· Do I believe it can be accomplished?

· Have I accomplished anything similar in the past?

· What conditions would have to exist to accomplish this goal?

Tangible

When you tie an intangible goal to a tangible goal, you have a better chance of making it specific and measurable and thus attainable.

Record your goals in writing

When you've set your goals, put them in writing.  This step is the most important thing you can do in goal setting.  The day you write down your goals is the day you commit yourself to reaching them.  After you write them down, your mind will start seeking out whatever it takes to make those goals a reality.

Pick out the four most important goals for you for this year, the ones you are most committed to, the most excited about.  Using descriptive language, write a compelling paragraph for each one.  Explain why you will succeed at each goal.  Make it convincing as to why this goal is important.  Why will you absolutely achieve each goal?  Also explicitly outline what costs you’re willing to endure.  Read and re-read aloud each paragraph.  

Obstacles in the goal-creation process

Maybe I won’t like my goal once I reach it
If you are not sure if you will like a certain goal, try stepping into it.  Imagine you are living it now.  Write a series of sequential actions in the present tense with “I” as the subject.  Like this:  

“I am a ______.   I am happily sitting at my desk in __________.  


On my left is a stack of _____________.   On my right is ______.  

Later today I will be meeting with _________.”

Do you like what you are describing?

Research the industry you are considering

Informational interviewing

Go talk to other people who have already done what you are thinking of doing.  You want to mentally try on jobs to see if they fit you.  Pick their brains for everything they’re worth in order to avoid stepping on the same landmines that they did.  Use your contacts to set up informational interviews with their contacts, and reassure your contacts that you won’t approach these appointments as hiring interviews.  However, research extensively the organization in question before your informational interview.

Speak with subordinates rather than the top person in the place, if the subordinates will know the answer to your questions.  Bothering the boss there with some simple questions that someone else could have answered is committing job-hunting suicide.

Good questions

1. How did you get interested in this work and how did you get hired?

2. What excites or interests you the most about it?

3. What do you find is the thing you like the least about it?

4. What kinds of challenges or problems do you have to deal with in this job?

5. What skills do you need in order to meet those challenges or problems?

6. Who else do you know of who does this kind of work, or similar work?  (Always ask for more than one name so that if you run into a dead end at any point, you can easily go visit the others that they suggested.   Get their names and addresses.)

7. Can I use your name?

For starting your own business

First write out in as much detail as you can exactly what kind of business you are thinking about starting.  Then find out from these people what skills, knowledge, or experience it takes to make this kind of business idea work, from several business owners.  Explain that you’re exploring the possibility of starting your own business, similar to theirs.  Ask them if they would mind sharing something of their own history, so you can better understand what pitfalls or obstacles one runs into, when starting this kind of business.  Jot down all of this information.

Then make a list of the skills, knowledge, or experience that you have.  Subtract the latter from the former: The result is what you yourself need or the skills that you must look for in any new employee that you hire.

Don’t forget a thank-you note

Write them a thank-you note by the very next day at the latest.  Ask them, at the time you are face-to-face with them, for their business card, or ask them to write out their name and work address on a piece of paper for you.  

Volunteering

Volunteering is a great way to research a workplace or industry.  Bear in mind that not a lot of organizations will accept you and that the ones who do will likely not hire you upon the end of your volunteering experience.  However, it is a great way to get an in-depth look at a career that you are considering.  If you volunteer for a length of time, ask if you can use them as a reference and be sure to list it on your resume.

A day in the field

This is important if you have one or more tentative goals that you think you might love, but don’t really know much about.  Ask a contact if you can spend a day or two in their office, just observing in the background to see if you like it.  It is a great way to find out whether a certain goal is for you—and if so, to make contacts that will help you get your start towards it.  This method also saves you time when compared to volunteering; you don’t have to make a lengthy time commitment and then back out prematurely.

If you fear that you can’t reach your goals

Option 1: State your goal in the form of something that has already come true.  

Option 2: Write, “The reasons I can’t have what I want are,” and then list every thought that comes into your head, no matter how silly, weird, terrible, or insignificant it seems.  Once you have written all the reasons you can possibly think of, and you may want to leave it and come back several times with more thoughts, sit for a while and look at your list.  Decide which of the negative statements have the most power over you, and make a mark by those.  Then use visualization or an affirmation to counteract each one.  

Goal and productivity resources

Your delegating ability

Accept that you’ll need to delegate more. To focus on your most important goals, you’re going to have to delegate anything else that you can.

Productivity websites
Online to-do list and task manager

· http://todoist.com
· http://www.rememberthemilk.com
Google productivity applications 

(Gmail, Docs, Drive, Sheets, Hangout, Slides, & Calendar)

http://www.google.com/enterprise/apps  

Website clipping and storage of notes

· www.evernote.com 

· www.diigo.com 

· www.web2pdfconvert.com 

Evernote enables you to store your digital tidbits such as notes, ideas, website clippings, emails, and documents. You can access your information from other computers, smart phones, and tablets. Optical character recognition (OCR) is built into Evernote, so you can upload a scanned document and then search for text within it later.

Web2PDF lets you convert a web page into a PDF file.

PC theft-prevention tracking

Prey (http://preyproject.com) lets you find your laptop, phone and tablet whenever they go missing. 
Automatic keyword monitoring

Sign up for Google Alerts. All you need is a Google account (if you don't have one go to https://accounts.google.com/SignUp ). After you've got your Google account, go to the alerts sign-up page (www.google.com/alerts) and enter some keywords you're interested in monitoring. From then on, every time your keywords make a new appearance on the Web, you'll be notified by receiving a link through email, along with enough information to see whether that's something you'd like to have a further look at. Choose the once-a-day notification option - that way, all your results are compiled together, and you just get one message a day

Getting remote access to your PC

· https://secure.logmein.com
· www.gotomypc.com 

· http://pcnow.webex.com
A digital pen that records to your PC

The LiveScribe pen (www.livescribe.com) has an embedded computer and digital audio recorder. It records what it writes for later uploading to a computer, and synchronizes those notes with any audio it has recorded. This allows users to replay portions of a recording by tapping on the notes they were taking at the time the recording was made.

Online stopwatch

http://www.online-stopwatch.com/
Mail scanning, forwarding, & storage

https://www.earthclassmail.com
File back-up

· Google Drive (http://www.google.com/drive/about.html) (free for up to 15 GB) 

· Box (www.box.com) 

· Dropbox (www.dropbox.com) (free for under 2GB)

File encryption

TrueCrypt (www.truecrypt.org) keeps your Laptop data secure while on the road.  True Crypt provides two levels of "plausible deniability" (hidden volumes, etc.) if someone forces you to reveal the password. This can also be used with a USB flash drive.  

Sharing of large files

· Google Drive (http://www.google.com/drive/about.html) (free for up to 15 GB) 

· FilesDIRECT (www.filesdirect.com)

· SendThisFile (www.sendthisfile.com)

· SendYourFiles (www.sendyourfiles.com) 

· YouSendIt (www.hightail.com) 

· Dropbox (www.dropbox.com)

Scheduling a group meeting 

Doodle (www.doodle.com) lets you herd multiple people without excessive email.  Create and poll in 30 seconds with the proposed options and forward a link to everyone invited.  Check back a few hours later to see the best time for the most people.

U.S. VOIP tel. # for when overseas

Lower your phone bills by calling through your computer. This will let you be reached at a U.S. number anywhere in the world.

· www.vonage.com 

· www.ooma.com 

· www.skype.com 

· www.google.com/voice 

Forwarding of your calls, emails, and faxes

Consider using a unified messaging service, in which you can have all your messages (voice mail, faxes, email, and so on) delivered to one place for collection.  You can collect all your messages anywhere around the world using the phone or the Internet. 

· www.ureach.com
· www.onebox.com 

· www.ringcentral.com 

Recording your VOIP calls

Use HotRecorder (www.hotrecorder.com) to record any inbound or outbound phone call via computer using Skype and other VoIP programs.

Free conference phone line

No Cost Conference (www.nocostconference.com) provides a free 800-number conference line, as well as free recording and file retrieval.  Normal phones can be used for call-in, so no computer or web connection is required for participants. If you'll have a Q&A, solicit attendee questions beforehand to avoid issues with muting/unmuting of lines.

Video chat websites

· Google Hangout (www.google.com/+/learnmore/hangouts) 

· FaceTime (www.apple.com/ios/facetime) 

· Skype (www.skype.com) 
· WeChat (www.wechat.com)
Visual resume

www.visualcv.com 

Telecommunication strategies
Email
Ideally check email twice per day, once at 12:00 noon or just prior to lunch, and again at 4:00 p.m.  12:00 P.M. and 4:00 p.m. are the times that ensure you will have the most responses from previously sent email.  Don't check your work email in the evening, and limit how much time you spend with it on the weekend. Your email is not in charge of you.

· Keep it short and simple.  The ideal length for an email is fewer than five sentences

· Quote back.  Select the question or section of the email that you're responding to and quote it back so the sender knows what you're referring to.

· Wait when you hate.  If you get a very negative email, wait 24 hours for your emotions to settle before responding.  Or call if you can.

· Include a good email signature with your name, organization, postal address, phone and fax numbers, email address, and website information.

Telephone

If you don’t need the phone for your immediate business, mute the ringer and remove it from your desk.  Place it behind you or even on the floor if you must, but get it out of your sight.   

Keep conversations brief.  If you initiate the call, say, "I have three things to cover with you."  If he gets sidetracked, you can bring him back to one of your three topics.

Call a long-winded person just before lunchtime or just before he goes home for the day.  If that's not possible, start your call by saying, "I'm pressed for time, but I just want to let you know something," or, "I'm on my way to an appointment, but I want to touch base with you."

Other tips:

· Limit the length of your calls by standing up. 

· Set aside a specific time each day to make and take phone calls.

· Set a time limit for your calls.

· Before calling, think about your message. Most calls result in voice mails.

· Have all your materials and information within reach before you pick up the phone.

· Invest in a high-quality headset so you can attend to other things while you're on the phone.

Your contacts
There are two valuable kinds of contacts to have in any field.  One is a person whose career needs complement your own and who is as equally ambitious.  The two of you together will have more than twice the chance of breaking into the big time.  The other person is the one right at the top; this is where you need a personal introduction from one of your other contacts.  Contacting this person may make you nervous, but it will save you time and uncertainty.  

Ask your contacts whom they might know who can help.  

Rehearsing with a contact or friend 

One of the most reassuring things you can do if you’re nervous about a phone call or interview is to rehearse it with a friend or contact.  It is a gift to have someone to rehearse to and who helps improve your performance.  This is where you can really use your network.  

If you have a difficult phone call, interview, or sales pitch coming up, find someone who’s done that kind of thing and ask: “What should I say?  How do I act?  What should I wear?”  Get a close approximation of the actual words you’re going to say. Write them down.  If you like, you can use them as a little script for rehearsal, or as cue cards for a phone call.  Another thing you need to know is the questions that are likely to be asked of you, so you can be ready with the answers.  Someone who’s had experience is the source to go to.
Reporting back

When you then get a lead, report back, say, “I’ll call you next Sunday and tell you what happened.” Write down that date.

Business cards for networking

When a business card works better than a letter:

· Sending flowers as a thank you to the hostess
· Forwarding material to someone
· Introducing a friend or colleague to someone

Making business cards

· Use Arial font in nothing smaller than 12 points, if possible.  
· Include your name, company, website, and relevant numbers.  

· Use the back of your business card for other information.
· Put a photo of yourself on it since cards with photographs are less likely to be thrown away. 

· Use colored ink on colored card stock, such as maroon on ivory, or gray or brown on beige. It should conform to your stationery in color, lettering, style, and information.

· If you’re visiting a country where English isn’t the primary language, have some cards made with your information in that language. Offer the card with the native-language side showing.

· The optional automatic signature in your outgoing email messages is your virtual business card.  Customize it to include your name, area of expertise, website or blog, and preferred method of contact.   

Presenting and receiving them

Card exchange should be reciprocal.  Carry yours with you everywhere and present it with both hands and with the client's language facing up.  Let that person read the card before talking or moving on to the next aspect of your presentation.  In foreign cultures know how to properly present your card.

When you receive a card, take a moment to read it and then store it carefully in a card holder.  Follow up within 24 hours of meeting that person.  In front of others, don’t write on the backs of anyone’s card.    

Storing them – both yours and others

Use a business card case for your own business cards and keep it in an outside easily-accessible pocket.  Make sure you have enough cards that are clean and crisp.  

For others’ cards, develop a method for temporarily storing them at busy events, such as putting your own cards in your left pocket and the cards you receive in your right.  If you need to write notes on the cards to remind yourself of information requested, do so discreetly. 

A productivity journal

The way you spend your days is the way you spend your life.  Looking at what you did in one hour does more to heal self-doubt than ten hours of self-analysis does.  Try to record, without falsifying, what you actually do with your time every day for a week.  This is harder than keeping track of every penny you spend, but it can be done.  Just write down what you did.  Don’t judge it.  You can split it up by morning, afternoon, and evening, or by the hour. 

Also add a column for how you felt about what you did.  The entries will show real progress.  They will let you discover for yourself how your feelings and actions are related—or unrelated.  You can often do as much when you’re feeling negative as when you’re sparkling.  Record your feelings as honestly as you can.  If time is limited, you can just use a scale from 1-10.  

	Time period
	“What I did”
	“How I felt”

	Monday
	
	

	Morning
	
	

	Afternoon
	
	

	Evening
	
	

	
	
	

	Tuesday
	
	

	Morning
	
	

	…
	
	


In this journal you can also keep track of the visualizations or affirmations that you do.  If you are in sales, record your sales achievements here as well. 

Miniature process goals

Process goals are small goals that are always within your immediate power to achieve.  For example, you can set process goals in your mind before a conversation with someone:  
· I want to find three things out, 
· I want to ask four questions, 
· I want to make two requests, and 
· I want to pay one compliment.  

Success buddy
A success buddy is a person with whom you make it your shared goal to meet both your individual goals.  It’s a thousand times easier to have faith, courage, and good ideas for your success buddy than to have them for yourself—and easier for him to have them for you.  He will know what you’re planning to do and will care whether you do it or not.  Just knowing that his eyes have seen your plans will keep you from sliding back into the never-never land of dreams.  

Going for your goals involves not only uncertainty, change, and the unknown, but a new and scary feeling of being visible.  You’re laying your real self on the line, making promises you’ll be expected to keep, and making waves people are bound to notice.  But if you have even one positive partner around saying, “Your idea is wonderful.  You’re wonderful.  Stick with it.  I’m with you,” you’ve got the warm weight of another body right beside you on that line.

How do you pick a success buddy?  This is an action-oriented arrangement first and foremost, and an intimate friendship only if you want it to be. Your buddy will be giving you emotional and moral support, yes, but for a purpose: to keep you in motion.  In fact, if you are close friends, you’re going to have to keep the heart-to-heart talks out of the business part of your relationship, and save them for after hours.

Your success buddy should be someone whose mind and values you respect and whose ideas and goals intrigue you.  His goals don’t have to be in the same field as yours, or even in a field you know anything about.  Just be aware of picking someone who intimidates you, who is considerably more advanced in his career than you are, or who never admits to being doubtful or down.  The success-buddy system, unlike the mentor system, is a relationship of equals.

Ways you will help each other

Accountability / expectation

Your success buddy will be waiting to hear whether you did what you said you would do and how it went.  He fills the need for that vital someone outside you who steadfastly believes in the importance of your goal and expects you to stick with it, as if you were doing it for him and not just for yourself.  It’s like having the ideal boss who makes you do what you really want to do even when you don't feel like doing it.

Each week, you will tell your buddy exactly what steps you’ve scheduled for the following week, day by day.   And he will tell you what’s on his schedule.  The next week, you’ll report in and tell each other what you did or didn't do.  It's as simple as that, and it makes all the difference in the world.

The minute you’ve got somebody else to answer to, it becomes a lot harder to fool yourself.  Once you've empowered him to keep you on track, you don’t have to sustain constant enthusiasm for yourself.  You are free to be human, sometimes lazy, sometimes ornery, sometimes depressed, and still get things done.

Perseverance support

You and your buddy will give each other the emotional support so necessary for staying with any plan: a sympathetic audience for hard times when you’re down, someone to hold your icy hand when you’re in the throes of stage fright, and above all, companionship in the enterprise of goal pursuit.  Getting help over the rough spots is a necessity, but sharing the positive excitement of goals is a delight.  You can’t always get that from your mate or kids, at least not at first when they may perceive your new goal as a rival.  With a buddy, you can share not only the weight of your problems, but the crackle of ideas, the camaraderie of work, and the festivity of success.

A little loving push every now and then is very much a part of the buddy system.  So is the snarled reply, “Get off my back!”  

An occasional flare-up of resentment is inevitable because you’ll be urging each other to do things that are uncomfortable.  Handle it with awareness and humor.

Practical help

You and your buddy can provide each other with lots of practical help.  You’ll be each other’s core brainstorming and barn-raising team.  When either of you has a tough strategic problem to solve, you can put your two very different heads together and they’ll be twice as good as one. You can role-play for his upcoming interview—and even make phone calls and pretend you’re him if he hates the telephone more than anything on earth.  He’ll get his sister the journalist to write an article about your dance studio; you’ll get your lawyer uncle to give him a reference for law school.  You can share whatever ideas, contacts, materials, and skills that will help you both meet your goal of mutual success.

Let the lone cowboy walk off into the sunset.  He’s a movie myth and the director is yelling, “Cut!!”  Real cowboys rode the range in twos and threes so that they would have somebody to help them out when a cow got stuck in the mud, and someone to drink coffee and play guitar with at night.  Sharing goals works.

In-person buddy meetings

Your first business meeting

This is labeled a business meeting because it is exactly that.  It is a goal-oriented strategy session, and the minute it turns into anything else, it’s not going to work.

Bring to this first meeting your goal-planning and time-management documents.  Get an overview of your success-buddy’s plans and major time blocks, and let him do the same.  The later of your two target dates will become your joint target date, the day when both of you will have achieved your goals.  Agree to stay together until that date.  Like all target dates, it is tentative and can be adjusted whenever, but you’ve still got to set it.  When that day arrives, you can have a party and then renegotiate whether you want to stop or stay together for future goals.

Weekly business meeting

Now pick an afternoon or evening when you both can meet at the same time every week.  It is important to be in frequent, regular touch, a contact you can count on and look forward to.  And it is very important to make these business meetings a high-priority part of your life.  The commitment to your buddy is a commitment to yourself and your goals.  It doesn’t have to take up more than an hour a week.  If you’re out of town or you have a sick child or some other good reason why you can’t make it, report to your buddy by phone at the regular time.

Procedure

1. Be on time.  It’s obvious, but it’s the essence of self-respect.  This weekly meeting is a meeting with your future, with the person you can become.  Ask for the same from your buddy.

2. Use a clock or a kitchen timer.  This will structure the meeting and help you keep to the point. Each of you gets a maximum of half an hour, divided up as follows:

5 minutes: 

Share your productivity journal, and show what you did or didn’t do in the past week.  Your buddy will have it written down from the previous week and will expect a report on each item.  

20 minutes: 

Discuss the logical problems you ran into, and invite your buddy’s suggestions.  Also share any emotional frustrations, but make an effort to separate the two so that your buddy can consciously go into either problem-solving mode or empathetic-listening mode.  For emotional frustrations, complain until you feel lightened and ready to go on, but set yourself a limit of 10 minutes for that.  Even bitching and moaning can be done efficiently in the service of your goal.  Then get back to logical problem-solving.

5 minutes:

Schedule the next week.  Update your master list of unscheduled actions, adding any suggestions from your success buddy that you want to act on, and then lay out your next week’s plan of action, what you’re going to do on what day.  Write in any booster calls you’re expecting from your buddy; knowing that those calls will come will keep you on the ball.  Your buddy should write down or photocopy your schedule, including the times that he will call. 

Your success buddy’s turn for 30 minutes:

Ask your buddy when he thinks he might need a booster call.  

Saying good-bye:

When you walk out of the meeting, say to your buddy, “I’ll see you next week and tell you what happened, and I’ll talk to you on ___day over the phone.”

Questions to ask your buddy

· Which of your goals did you achieve?

· What empowered you to accomplish these goals?

· What challenges did you encounter?

· What unmet goals should you carry into the coming week?

· What patterns of success or failure do you see in setting and achieving goals?

· What can you learn from the week as a whole?

· How can you better focus?  

· Looking at the bigger picture, are you doing what matters most?

The three-minute booster phone call

A phone call from your buddy in the middle of the week can give you a shot of courage and motivation when you need it most: just before you’ve got to do something difficult, afterwards, or both.  It could be along the lines of, “Are you ready to leave for your interview?  Okay, call me the minute you get out and tell me how it went.”

This might be a call you’ve promised to make at your last weekly buddy meeting or an occasional holler for help, advice, congratulations, or just to touch base.  If you and your buddy agree to be available to each other over the telephone, it will help both of you not to feel alone.  However, it can get out of hand.   

The best preventive is a rule.  No call should go more than three minutes.  This will remind you to value both your own time and your buddy’s.  You can call up and talk for three minutes, and then hang up and call back immediately and talk all night if you like.  Just get it into your head that that first call is business.

If your buddy ever calls and goes on and on in a negative way, don’t try to fix the problem.  Just listen and ask, “What can I do to help? You tell me.”

“Intensive buddy care” for crises

When you choose your success buddy, pick someone whom you trust will be the best-possible representative of your best self outside of you.  Therefore, when you are stressed in a crisis, your buddy can give you orders just like a school teacher.  You won’t be alone with your emotional blockage.  You have someone to get you started in the morning and to report to at day’s end.  

You won’t need intensive buddy care very often.  Once may be enough, and when you’ve survived a crisis, the world will be an easier place.  But to crash through that barrier the first time, you will need help. 

Never give up or change your goal when you’re feeling a crisis or feeling scared, discouraged, or depressed.  Once you get past the rough spot and you’re feeling good again, you are free to change your goal if it really isn’t doing much for you, but not while you’re feeling down.  When you’re down, you need to keep going, but it’s awfully hard to do that alone.  You’ll make it if your buddy holds your hand every step of the way. 

The five likely times for a crisis

1. You’re venturing into a new field, and you have no track record of success.

2. You have to do something important that you don’t want to do

3. You have to do an imposing task and don’t know how to break it into smaller tasks.

4. You face the jump to a new level of risk or visibility. 

5. You are feeling down and depressed about the viability of your goal.

Other friends as empathetic listeners

When you feel difficulties hitting you, tell your listeners that there are three possible responses that will help you: applause, participation, or admiration.  And if you tell them what you’re after, they’ll probably say, “Is that all?  Why didn’t you ask?  I’ve been secretly admiring you all along.  I just thought you were so strong that you didn’t need to hear it!”

So much of what we need just boils down to permission, permission to feel what we feel and say it, to let each other know.   

You need the relief of complaining.  All you want is to see that click of recognition in another person’s eyes that says your pain is valid and what you’ve lived through is real.  Then you know you can go on.

A mentor

Get advice from others who have already been where you're going and who are willing to share their knowledge.  The Service Corps of Retired Executives (SCORE) has an excellent reputation for matching people who are new in a field (or those who may be struggling a bit) with retired or semi-retired professionals from similar fields.  SCORE is a U.S. government program with contact offices in most major metropolitan areas.  You can visit the SCORE website at www.score.org to find out more about its services and to locate help near you.

You can also find a mentor through Sales and Marketing Executives International, a professional support organization that has offices in most major cities.  Check them out at www.smei.org.  And you can always contact your local Small Business Administration office for advice by phone or online at www.sba.gov.

A planning wall

Have a space that’s all your own: one wall of one room with a desk or a table in front of it.  By blazoning your plans across a whole wall, you can glance up at any time and see exactly where you are, whether you’re ahead of or behind the schedule you’ve set yourself, what you have to get done this week, what you have to do tomorrow, and when you get to take a break.  When it’s all right in front of your eyes, constantly updated, you won’t ever get lost, and you won’t be able to run away from it.  This wall is going to be your conscience and your guide, your security blanket and your boss. 

On the left end of your planning wall, have your “daily list.” You might nail to the wall a hook for a small notepad.  Then at the end of each day, you can tear that day’s sheet off the notepad and replace it with a new one.  To the right of that, have your “weekly list.” Then, to the right of that, have your calendar and goal-planning sheets.  Here you will list the target dates for when you will finish the small components of your larger goals, and you will also list the dates that state when you will finish each goal completely.  

With a “vision board” component

Above your dates and timelines, put pictures or drawings of the goals you want to achieve.  A picture is a thousand words, and it will help inspire you.  Above the pictures of your goals, tape a picture of places that inspire you, your higher power if you have one, or pictures of people who inspire you and whose work is related to your goals.  You can “report back” to these pictures whenever you don’t have a real friend waiting in the wings to hear how things went.  The more reminders you force yourself to bump into, the more determined you will be, and the more goals you will achieve.

For more information on vision boards, see these two books, which get good reviews:

· The Vision Board, by Joyce Schwarz, http://tinyurl.com/69qsmv4  

· The Complete Idiot's Guide to Vision Boards, by Marcia Layton Turner, http://tinyurl.com/69duvra  
Your imagination 
Brainstorming

The one rule is that there are no rules.  The weirdest idea is a welcome guest. Once you’ve put the problem on the table, your job is to sit there with your pencil and write every idea down.  Across the top of a sheet of paper, write the problem: for example, “How to get a yacht and sail around the world in style without $1,000,000.”

Record every idea that pops into your head.  If you want a yacht, “Go down to the boat basin at night and steal one” is a fine idea; you are not editing or judging your ideas here.  It could inhibit your brainstorming, and you might miss a good one.  Take as long as you like; and go until you run dry.

First generate ideas
Purposely think up silly ideas

"What is a funny way to solve this problem?  What would be a hilarious solution?" That question never fails to open up fresh new avenues of thought.

Role-play brainstorming

You were born with brain, just like a Stone Age hunter, an eighteenth-century duchess, a Mississippi riverboat gambler, or a Japanese monk.  You can assume any of those viewpoints, and it’s like looking at the world with new eyes.  Close your eyes and spend a few moments imagining yourself in the life and mind of that character.  Then look at your problem from that point of view and record what comes to mind.

For example:

Albert Einstein: “Intelligent conversation is a very rare commodity.  Perhaps there is someone who owns a yacht who would simply like to have you on board for stimulating company.  Or perhaps there is something you can teach—about the stars, or the Greek Islands, or the Galapagos.  What about a floating university or seminar?  Surely someone would provide the boat and the funds for that.”

Samoan fisherman: “Whenever we need something, we make it ourselves.  Of course, a dugout canoe is easier to build than one of your strange and foolish boats.  I know, because they get wrecked on our coral reef from time to time.  You could have one of those if you want.  They’re no use to us.  You’d have to do some patching up, though."

Books for better brainstorming 
· Disciplined Dreaming: A Proven System to Drive Breakthrough Creativity, by J. Linkner, link
· Creativity: Flow and the Psychology of Discovery and Invention, by M. Csikszentmihalyi, link
· How to Get Ideas (2nd ed.), by J. Foster & L. Corby, link
· Cracking Creativity: The Secrets of Creative Genius, by M. Michalko, link
· Thinkertoys: A Handbook of Creative-Thinking Techniques (2nd ed.), by M. Michalko, link
Then analyze those ideas

Three questions for every idea

1. What is the useful element (or elements) in this idea?

2. How can I get around the impractical elements of this idea? 

3. What further ideas does this idea suggest?

If no credentials, experience, or money
1. How can I get it without X?

2. How can I get X?

Either of these questions can be the takeoff point for brainstorming, but it’s almost always a good idea to start with question No. 1.  You want to get to your goal by the quickest, most direct, most personalized route—one that will get you some of the rewards of your goal right away.  You want to start doing what you love tomorrow—not five years from now, when you’ve made a pile of money or finished your Ph.D.  Never take the long road if you can find a shorter one that will get you to the same place.

In the language of goals, this means that the only time to go straight into brainstorming with question No. 2—“How can I get X?”—is: one, if you’re 150 % sure that X is the only way to your goal (there’s no alternative to medical school if you want to become a doctor); or two, if X itself is something you love for its own sake, like wealth or scholarship or professional standing.  With those two exceptions, never do X until you’ve tried question No. 1.

If you are heading for a specific goal and you’re considering school as a means to that end, check your situation out carefully.  Is a degree an integral part of what you want to do?  Or is it an absolute necessity to get where you want to go?  If you’re in any doubt about this second question, do a little role-model research on the careers of the most interesting people in your field.  Ask yourself, “How can I get it without X?” —X being more school.

Group brainstorming
If you can get others to toss ideas around with you, all the better!  Each mind brings a different angle of vision to bear on the same problem.  You’ve probably had the experience of effortlessly solving a dilemma for a friend who was totally blocked on it—or having a friend to do that for you.  That effect will be multiplied if you can get four or five people to pitch in.

The people you call in to brainstorm don’t need to know the first thing about the area you’ve got the problem in.  In fact, the less they know the better.  In a brainstorming group, you want inexperienced people since the experts only know what can’t be done.  Naive people tend to come up with the best ideas.  That means children, too.  Kids above the age of four are astonishingly creative because they have no restrictions on their thinking at all.  

Elderly people are also terrific.  Their minds are often slower, deeper, and more resourceful.  But anyone can play: Playing with ideas is the world’s best party game.  You can invite people over, serve wine and cheese, and make an evening of it.

The two rules are 1) there are no stupid ideas and 2) everyone must play.  It is usually among the unreasonable ideas in which something great is discovered.  Brainstorming works so well because the usual restraints against stupidity are lifted.  It’s okay to be unreasonable and far out.

When your brainstorming team starts coming up with concrete suggestions, contacts, and offers of help, you’ll find yourself scribbling as fast as you can to get down all the names and phone numbers.

Group brainstorming is a natural takeoff point for a barn-raising party.

Host a “barn-raising” party
If you’ve been brainstorming either on your own or as a group and have gotten your plan worked down to specific needs, you can call a group of people together to provide you with the missing pieces in your plan.  You can host the modern equivalent of a pioneer barn-raising.  And that will be the takeoff point for an ongoing resource network, an informal community of mutual aid.  

Each person might have something real to contribute: an idea, a contact, a skill.  And each one loves the idea of being able to take some of the credit for it.  Helping each other is creative, and it makes us feel good.

The most generous thing you can do for the people around you is to generate energy.  You’re not only going to give them the chance to share in your goal, you’re going to give them inspiration and help with theirs.  If there’s anything they want or need in their lives right now, a barn-raising is the place to ask for it.

Who do you know?
Who are your friends and relatives and acquaintances?  Whose names and phone numbers are in your address book?  The more people you pull in, the more help and ideas you’ll get since everyone will be inspired by hearing what everyone else has to offer.  Get a variety of ages, backgrounds, and occupations, and ask a few to invite their most interesting friends.  

Rules

Mutuality

Getting and giving help is an art. It takes tact and sensitivity, and blunt honesty.  The economy of gratitude between friends is delicate.  When you help a friend, you establish a shared “bank account of willingness to help” that you know that you can count on, if you need it.

If we ask for a major investment of time or skill, we’re making a withdrawal from the account, and we will need to offer compensation.  Here’s where barter can really come to the rescue.  The principle of fair exchange is not only a way of saving money but also a way of saving feelings, of getting help without guilt and giving it without resentment.  In many close friendships, this kind of exchange takes place without a word being said.

Insist on the principle of mutuality even—or especially—when the other person doesn’t.

The right to say “No”

Every person has the right to say no both to offers of help that are unwanted or excessive, and to requests for help that he cannot reasonably fulfill.  Say “No” promptly, firmly, and without guilt.  On the other side of the ledger, you must respect your friends’ right to say “No” to you—and don’t let the possibility make you afraid to ask.  Ask a lot.  

Just make your requests specific and direct so that your friends know they have the option of saying “Yes” or “No” to the request, not to your whole existence.  People love to be asked as long as they know they are free to say “Yes” or “No.”

Specificity

Be as specific as possible about what you need.  It’s a signal that you’re serious about your goal.

Publicizing the barn-raising

If you’d like to cast the net very wide, you can invite your whole office, neighborhood, school, or town to a barn-raising in your conference room, community hall, or school auditorium.  Buy an ad in your neighborhood paper or on the local radio station announcing a resource-sharing gathering; put up invitations on every bulletin board you can find, and tell all your friends to bring their friends . . . the more people in a room the bigger the pool of possibilities, talents, and connections—and the higher the energy level.  If you start with a roomful of forty or fifty strangers, you will end up with an excellent resource network.  

Format

Your get-together can begin and end with socializing, but in the middle it’s got to be a business meeting, with everyone’s attention focused on the problem at hand.  Tell everyone about your goal and everything that you’ve figured out you need in order to get it.  Be ready with pencil and paper because the ideas will start flowing.

Listen to others’ goals too

When your barn-raising group has given you all the suggestions they can, it’s the next person’s turn to take the floor and say what she wants to do and what she needs.  As you go around the room, you’ll be astonished at the variety of resources a small handful of people can offer each other for achieving goals of all kinds. 

Barter professional services

Trading professional services with others cuts costs and creates a community of mutual aid.  

By supplementing your own skills with theirs, your network can save you time, energy, and money.  Their help lets you focus on what you do best instead of struggling with side tasks.

If there are skills your goal requires that you want to learn for yourself, ask your barn-raising group to get you an introduction to someone who can teach them to you.  A mini-apprenticeship is the quickest and most direct way to get your hands on any skill, and barn-raising is the ideal way to set one up.  Most people are as glad to share the secrets of their trade with a personal acquaintance as they are reluctant to teach them to a stranger or a customer.

Visualization

When visualizing, you imagine a meaningful shape, outline, or blur of color.  You don’t need to sustain a highly detailed image.  

Think about your best friend.  How do you know you're thinking about your best friend?  What comes into your mind that tells you who you're thinking of?  Whatever your answers are, they're proof that you can visualize.  You're representing your best friend in your mind, and you can do so by using all aspects of your physical senses, not just your imaginative use of sight.

Visualize how things would be different if you achieved a certain goal.  You don't have to visualize in detail or for more than a few seconds to make this happen.  You frequently visualize when you daydream.  But when you consciously decide to visualize, you visualize what you want as if you already have it and feel the accompanying sensations of this success.  

Include

Sensory-rich details
Make your visualization sensory-rich so that your brain will be motivated to create your desire.
Visual

Use brilliant colors, and make it closer, richer, brighter, larger, panoramic, 3-D and in focus.  Pretend that you are holding it under a massive magnifying glass and can see it in enormous detail.

Auditory

Include background singers, laughter, and harmonious sounds.  
Kinesthetic

Step into it and feel massive pleasure as it engulfs you.  Once you are inside the goal, take a snapshot of yourself, and throw that picture up into the air.  Have copies of it rain down all around you for as far as you can see in every direction.    

An imaginary cheering section

You can create an imaginary ideal family or an ideal group of close friends to be your private cheering section.  They will tell you all the good things about you that you know, but which you don’t tell yourself enough.

Think of four or five people you would choose if you could have anyone in the world—anyone in all history and literature—as your “family.”  This is a group of people who would cherish what’s special about you if they knew you, who would encourage you to explore all your own talents, and who would keep you going when you’re down.   

Write the names of your “family” members down on one or two sheets of paper, with several blank lines under each one.  Now close your eyes and imagine that you are one of those people, and “you” are watching yourself come through the door.  From the point of view of your “family" member, notice how you move, how you talk to people, the way you use words, and the expressions on your face.  Watch kindly, with curiosity, interest, and fondness as if you were watching your favorite child.  Write down all the positive qualities you see. 

Make your inner critic a guide
Visualize asking your inner critic to be your guide.  It just wants to be heard.  View this voice as an overprotective friend.  Politely and respectfully converse with it to alter its messages.  Examples:

· "Okay, I messed up, now I need your help."

· "What should I do next?"

· "We've been here before, haven't we?  What do I need to know?"

The inner critic will be so surprised and pleased that you're seeking its advice that it will respond in a helpful way.  

Associate w/your goals & resources 

When you visualize being in a scene, you are associating with it.  You literally jump into the scenes that make you feel good or that you want.  Once you know what goals you want, you can use the process of associating to mentally move closer towards them.  Doing so will renew your energies when you encounter challenges out in the real world while chasing the goals.  The more you associate with your goals, the more resourceful and determined you will be when encountering obstacles.  You can then see the goal from more perspectives and will thus have more ideas when troubleshooting.

Anchoring

While visualizing, you can associate the positive feelings or images of what you're trying to achieve by linking these to a specific action, such as squeezing your thumb and index finger together.  This becomes something you can do easily and without being noticed, whenever you want to call up the image or feeling that's your goal.  
You can take it a step further and visualize several times a doctor sewing a silicone implant – full of your warm feelings of reaching your goal - into the body parts that you use for your emotional anchor in real life.  Thus, when you touch those body parts, such as the thumb and index finger together, you will be reminded that you are touching the imaginary silicone implant that holds the feelings of future success.

An anchor is a classical-conditioning trigger, stimulus, or cue in your memory that causes you to feel a certain way – positive or negative - without you even thinking about it.  Two examples of anchors are national flags and the bells that Pavlov rang for his dogs.  A national flag is just a piece of cloth that has been dyed uniquely.  However, it is also a symbol that instills strong feelings of patriotism in its citizens.  Pavlov anchored his dogs’ salivating to the ringing of his bells; he simply had to ring the bells, and the dogs would salivate.  If you were to ring a bell in front of any random dog, it likely would not salivate.

How do anchors get created?  Whenever a person is in an intense emotional state during which a specific stimulus is consistently provided, the stimulus and the state become neurologically linked.  Anytime after this in which the stimulus reappears, the person automatically experiences the intense emotional state. 

An anchoring exercise 

Stand up and think of a time when you were totally confident, when you knew you could succeed at whatever your goal was.  Put your body in the physiology it was in then.  Stand the way you did when you were totally confident.  At the peak of that feeling, make a fist and say, "YES!" with strength and certainty.  Breathe the way you did when you were totally confident.  Make the same fist again and say, "YES!" in the same tone.  Speak in the tone of a person with total confidence and control.  As you do this, create the same fist and say, "YES!" in the same way. 

Be aware of these remarkable physical and mental resources you have, and feel the full surge of that power and centeredness.  Start over and do this again and again, five or six times, each time feeling stronger.  You are creating an association in your neurology between this state and the act of making a fist and saying, "YES!"  Then change your state and your physiology into something emotionally negative for a moment.  

Now make your fist again and say, "YES!" in the same way as you did when you anchored, and notice how quickly you feel positive again.  Do that several times over the next few days.  Get yourself into the most confident, powerful state you're aware of, and at the peak of those states make a fist in a unique way. 

How to anchor yourself 

Remember a time when you felt the emotional state you wish to have on cue.  Step back into that experience so that you fully associate with it and can feel those feelings in your body.  Say aloud whatever you usually say when in that emotional state and make the corresponding body movements and facial expressions.  The more intense the emotional state is, the easier it will be to anchor, and the longer the anchor will last.

As you do this, you will feel changes in your physiology - facial expressions, posture, and breathing.  As these emotional states near their peak, quickly provide a specific and unique stimulus several times, such as squeezing your wrists or elbows while saying something interesting.  Then later, when you have returned to a normal mood, provide the stimulus again with the exact sensations you did the first time.  

The keys to anchoring are emotional intensity, timing at the peak of the state, uniqueness of the stimulus, and replication.  

Embodying resourcefulness
Select three to five emotional states that you would like to have available, and then anchor them to a specific part of yourself so that you have easy access to them.

Example: Creating a confident anchor before a big meeting

1. Play your favorite song over and over while looking in a mirror.

2. Stand tall, with your legs a few feet apart.

3. Put your hands on your hips, like a superhero might.

4. Squint or widen your eyes, depending on whichever makes you feel tougher.

5. Put a cocksure smile on your face and slowly nod your head yes.

6. Feel the confident energy coursing through your veins.  

7. Use part of your body to create a physical reminder of that emotional experience.  

8. When you need confidence before or during the meeting, trigger the anchor.
Mentally film your visualizations

Use the visualization scenes that you associate with to then make a mental movie.  As often as possible, watch this movie starring yourself as a third person, your imaginary cheering section, and your inner mentor, formerly known as your inner critic.  Roll through the movie backwards and forwards in your mind, several times and at a quick pace. What are your biggest battles?  Who or what are your biggest saboteurs?  Include each gritty aspect of the work. 
The plot ends with you having succeeded.  Actually see a distinct body of you doing the work and succeeding.  Then draw that movie-star you into yourself.  Put out your hands literally in front of you and pull that super success into the current you.

Record self-guided “scripts”

Though it’s not necessary for visualization, you can record in advance on an MP3 player a visualization script to guide you.  Think about what goal you want to achieve or what problem you want to resolve, and write about it in detail.  Write some sentences describing how you will feel when you reach the goal or resolve the problem.  Then record what you wrote by reading your script with an exciting tone; add some empty time at the beginning of the recording; you will use these moments to fully relax after you have pressed “Play” on the recorder.

Close your eyes, breathe deeply several times, and enjoy listening to the recording that you made for yourself.

A sample: for charisma

“You express yourself with passion…commitment…self-belief.  Your self-belief becomes contagious…helping others to feel excited when they’re around you.  … Others begin to look forward to hearing you passionately express what you feel … and to the kindness and empathy that you increasingly have for their feelings.  … When excited by you … they begin to open up more … to their own inner life.

Imagine feeling the powers of persuasion growing within you … the nods and smiles on people’s faces as your ideas become increasingly attractive to them … Imagine other intimidating and forceful people having no influence over you … but rather they begin to be influenced by your charisma, charm and personal authority.”

Picturing your great performance 

The more you live your good performance before you give it, the more likely you will live it when you are on your stage.  Whatever you’re working on, sit in a comfortable chair, close your eyes, relax, and imagine how you’d do it if you were perfect.  Watch the mental video, including   

· The pre-performance period, including your preparation and the buildup to the performance,

· The performance itself, with you performing well, and

· The post-performance period when you're feeling good, celebrating, and relaxing.

By experiencing the complete process ahead of time through visualization, you get a good understanding of the plot and feel comfortable about how to direct your own performance.

Affirmations with supporting evidence
An affirmation is a positively-worded wish that you repetitively say aloud and that you assert to be true.  Literally it means “to make firm.”  It helps you reach your goals and stay focused.  By repeating and visualizing the affirmation with specific evidence, you enable your mind to believe what you tell it.

Composing one
1. What image do you want to “make firm?”  
2. Write it with a 1st-person subject (“I”).  
3. Be positive.  Refrain from negative words such as “not.”
4. Give examples of why it is true. Find two pieces of evidence and imagery in each life area (career, financial, spiritual, physical, emotional, social, and mental), or 10-15 pieces overall.
5. Be specific. What makes you ___ enough? What actions are you taking to move more in this direction? To whom are you ___?” List the reasons why this person sees you in this way. 
6. Next, word the affirmation in increments that matches your progress. For example, if you are working on “I am not good enough,” start with “I am working on becoming better,” and then in progression … 

“I am getting better and better each day,” 

“It is possible to be good enough,”

“I am seeing myself becoming good enough,” and then finally

“I am good enough.”

7. Say it aloud with heavy emotion. Feel and see vividly what you say.
8. The day’s first and last hours are best for saying it, or at the end of meditation, yoga, or a hard workout.
9. Repeat it often that day and for 21 days in a row. The subconscious mind wants familiarity.
10. Memorize it.
11. Find evidence daily of the affirmation in order to cement your new perception of yourself: “I was _ (affirmation) in my ___ area of life today when:” (for each life area).  
12. Add a new one each week.
Ways to use them

1. Say it silently in meditation.

2. Say it aloud throughout the day to yourself.  Vary the tone, volume, and pitch.

3. Say it in front of the mirror – keep doing it until you are happy there.

4. Sing it or chant it.

5. Visualize it in MASSIVE letters above your head.

6. Record it on an mp3 file and then play it throughout your room, house, car, or work space.  Vary the subject of the recorded affirmation with the 1st, 2nd, and 3rd-person perspective. “I am now…,” “(Your name), you are now…”, “(Your name) is now…”  

7. Record a speech about your achievement and talk about it as if it has already happened.

8. Take a particular affirmation and write it 10-20 times, thinking about the words as you write them.  Change it midstream if you have to.

9. Type out the affirmations and post them on the walls if need be, or on the counter.
10. Say it with others face-to-face.  Help your partner build a positive self-concept.

11. Look for songs that share the message of your affirmation.

Sample affirmations

I am asserting myself.

I am happily listening to negative feedback.

I am breathing into my pain and exhaling it. 
I am learning to succeed from rejection.

I am being fearless.

I am smoothly handling my success.

I am breathing deeply as I succeed.

I am fascinating to people I meet.

I am meeting my goal deadlines.

I am feeling the other person’s feelings.

I am being carried in God’s hands.

I am staying calm when others get angry.

Connect goals and priorities to the clock
Goal-planning sheet template with target dates

Record when you expect to reach each goal.

	Goal-Planning Sheet

	

	Today’s Date
	Final Target Date
	Date Achieved

	
	
	

	

	Goal (Specific, Measurable, Attainable, Realistic, Tangible)

	

	

	Benefits from achieving this goal
	Losses that will be avoided from achieving this goal

	1.
	1.

	2.
	2.

	

	Possible obstacles
	Possible solutions

	1.
	1.

	2.
	2.

	

	Specific action steps for achieving this goal
	Target date
	Date reviewed
	Date completed

	1.
	
	
	

	2.
	
	
	

	3.
	
	
	

	4.
	
	
	

	

	Appropriate resources for this goal 

	

	

	Method of tracking progress

	


The monthly calendar
Have one place for all incoming information from emails, voicemails, text messages, paper mail, and elsewhere. Record all of your meetings, trips, and deadlines. The calendar, which captures every item with a date, will feed your weekly list. Put a copy of it on your planning wall. 
The weekly list

Use your monthly calendar to make a weekly list with roles unique for this week. Put a copy of this on your planning wall.  It will feed your daily list.

Your weekly roles determine your weekly goals and your plans. Keep your roles to seven, and for each role, limit yourself to one or two goals for this week.  You can then schedule the goals and plans to do yourself or to delegate to someone else.
Focus on important tasks, not urgent ones. Urgent matters press on us and require action.  They're usually right in front of us.  It's "Now!"  A ringing phone is urgent.  Importance, meanwhile, has to do with results.  If something is important, it contributes to your life purpose, your values, and your high-priority goals.  Urgent matters press on us, but for important matters we have to press on them and use our initiative.  

	
	Urgent
	Not urgent

	Important
	Quadrant I

Crises, pressing problems, and deadline-driven projects


	Quadrant II

Prevention, proactivity, planning, relationship building, recognizing new opportunities, self-renewal

	Not 

Important
	Quadrant III

Interruptions, some calls, some mail, some reports, some meetings, pressing matters, and pleasant activities
	Quadrant IV

Trivial and busy work, some mail, some phone calls, time wasters, pleasant activities


If you have an electronic calendar program, enter important items as "all day events" so that they will show up in the space above your scheduled appointments for the day.
Also, set aside a few time blocks each week for these important priorities. You have to decide what your highest priorities are and have the courage to block out other things.    

Lastly, on both your weekly list and daily list, have a “waiting-for” section to keep track of the tasks you’ve asked others to do.

The daily list and template
This is the only list you'll check throughout the day to stay on track. Fill up only six hours. The rest of the time will be taken up with stuff you must deal with that you did not expect. 

Daily list template:

Date:
What I need to accomplish for the day to have been a success:
Other tasks for today (which ones can I group together?):
Waiting for (from others):
Stuff for the weekly list or calendar: 

In addition, daily routines

For example:

After you wake up
· Rise early so you can do those things that recharge you before the daily stress begins.
· Visualize accomplishing your goals.

· Plan for two things today that you don't want to do, just to keep your willpower sharp.
Before bedtime
· Record entries in your productivity journal if you didn’t do so earlier in the day.

· Update your daily list for tomorrow.

· Treat yourself to a reward (a hot bath, a book, fun time with your family, etc.)

· Lie awake before falling asleep and visualize having an ideal tomorrow.

Sunday-night reflection and planning 
There is no need for this weekly reflection and planning session if you are already doing this with your success buddy.  
1. Reflect on the past week

The value of any week includes what we learn and become as a result of our reflecting.  Review what you accomplished this past week by referring to your planner, weekly calendar, your productivity journal, and other tools you might use.  Also ask yourself the following questions:  

· Is my “future self” happy with how I spent each day this week?

· Which of my goals did I achieve?

· What empowered me to accomplish these goals?

· What challenges did I encounter?

· What unmet goals should I carry into the coming week?

· What patterns of success or failure do I see in setting and achieving goals?

· What can I learn from the week as a whole?

· What daily routines should I remove or implement?

· How can I better focus?  

· Looking at the bigger picture, am I doing what matters most?

2. Update calendar, lists, and goal sheets
Check to see where you are now with your goals, calendar, weekly list, and daily list.  Pay special attention to the closest approaching target dates for your goals. Does it look like you’re going to make it?  Many unforeseen problems and/or opportunities may have come up in the past week.  If you’re falling behind schedule, what can you do about it?  Can you step up the pace of your actions, or will you have to push back your target date?  Or can you actually move it forward?  This is the time to make any changes, either of target dates or of actual plans.

It’s okay to fail at or drop some goals.  Sometimes we set a goal and don’t accomplish it.  Other times we set a goal, but change it.  Both of these are appropriate actions for goal setting.

3. Handling negativity & problems

There will be times when you feel negative and feel like giving up the whole thing.  Whenever that happens, use a diary to write down all the nastiest complaints you can think of.  You could use the productivity journal or call this your “Hard Times” journal, your friend when a real friend is not there to hear you bitch. 

Unload all your nasty feelings here, and write down all the reasons why it can’t be done.  Sooner or later, you’ll start to laugh.  At that point, you will hopefully say, “Oh, what the hell,” and turn your attention to the strategic problems.

The operative principle of complaining to a friend or journal is, “Get it off you . . . and then get on with it.”  You’ve got to unload negative attitudes and feelings to someone or something.  Only then will you be ready for positive problem-solving, planning, and action. Is your self-esteem nonexistent today? Don’t worry about it. It’s irrelevant. Look in the mirror and say, “I’m horrible, I’m a failure, I’m ugly. I’ll never make anything out of myself.” Applaud your negative attitude. Say anything, as long as it’s a mean, miserable complaint with a lot of punch to it.  

Did you notice that your energy level went up? Does your goal suddenly look a little less impossible? Now roll up your sleeves and get down to business.  

Never try to solve problems in this type of journal.  This is the place for 100% unadulterated negativity.  Complain aloud to God too if you have to.

4. The upcoming weekly list
From your calendar, assign tasks for the coming week to specific days and times on your weekly list.  Group together relevant tasks, such as errands. Then assign tomorrow’s tasks onto your daily list, for tomorrow.
Celebrate
Reward yourself along the way. You can use small rewards (such as a piece of chocolate) for small milestones) and bigger rewards (such as a walk around the block) for bigger ones.  Celebrate the completion of each major goal or accomplishment (for example, go somewhere nice for dinner).

Include everyone you involved in the establishing and accomplishing of your goals.  They were there with you in the beginning, and they'll be eager to rejoice with you in your successes.

After you celebrate, start working on the new goals you set for yourself.  Keep records of all your successes.  When they start piling up, you'll want to do whatever it takes to add to that file.  The harder the goal is to achieve, the more value you will find in its achievement.
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