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MEnaeine Y eurself: Success Habits

I BOOSE Erracmvaﬂ

S iVEIHAbItS that Ilop Achievers Share
m'SEt clmr JJALJ

s That Stall Productivity
m External events completely control my life

m | must meet the needs and demands of
everyone around me

m | should have no limits
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Jnderestimating therdifficulty of a task
Underestimatingrime reguired to complete
Uncleasg Jldehn;ypr the outcomes
fackTOIFRIanNNING

9r]="rr*r 0! EIL to Eliminate

ldentify reason for procrastination
Eliminate trigger

Find a boost *

Review priorities

Break tasks into chunks

Set a deadline and be accountable
Complete the task (JUST DO IT!)
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alfz Success Habits
‘tven”

cake f\way From Bad Habits

Jrisz own mistakes or shortcomings

e tideal” is only a guideline or goal to work
’,,

andifle lbm"delines

5et Onthe wagon quickly after falling off
, ceept the way you are...not the way you “should be”
ReWard /ourself for progress

Eliminate unrealié’[ic expectations
Be flexible when setting goals
Develop a support system



MENEGINGYourself: Success Habits

at BeOSH Effectiveness
]

N E-ff‘e.c”c]v; D egation
jObjective

».-?'Iva ‘I';r Instructions

L de; and checkpoints

arify responsibility and authority

= Give feedback
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] | s‘;.:JlJ’]J Yourself: Success Habits
OSWERECHYENess

mpUserPlanning astal Tool to Increase
Procltiei)Visy |

8 PlanningSmusts” Guaranteed to double
PIOGUIGHVILY o’ p

= FOCUSIon tasks notﬁlstractlons

‘= Identify objective and next steps

= Have fleﬁﬂmty to revise plan.....change

m Review needs, goals freqguently

m Clump similar tasks

m ldentify tangible, reachable goals

m Keep good records

m Cut the clutter
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s Start-andiEmishioen time i
m Alwaysihiave: DLJELJHL./! sults agenda
s DoRtIGeIor Ieave when necessary, attending is a choice

J .
Phone'Calls
- = Max imize them, budget time for calls
m Write do un«o bjectives for call and end call when objectives are met

m Intruders

m "STOP THEM!"
m Tell people when you are available and when your not
m Prevent them from getting to the chair they “will” sit in

m Stand up when they come in and move closer to them-they'll take’
a step back




rself: JJ cess Habits
StIVEness

WPapervork and E-mail

= Eliminatelor reduce them

m e away. everything possible

3 DT]ar.a e-mails and empty the deleted
¢ (‘ er

= Handle each piece of paper and e-mail only
once
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self: Success Habits
cLIVENEsSS
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| IJJJ< FEEMINTOr, ¢ .ou@asting your time and
S '

that elrotf
_ N
= DEJegaie-butnot if it can’t be controlled

-~ m Stop . ,)mgrm. Inati g take the first step and finish
It

= Be clear & ougariorities and give deadlines
m Get results not perfection
= Don’t waste time of others

S



rse ]f JJ cess Habits

'-ﬁ

Bujldial Schedulewith) fles |b|||ty (Unexpected
thinesSAWilisRappen;
m Planithe Jrl\/ ‘H ‘
m| Prevent unpreductive interruptions
Prepare for meetings
- = Stop progcrastinating (JUST DO IT!)
m Delegate ']
m Use e-mall effectively
m Simplify scheduling
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Pace thEmSseIves

Strictired thinkers.
Chronically/ e 75

_ri..lﬂ late

Rushiat last rrunu‘;

Confused thinkers:

No concept of tin

Poor planners

Drama people

e commitments

JINg Yourself: Success Habits
BEOSH Effectiveness

- .
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MEnaginepYeurself: Success Habits

"

f

at BEOSE Effectiveness

2 g,

SNl 9SO ASSessil _J ru\ long project will
take : ‘
m Determine Jh 1 project is due
Breakitasks tle pieces (subtasks)
m Prioritize s btasks

m Create a timeline — estimate time required
for subtasks

\
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elf: Success Habits
ENess

J time!for: Pr Jects

1A
hte)smaller. ta KS' '?
SeKIISt — wWrite down time for each task, ask others for
fnates of new: tasks

T e Jr}Jerés imated

m Write down reasons ect will take more time, are they valid?

- = Try‘not to overload day with tasks, set deadlines they help motivate
and focus

m To-Do lists

m Define the projects
m Create top 5 list

m Assign deadline to each tasks on to-do list
13
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5o P Anpnymous?
,HW'Q/ ke.d,) verything
“m Don'tibelhield hostage to papers

- Recognize clu‘t?ér
m Create mav need box

= Force a decision (keep It or throw It)
m Dispose of guilt
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MENEGINGYourself: Success Habits

il BYost Errac,_r.werri

" Giling rather: than PJ]Jr C

s raiprcelieagues wi at t&alace In your In-
0)0)¢ ¥ ,
m \Writeraiscard date or follow up date
Schedule times to go through in box and

flle - '

m [urn piles into files
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self: Success Habits
actiVeness

ery document

ifcant?

St exist Ir aﬁ~- ar file?

IS it tin ely?

IS it quallty |nFrmat|on’7

Is it accurate and reliable?

Do | need it for more than a few days?
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Vlaierzte)irie) Y bilrself: Sticcess Habits
et BJJscE”aLTE VEness

MNDES|gNINg a filersyste

m Createclear, simple Ioglcal categories

m Estallishisystem hat allows for any

doclmentito be retrieved in 30 seconds

(alpharand chronological)

= Keep most frequently used close by

m Design system so you can “easily” add to
file

m Ensure that access Is controlled
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MENEGINGYourself: Success Habits

It BEUSHENECHVENE: |

WiGreate an effective electr nIC flllng system
w \VVatCHNo; dugh@f@ﬂ ‘

= Organize’electronic files
m Namerandiabel files
(rg‘“rgg) t]0) folders

m B3 CK U  files

= Don't save fll£on desktop

m Defrag hard drive regularly

18



elf: Success Habits
LliVeness

siVleximize use offlimited space
mUsedeskeclearing technigues
m Tackierclutter iniblocks of time
- J,l.:l_)él files
mCle ear off de sk at end of day
= Schedule': ' e for doing daily paperwork
o Always re-file
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MEnaging Yo,Jr"@TF Success Habits
Il BEESIHERECHVENESS

i
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wiPreventing Backslide:

m Selffevaluates 1A .
m |"00KICIOSEly at how, time is spent
N Eojo),¢ i ,Irul\ﬂ.r 2dules with a critical eye

Ei\hilrnr) =lale clea no“ to others requests when
el 0] rO ?' C

Close the door
m Pressure is self imposed

m Eliminate perfectionist standards and guilt, be
realistic

m Seek spiritual, emotional , and physical
nurturement frequently 20




