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you do more while worki

I am very interested in living a A f )
life and running a business that S
is as free of stress, drama and ‘\ h
overwhelm as possible! SN it

Today, I want to inspire more of

you o live a Charmed Life that is
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focused on achieving your own .

goals and not just helping other - . N

people achieve theirs! i =~ B




Question

“Qou abeo what you hepeatedly) do.
xcellenceo then, iy not an act but q > habit."
@ ©

Aristotle

Redefineo -Qfuccess!




Redefine
Success

“Ofuccess i theo hesult of Phepaation,

Hfard O\|foiks, & Petsistenceo.”

Prepasaton, Hfad O\ [obky & Pebsistncer!

" Preparation - Goal Setting
0 D ing what you want and how to get there.
* Hard Word = Establishing Systems

" Functional planning and time nt.

 Persistence = Routine Building

' Making excellence a habit in your life.

Strategy #1

Goal Gfetting




Goal setting is theo fisst tep in tutning
theo inwibibleo inte theo visibleo.

Tony Robbins

Goal Ofetling

You can’t achieve suceess unless you know what it

looks like

Goal setting is the process of deciding what you
want to accomplish and creating a plan to get there.

I do this annually, and usually check on my
progress al the mid year mark- but you can really
start anytime!

Things in your life that are more important, and
deserving of focus or attention.
3-5 Priorities
Rank them 1-5 in order of importance

)I)II ‘\'/I/)[//// /}(‘ /[/I/(‘ lo (If'/\'/[()ﬂ'/(’(/(‘_f’l‘ \V/”'(‘I[(’/I I‘.\' a
priority and why it is so important to you.




ofet Yout, Goals

Goals are things you want to achieve, experience or
become

Should be in line with your priorities
1-3 goals per priority

This process can and should take you time to get clarity
because your goals aren’t simple things

Spend time in introspection, journaling or talking to close
Sriends or family to get clear on your goals

Ofmait &-oftreteh Goals

Identify each goal as a SMART or Stretch Goal

SMART = Spec
Timely

y Measurable, Actionable, Realistic and

Break down the elements of the goal into these 5
characteristics

Stretch Goals = Goals that push the limits of what is normally
considered possible or a reasonable expectation of reality

Start with a reasonable plan, knowing you can’t see the rest of
the staircase and you may need 1o adjust course as you go

Peteimineo QYout, Phojects

Reverse engineer projects to help you bring your
goals to fruition.

Lsk yourself what you are trying to achieve and how
Jou Irl(lj'/)(‘ able to gel there.

Research your goal, find someone who has done it or
ask others for /'/1/1///.

Brainstorm several strategies if necessary and start with
the most (‘!1////)/('/() idea or the /)(I//I of least resistance.




cMap Ot Yout, Pigjecs

Outline your projects on a master goal tracker

Break them into Short, Wid and Long Term Goals

Short (Days to Weeks), Mid (Weeks to Months,
(Months 10 ears)

Long

List out major tasks or milestones for tracking

Keep this map with your planner & consult it!

How Qj@mp Phojects -Oftould o] Haveo?

This is really a matter of how much you are trying to
achieve in a year.

My Rule of Thumb is not to have more than 3 Projects for
each time [rame.

Short Term: 3 x 12 - 36

Wid Term: 304 = 12

Long Term: 3 &

Total of 54 Projects for a year! I do ~25-30

35 &10 Qd/eab Pllans?

As much as possible, I avoid planning too far in advance-
for one year, let alone 5 or 101

hard enough to plan

What happens if when things change?

What happens if you get that job nezrt year and not in 3 years? What if you don’

the job or change fields?

1 you have goals for where you want to be in X years, that’s great! You should be

using those goals 10 guide your yearly planning.

My biggest problem with longer term planning is that things that feel far away don’t
et prionity or feel urgent, so instead of putting.
actions you can take this year to make it happen and get the ball rolling.

goal on your 5 year plan, decide what

s Workbook gocs into n
ssted in that topic, but today’s class is not about that.

naging longer term life plan

fyou




Pet's takeo ¢ lookr at how o
appreach this phecess!

Strategy #2

Sfplems

b gou'seo too busi to build good
Systems, then you'l afways beo to busip.

Brian Logue




fptems

What are systems?

| procedure, process, method or course of action
« (’.\'/;Q'/I('// Lo /l('///v('U(’ a Ay}('("/v/li(' I'(C\'/I//A

\ny process you take on a regular basis

Planning Systems are integral to the notion of
succeess.

Howto @éﬁ&ma& 200 @@mwf @@f/zazg//
Anything you do repeatedly should be systematized.

Wake sure the system is stll relevant!

Record the process for how it is done (/i/\'('_l ou are

training someone else to do i).
Review & Optimize the process

Establish parameters for how the system and
individual actions are triggered

Planning ofystems

Functional Planning is a method of planning that
prioritizes action towards desired goals.

1t dictates a system that starts at a ///:,g’// level view and
works its way down to the specific actions of your daily

life.

11 systematizes how you schedule events, track tasks
and plan daily or individual actions.




~ Functional Planning begins with Project Planning

 Priorities > Goals > Projects >~ Project Planning

o Start by defining the desired outcome, time frame/due
date for a specific project.

o Research the project to understand action steps

7 Break down the project into spec
time sensitive and a

actions that are also

gmf(/ Lo a spec

(l]a_)f; week or month.

~ The next part of the functional planning process on the monthly level.

Create a monthly calendar of events that lists important reoccurring
events, holidays, special dates and important appointments.

o Create a monthly master task list for all tasks that belong to the month

Review the previous months tas
off project plans to avoid cor

s and ensure completed items are checked
on on next actions

o Transfer open actions from project plans to the monthly task list they
belong to & transfer incomplete items from previous months as well.

Allocate time 1o projects by week on the monthly calendar

Step 3: O\ feeklly Review
" The Weekly Review

7 The next part of the functional planning process taken
on a weekly basis (choose a consistent day)

U Review allocated project tasks and monthly task list to
establish your weekly Top 5 priority projects

U ldentify and allocate time for scheduled events

 Review and allocate time in your schedule for Routines




Step v Dy Planning

Daily Planning

The night before or morning of; identify the Top 3
actions you need to prioritize for completion

U List out additional to-do items to execute
? Review schedule for changes

U Review and execute daily Routines

Bhain Pump

One planning activity that is always on my Monthly Master Task List is a Brain Dump: the
process of remaving information from your brain or mental storage system and putting it onto

paper.

Usually, we store a lot of infoin our heads, but this is not a proper use of our brain power. “Our
brains are for thinking not storage™-David Allen, Author of Getting Things Done

Simple process of siting down in a quict space with a pen and a fiss picces of paper and writing
doven everything that comes 0 mind stream of consciousness style

Don'tstop 10 consicder anything, don’t hold anything back from the paper, let every idea or picce
of information you are holding onto go and write it down.

You will know you are done when your mind is suddenly quiet. You can also expect to feel a sense
of relicf and lightness afier leting go of all that information you are hold onto,
Perform a brain dump at least once « month and get into the habit of writing things down if it

important. Once you have completed a brain dump,you can begin to process through the information
and record the information where it may belong on'a project plan, task ist or someday/maybe ile.

Powet, Hfout,

Occasionally. we find our to-lists littered with little tasks we have
been putting off or ignoring.

ed out as

o If these tasks are no longer relecant, they need 1o be cr
such, but if they still need 1o get done but you can’t seem 1o fi
during the workday to prioritize them, try a power hour!

d the time

Set aside one hour a week to dedicate to these stragglers.

Set a timer for one hour and get as many items completed as

possible.

U This technique is also great for jumpstarting productivity on a project
you are afraid (o start!




Planning fo, O\ fiteo opace

White Space is free time you block out to cushion your schedule
Prevents overwhelm
Encourages balance

7 You know you lack white space if you are constantly running late, putting out *fires”
at work and at home, and feel like you never get ahead!

How o add white space into your life

Say NO to obligations that don't serve your priori

Overestimate the amount of time it takes for you to complete tas
errands

meetings or

Delegate or delete unimportant tasks from your to-do list

anaging O)thel, Peaploc’s Phisiities

- You will always get tasks that pop-up from other people.

Just because someone asks you to do something, does not mean you are
obligated or required to do it

Certain people are priorities for you and the tasks they give you may belong
10 you, even if its unexpected

Lhis is why it’s important to build white space into your day

If the task belongs 10 you OR you want to help, you can add it 1o your to do
list, but make sure you are clear on the time frame, expectations AND that

Jyou make the other person aware of potential conflicts

White Space and Good Communication can prevent stress and overwhelm!

DOhthet, CJasks

Not all tasks helong 1o a project plan, so where do they go?

U f they have a due date, make sure to mark them down on the day
they are due. When you review your week, you should prioritize its

completion by the due date.

U Af they do not have a due date but they need to be done in a timely
manner; put them on your current Monthly Master Task list, or if you
intend to complete them immediately do it or add them to your daily list.

U they have no due date and aren’t immediately actionable, put them
onto a “Someday/Maybe List” and check this list as part of your
Vonthly Review




Pet's takeo ¢ lookr at how o
appreach this phecess!

Strategy #3

o, eves)) minuteo spent oiganiping,
an houy, is eatned!

Benjamin Franklin




%ufmw %mﬁd{ng

To persist in excellence, we must establish routines
that support our goals.

Anytime we are forced to make a choice we loose a
little bit of mental energy, but when we exchange
choice for regular routine, we pick up time and save
energy.

Certain routines create a habitual practice of
excellence, but others can be created to help us
control our habits and practice time management.

@j,{gmmg gioufuzm

Tlow you spend your mornings can set you up for success or

failure! Create a morning routine that includes the following:
Wake early
Spend time in meditation prayer/visualization and gratitude
Wake your bed
Hydrate asap
Fat breakfast

Engage in physical activity

Q@ue/zmg %LL&MO

A productive evening routine can help you decompress, process

your
day and set you up for success the next morning. Include the following
in your evening routine:

Prep meals

Lay out clothing

Journal or review your day

Read

Tirn off'screens at least 30 minutes before bed

Get 10 bed early




OV[oikda) Rontine

Depending on the type of work you do. it may be possible for you to turn parts
of your day into a routine. Here are some tips for how to achieve this.

Get 1o work on-time
Batch work you frequently do for specific intervals throughout the day or week
Set atime 10 check and respond 10 emails and voice mails

Theme your workdays or use a block schedule to focus on specific tasks or regular
projects

Establish an end of workday routine that includes cleaning up your workspace,
organizing any in-progress tasks for the next day, and making d o do list for the neat
day

Leave work on time!

Taking care of your mental, physical and emotional well being should be a

priority in your life to prevent the negative affects of stress and burnout.

Depending on how quickly your body gets depleted of energy; you should spend
time on a regular basis relaxing and recharging. Tr i

Try these suggestions:

Wake s

e you get enough sleep each night
Eat at least 3 balanced meals a day and keep hydrated
Practice good hygiene

3 Engage in stress reducing activities like reading, meditation, and exercise
regularly

Set aside time each we

Jor your hobbies

Neat Planning & Piep

One major time saver I think everyone needs to build into their routine is meal
planning.

It saves you time, money; and supports your Morning, Evening and Self Care Routines.
This is how [ keep it simple
On grocery day 1 decide my meals for the next week

Tadd the ingrediens 10 my groc

py list (consult recipes if needed)
Purchase the ingredients
1f 1 want to prep any food, 1 do so on Sunday afiernoon by batch cooking and storage

Llist out the meal options in my planner (dinners especially

ach day 1 decide what I will eat and make for dinner (consult family)




" Get your priorities, goals and project plans in
order with the class materials and downloads

. Use the functional planning method to keep on
top of your tasks in your planner

Start introducing new routines into your life one
at a time. Don’t go too fast, it can be overwhelming,
start with one routine a month, make it stick and
then add the next routine.

Oftaging on < fracks

It is so hard to start routines so once you have defined them, you
need to put measures in place to support them.

7 Blocl

a cons

out time on your calendar on a weekly basis 1o plan. Make this
istent event on your schedule that does not conflict with anything

else and make no other plans during that time.

 Set alarms and reminders on your phone to keep you on track of your
routines.

U Keep inspiration all around you, from your phone to your computer,
desk, car and even your social media feeds! It will motivate you to stick
10 your plans, give you the willpower to act and through cons
action, you being to change your habits!




Reward oursel]

Rewards are great motivators for habit changes!

Set yourself a reward for completing projects, sticking to habits,
and of course, reaching your goals!

11 the very least, undersiand that these changes bear rewards of
their own. When you lay out your clothes the night before and have
your lunch packed, you can reward yourself with an extra 15
minutes of sleep because you have given yourself that extra time.

Of course, once you have implemented a few of these positive
habits and routines, you will have more than just an extra 15
minutes in your day: Little wins add up to big changes very quickly!

Peo Phoactiveo vs ER@M&'W@

Get into the habit of being proactive!

| proactive person lays out their clothing the night
before, cleans up afier themselves, meal plans, does food
/)/'(’/J./(.llv //I(' CV(’(’/\' (l//('(///, (I////v('I./Jf[/['.\' ///(’/./‘ /I(’(’([\' //Il{/ //If’
needs of others they are responsible for!

| reactive person is always behind, waits until things
are due or late before getting started, only seems to get
done the bare minimum, and falls into bad habits
because they are to exhausted 1o take care of themselves.

Beo Realistio &Faveo Graceo

You may be excited to get started, but just remember not to get overzealous
with your expectations and take on too much too soon!

Also need to acknowledge that just because you implement these strategies
does NOT mean you will never have a conflict, arrive late or miss a deadline
Life Happens!

There will ALWAYS be times when you will need 1o work late 1o finish a project,
ship part of your self care routine o attend an event or completely forget 1 do the
laundry- DONT PANIC!

ason in your life

You may also be in a season of your life or come 1o a s
where overwhelm is UNAVOIDABLE so have grace with yourself,
understand that it’s just a phase, and the more strategic you can be about
using your time the quicker you can make your way out of it!




@ Jhacks, QYour, Cyfetoties

* Making progress on these strategies isn’t easy, and
you can easily get discouraged.

 Keep track of all the little wins you have

A you don’t, you will look back and think you
accomplished nothing

A you do, it will help you see the progress and keep
you motivated to continue

Question

SHfow do you becomeo ccessfl?

By identifying your priorities and goals
*Turning your goals into actionable plans

" Building the routines that sustain your energy and
productivity!

And of course, executing on it all!




f veo> taught you theo appioach

bubit s up to you to Gueeuteo!

Don’t forget to utilize the class materials to get started
applying what you learned.

YA,




