what to do on your planner, bu
it's quite another to actually ac-
complish it. To complete what
you have planned:

00 Planinadvance. Schedule yo
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Follow Through on
Your Schedule
It's one thing to write down

upcoming week before it get

the better of you. The more

you're aware of what needs t

be done, the more prepared

you'll be.

Avoid interruptions. Stay fo-
cusedonthejobathand. Whe
anewtask presentsitself, weig
itsimportance, and postpone
if possible. Designate certai

times of the day for meeting

with the people who need t
talk with you.

Identify internal distractions
Feelings of boredom, fatigue
or stress can make it difficult t
concentrate. Resolve any ut
derlying issues, so you can fq
cus on what you'd planned t
work on.

Be consistent. Stick with what

you've scheduled instead @
changing plans at the las
minute. With practice, your
schedule willno longer seem
rigid device, but a helpful too
for organizing your life.
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Tackling Overwhelmmg Tasks

ometimes the tasks before you seem

so difficult that you don’t even know
where to begin. Whenthis happens, it
may seem easier to not start at all. But §-x/7
giving up won't help you reach your goals
The secretto tackling difficult tasks is to
Hffind ways to simplify them and make them
5 more manageable. By simplifying, you turn

—

~ overwhelming tasksinto successful achieve
O ments. The following are techniques
for approaching difficult tasks:

A Make your mood work with you. Stop
letting “I'm not in the mood” be your
excuse for not getting started. No matter
how you feel, there’s probably some
part of the job that you wouldn’t mind
doing. Even if it's minor, you'll be one
step closer to completion.

Get more informed about the subject.a
The more you know about something,
the less intimidated and the more inter-
ested you'll probably be about it. When
you're confident and enthusiastic about
what you're doing, you'll be more pre-
pared and motivated to do it.

Choose a preparatory task. Avoid think-
ing thatyou needto “warmup”to the job a
before you can do it. Starting is the best
way of warming up. Find something
easy and active you can do to begin the
task. It may be as simple as sharpening
your pencil or picking up the phone.

A Reduce the task into smaller, quicker
tasks. List the parts of the job that can be

donein 10 minutes or less. Rank the
tasks in order of importance, and d
one every time you have a few spa
moments. You'llnot only save waste

2N
h
it
N
to your goal.

Plan backwards. When you know wha
the desired result is, you can the
decide what needs to be done to get tl
result. Visualize the end result, an
figure out the step immediately pre
ceding it. Keep working backwards t
the beginning, and then start with th
first step.

Adjust your attitude. No matter how
much planning and preparation yo
do, your attitude plays a vital role ir
how much you’llaccomplish. Identify
the negative thoughts that are holdin
you back, and charge forward to th
goal line.

D A

D
L

D A

f
t

a

time, but you'll also be moving closer




Selling Against the Competition

that are vying for your customers’ busi-

ness. In order to sell successfully, youl
must know your competitors’ products

and services as well as you do your own.
The following is a list of important

questions to consider about your
competition:

0

Planning Your Sales Schedule

hand. To maximize your potential for sales this
month, plan for the following:

A

our company doesn'’t exist in a  of their customers?

vacuum. Alongside your organi-[] How extensively do these other compa-
zation are many other companies niesinvestin productresearch, design
and development?

How good is the quality of customer
service, support and warranties that
these companies provide?

How diverse are the products or ser-
vices that your competitors offer?

Do these companies have a substitute
product or service? Do these substi-
there in your industry? Are there sev- tutes cost less and work better? O
eral or only a few? Once you've studied the competition
How large are these other companiegRoroughly, begin looking for ways to set
Are they small or large firms? your company apart from the rest. By
How do your competitors distinguishknowing how to differentiate your prod-
their products or services from thauct or service from the others, you can
others on the market? create awinning sales stratebigre are [
Do competitors have similar or varieccommon methods for making your
strategies in appealing to customers@ompany stand out from the others:
How do these companies limitcoststdél UniquenessThis approach empha-
make their product or service sizes how your company offers a
less expensive? one-of-a-kind product or service. Sales-
How do your competitors strive peoplefocusonhow quality, features,
tomeetthe time and convenience needs appearance, customer service and other

0

H
How many competing companies are

aspects are unique to your company.
Price. This approach highlights how
your company guarantees the lowest
price for your product or service. Sales-
people stressthe price comparisonwith
other products and the value of your
product.

Niche.This approachtargets a particu-
lar audience and shows how your com-
pany can meet the specific needs of
this group. Salespeople appeal to the
wants, needs and desires that these
customers have.

Good planning skills and sales techniques go hand in

Wrap up loose ends. Look over your list of customers
who placed orders in the previous month. Double-
check to make sure that these orders were fulfilled
satisfactorily.

Make appointments. Call to schedule appointment
with customers at the beginning of the month. This wilkgesZ
allow you enough time to make the subsequent calls
necessary to close a deal by the end of the month.
Schedule client care calls. Set aside time to call customers and ask if th
satisfied with your product or service. Listen to them, and let them know
their comments are important to you.

Pursue referrals. Ask clients who are happy with how your company is serving
to give you a referral. Also consider other products or services that m
be beneficial to them.

Look ahead. In addition to maintaining your current customer base, plan tim
contacting new prospects and securing new leads to ensure future success.

up the good work:
[] Keep your goals in sight. Sta

Stay Motivated

To encourage yourself to keep

—_—

focused by reminding yourself g
what you want to accomplish.
Focus on the benefits. Remin
yourself of the benefits of achiev-
ing your goals and objectives.
Reaffirm your mission. Whenyou
know why you believe inwhatyou
are selling, you'll be more conr
vincing to others.
Look forthe little things. Relishin
your small achievements and ste
of progress each day.

Pinpoint the source of your suc-
cesses. Find ways to maximiz
these things and apply them to the
other areas of your work.

o




room neat and tidy:
O Leave a basket in the corner for

O Make a home for half-read mate-

[1 Hide your handy projects. Ifyou

FAMILY TIME

Keep It Neat

To help keep your family

toys. Take this basket to your
children’srooms once ortwice a
week to return misplaced items
where they belong.

[] Designate a game center. Stor
board games in a cabinet or on ¢
shelf that's easy to reach along
with a container for holding stray
game pieces.

D

-

rials. Place a magazine rack o
basket nextto each reading chair
for books, magazines, newspa
pers, pens and pencils.

[] Take care of dusty spots right
away. Keep a can of furniture
polishand some cleaningragsin
a nearby drawer, so you won't
put dusting off until later.

knit, sew, buff shoes, or work on
other projects while you watch
TV, put these items under a
skirted table or chair.

" Things which
matter most
must never be
at the mercy
of things which
matter least.”

— Johann Wolfgang
von Goethe

Pack a Travel Kit for Your Trlp
ong road trips, plane rides and
L time spent waiting in airports and

train stations can seem even longer
to children. To help them passthese times
enjoyably, prepare a travel kit of items
that they can take with them. For each
child, selectasmall, sturdy bag that's easy
to carry, and let them decorate their bags
themselvesThen, fill your children’s
travel kits with any of the following
items:

A Art supplies- pens, pencils, crayons,

colored pencils, paper, colorlng books, devices. Don't forget to pack the
stickers, tape, glue sticks, scissorsand chargers.

stencils.
A Favorite toys- limit these to one or

A Journal- have kids collect clippings

_ _ O of things they find and glue themin a
two special belongings that will fitthe special notebook to help them re-
size of their bags. member their trip.

A Books— check out books from the 5 Snacks— choose foods that won't

library before you go, or buy a new  make crumbs or spill, such as apples,
book and save it for the trip. grapes, raisins, carrots, celery sticks
A Games- crossword puzzles, mazes, and boxed juices.

playing cards, triviaquestionsandeleca  Syrprises- wrap a few entertaining
tronic games with batteries. trinkets, and put them in their bags as
A Music-song books, electronic music a surprise.

When There's No Time to Get Away

Sometimes there just isn’t time for a traditional family vacatitere are some
things you can do with your family when you can't take much time off work:

e Schedule alongweekend. Take one or two days off work, and go with your family
on a road trip to someplace special nearby.

e Planaweekend getaway. Spend a weekend visiting the various tourist attraction:
and historical sites in your hometown.

e Get off work early for a day. Go to an afternoon movie or out to a favorite
restaurant, and enjoy an extended everi~~
together.

e Celebrate a family day. Dedicate eve
Saturday, Sunday, or other day you he
off regularly to spend exclusively witl
your family.

e Take a minivacation in your own bac
yard. A hammock, swimming pool, ¢
tree house can be a fun place to retree
when you have a few spare moments.




Reach Your Goals with Discipline

0 you set goals with earnest en-
D thusiasm, but find yourself un-

able to accomplishthem? Do you
make big plans, but never seem to follow
through with them? Then, you may be in
need of a good dose of discipline. Not in
the sense of punishment, but discipline
thattrains you to develop the consistency
and persistence you need to reach your

goals.

The American Heritage
College Dictionarydefines
discipline as “training ex-
pected to produce a specific
character or pattern of be-
havior, especially training
that produces moral or men-
tal improvement.” It's the
deliberate practice of doing
whatyou aim forlong enough
untilyour intentions become
a reality. Simply put, disci-
pline is a matter of forming
and maintaining a habit.

Many people consider
discipline an admirable, but
virtually unattainable qual-
ity reserved for Olympic ath-
letes and highly driven
businesspeople. Butthe truth
is that anyone can develop
discipline with a little effort.
To develop the discipline
to reach your goals:

1 Establish worthwhile goals. Make

wife out on a date once a week, or

attend a seminar ontime manageme
or financial planning.

Make a plan. The major reason you'l
need a plan is that you're most likely
looking at changing some well-estab
lished habits. Outline the specific step
you'll take to meet your goal. Your
written plan will help you track your

progress untilthe new habitis
established.

1 Desire change. If you
really don’t want to make the
changes necessary to mee
your goal, you won'’t. You
must desire to change your
present behavior in order to
improve mentally and mor-
ally. Change begins with a
conscious choice of the will.

[J Commit and believe. You
willneed to have discipline to
carry outyour plan daily. This
requires commitment. Visu-
alize the benefits you'll ob-

Move from hope
to beliefin yourselfto change
“nice” habits into “great”
habits.

new behavior untilitbecomes
an established habit. If you
slip up once, don't let it discourage

them specific and measurable. For You. Just pick up where you left off.

example, you may want to read 30 Continue practicing the desired ber

books that will improve your mental  havior until it becomes as comfortable

faculties, increase your income by a as an old pair of slippers.

certain amount this year, take your

compliments.

Boost Your Success with Self-Esteem

To give your self-esteem a boostSet realistic goals that challenge you
rather than set you up for failure. « Stop focusing on your mistakes| a
imperfections. « Praise yourself for your efforts, not the results. « Give and rece

PERSONAL DEVELOPMENT

Break Out of Your

Comfort Zone

nt Often, people’s first reaction tc
something new is to resist. They'n
settled in their “comfort zone” — tha
state of security and familiarity of a
established
[ routine —and/” Go that
S don’twantto N
be disturbed.

However
comfortable
staying “as
is” may be,
in the long

Lrun it can be
deadly. Without the challenge an
opportunity of being thrust into new
and different situations, you won’
grow. You'll only limit yourself to
the narrow range of what you knoy
and miss the broad expanse of all y:
could be. Stepping out of your com
fort zone will involve risk and feel
unnerving, but it will also allow you

something new, you're guaranteed
learn and develop more strength a
self-confidence.

To help you break out of your

[ Use repetition. Repeat the comfort zone:

A Challenge yourselfVhat steps can
you take to actively get out of you
comfort zone today?

A Make a list.Write down the new

a public speaking class or apply
ing for a new job.

A Devise a plan.Choose the top
three things from your list tha
youwanttotry, and decide howt

implement them.
nd P

ve

to advance into a wider range of
experience and personal development.
tain by making these changes. When you take the risk of doing

things you could do that would
stretch and improve you as a per-
son. It may be as simple as taking

e
t

N
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=

t
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PERSONAL TIME

Curbing Consumption

C

life.

To save yourselfboth time and money, ge
of the nonessential possessions that deman
much of your time, and learn to live with le:
The fewer things you have to maintain, the r

onsumption is time-consuming. In tl
quest for convenience, many peopler
to buy the latest gizmos and gadgets-
promise to save them time. In exchange, tt
items often require even more time to shop
learn how to use and maintain. The resultis n
hassle and lesstime for what's really importar

time you'll have to enjoy yourselo simplify
your life, consider the following before you make a purchase:

A How much time will the item cost me? Determine how much time will be needed to identify
to shop for, purchase and set up the item, as well as read operating manual@hat hay

and service it.

A Is speed necessary for the task involved? Many gadgets may help you perfornflay that col

minor tasks faster, but they may not be worth the expense.

A Isthere acomparable “low-tech” alternative? Many times, simple tools like pencil tN€S€ fee \J

and paper will work more efficiently than electronic equipment.

A Is the item really worth the trouble? Decide whether it will truly make your life

more convenient or only complicate it further.

A Willcoupons and other special offers truly benefit me? Often, the trade-off oftimDe

for money when using coupons, rebates and bonuses is expensive.

A Howmuchtravel time do | spend going from store to store? If hunting for bargains
or running errands eats up too much of your time, find ways to eliminate or

consolidate these trips.

How to Unwind

By the end of the day, you're
probably wound up from all of the
stress and stimulus of the dako
help you “unwind” after work:

[0 Engageinarelaxing activity. Take
a walk, or sit awhile in a favorite

chair. If you won't have time to

yourself once you gethome, listen
to soothing music onthe way home
from work.
Think abot
your day. D¢
fine wha
you're feel
ing, and tr

pened in tt

tributed t

ings. Let the

negative feelings and mistakes of
the day go.

Put work behind you. Your work
and its problems will still be wait-
ing for you when you return to the
office. Resolve to give yourself a
break from thinking about them
until tomorrow.

Time-Efficient Strategies

To getthe most out of life, you need
to know how to apply sound time-
management principleJ.o manage []
your time better:

| Be assertive. Say “no” to doing
additional projectsthataren’ta high
priority or that someone else could
do better. Explain that the new
project would hinder your ability to [
accomplish your priorities.

Exercise self-discipline. Stay fo-
cused onyour priorities, and stick to
your deadlines. Realize that there
will be times when you must keep

on working even though you don’
feel like it.

Kick the procrastination habit. Brea
big projects downinto smaller, mor
manageable pieces. Put your gog
and deadlines in writing, and aim t
complete them onorahead of sche
ule.

Do no more than you can handl
Recognize the distinction betwee
cooperating with others and doin
their work for them. Set realistic
deadlines that you can reasonab
accomplish.

[0 Do something fun. At some point
inyour evening routine, take time
to do something enjoyable. Play

t with your children, read a book,
or talk with a friend.

14
N Keep in mind that you are

s always saying “no” to some-
o thing. If it isn't to the apparent,
d- urgent things in your life, it is

probably to the most fundamen-
o, tal, highly important things.
n Even when the urgent is good,
9 the good can keep you from your
| best, keep you from your unique
Y contribution, if you let it

K

— Helen Keller




PERSONAL GROWTH
Give Respect to Others

irst impressions may count, but it's how you treat
F people on a consistent basis that can make or break a
relationship.To treat people with respect:
e Besensitivetofeelings. Consider how your words or actions
might hurt people before you say or do anything.
e Encourage generously. Say what you can to build other
people up.
. ¢ Avoid put-downs. Even critical remarks said in jest can leave
Gef |nf0 {'he Hablf Of Iastingpscars on a person’s self-esteem. J
e Listen attentively. Let people say what they want to, and ask

POSiﬁve Thinking questions that show you care and are interested.

Every day, the internal conversation you keep wi
yourself can determine your success or failure, your ha
ness or despair. Too often, the negative thoughts you thi
can be your own worst enemy. One way to unlearn th
negative thoughtsisto getinto the habit of positive thinki
The more you begin to fill your mind with positive

affirmations about yourself, the more you'll notice the ® Putyourselfin someone else’s shoes. Be willing to look ata
difference in your outlook on life. situation from the other person’s perspective.

Here are some tips for using positive affirmations;| ® Practice self-control. Deal with negative feelings construc-

[] Use “l am” statements. Make a list of the truths about tively and V,Vit,hOUt taking them out on others.. ,
yourself and your goals, desires and beliefs. State thede Avoid gossiping. Never talk about people behind their backs,

affirmations in the first person to make them more active  @nd don'tlisten to people who do.

and personal. e Share a smile. Spread a little sunshine to people’s day by
7 State them positively. When you state things in the 91ving them a bright, cheery smile.

negative, it shifts your attention to what you don’t want

todo. Avoid using “don't,”“not,” or “stop,” and say what

you want to be or do instead. USihg |h‘|’l‘ihSiC MOﬁVﬂﬁOh

O Express ideas in short, specific sentences. Shorter Extrinsic motivation uses something external, such as
phrases are easier to remember and tend to have morenoney, tokens, grades, or praise, as areward for doing a task.
impact. Try saying them in the present tense to helplyouWhen you're extrinsically motivated to do something,
act on them now instead of later. the activity is a means to an end. An extrinsically motivated

[0 Create realistic statements. Make your affirmations real- employee, for example, would work for a promotion| or
istic so that you can really believe them when you say a paycheck.
them. Start by stating small, attainable goals, and grady-  Intrinsic motivation, on the other hand, comes from
ally build up to bigger ones. withinthe person. It's not the external rewards that drive you,

[0 Reviewdaily. Postyour affirmations listin a place where but the pleasure of doing the actual activity itself. |An
you can refer to it easily. Spend a few minutes each|dayintrinsically motivated student, for example, would study for
reading your list and speaking them out loud. the joy of learning the subject, not for the grade on the exam.

[ Catch your doubts. Say “no” to negative thoughts that  The key to developing intrinsic motivation is to focus on
come back to question, cast doubt on, or make fun of yoyrshort-termgoals that help you concentrate on the task athand.

affirmations. Then, repeat the affirmation with renewed !fyou're learning to play the piano, forexample, concentrate
Conﬁdence’ picturing yourse|f this way. on yourform, and enjoy the sensation OfyourflngerS stri klng

the keys. Or, if you're a cyclist, pay attention to your
breathing technique, and relish in the feeling of the breeze
rushing past you. The difference is within you!

(=)

“ The thing you set your mind on is the thing

ou ultimately become’”
y y — Nathaniel Hawthorne




COMMUNICATION

A Better Time Equation: Handle Less = Do More

Welcome to the Information Age where facts and figuresmakes it easy and convenient to send your messages to the
bombard us atincreasing speed, frequency and sophistication..whole world by pressing a key. Avoid doing this. You'll only
where each year about 55,000 books are published in the Unitegrritate people by sending them unnecessary information.
States... where each week, it's not uncommon to get 49 faxes @ontinue doing this, and they won't pay attention to the truly
five pages each in length... where each day, you can easilymportant messages you send.
receive 75 to 100 E-mails and 25 to 30 voice mails... And avoid letting the informality of E-mail lull you into

et's face it. If you're not in constant control while composing careless, disorganized and unclear messages.
L navigating down the information highway, you'relikely ~ Think before you write, not as you write.

to get run over by others passing you by. And one of the Eliminate most cover lettefglost cover letters communicate
major by-products of this proli* only the obvious¢I'm sending you
eration of information is the mou something. You now have itf’you
tainous paperwork thatit produc ' must have a record of submission,

The reasons for wanting to | simply put“Submitted to...” and “Sub-
duce your paperwork load are pe mitted by...” along with the date on
fully obvious. Paperwork cos the title page.

_tlme, energy and money. Surpr Simply send the information. Any-

ingly enough, people tend tom thing else is either understood or un-

the equally obvious whenitcom necessary.

to their own paperwork-gener: [ Be informal in your responsEv-

ing habits. The most effective w ery memo or letter you receive doesn’t

to reduce your paperwork load merit a formal response. Picking

to produce, send and request | up the phone may be quicker than

paperworkyourself. o writing. Or, you may be able to sim-
_The following tips will help you to identify and 1y aqd your comments in a margin or on a sticky note and

eliminate unnecessary paperwork and to handle “must- pass the document on, saving everyone time.

do” paperwork more effici_ently a_nd effectively: People aren’'t nearly as impressed by formality asthey are
[1 Useresponse cards and ling@he piece of paper you sendto by accuracy, speed and thoroughness.

ot?ers oﬁt}gnhreqU|res therr|1 0 ?r?nera}tte ﬁ.lp'?ﬁe of papeﬁ'rlforget the idea that “more is betterMore is not always
return, which may mean a lenginy wait while In€y Compose o - there's ittle correlation between quantity and
their response. Instead, make it quick and easy for others t(%’I

ot s. Tvoe th uality. Try not to get trapped into thinking that the more
answer your memos, IEUers, orreports. Type tn€ respons oney you want customers to spend, the more detail you
you want, along with a space for a check mark and/or

anat i -back card or at the bott Fhould give themto justify the price, or that the more serious
;Ir??na_#gﬁ,sgr:naersneoparaemal- ack card or at the bottom O, o problem, the more detail you should give to support your

. . . decision.
Uponreceiving their response, note itin your records, and

file the response card. Less time. Less panerwork. Les Consider the importance of your message, and tailor your
P AR ’ > pap ’ Somments accordingly. Less can mean more —more readers,
hassle. More effective business communications.

, Lo more insight and more impact.
1 Learn when to talk and when to write.many situations,  athough minimizing paperwork will require revamping old
talking will better achieve your objectives than writing. Nfapits the end justifies the means. You'll find yourself pushing
everything has to be in writing to be formal, understood, @s paper and spending more time focused on the important

meaningful. _ o ~ paperwork you do need to handle.
Giving mild reprimands, negotiating small details, get-
ting immediate feedback, receiving reactions f[O yourm By Dianna Booher, author, speaker, and CEO of Booher Consultants,
sages, and conveying tone are all better done in person aDallas-based communications training firm. Her programs include
by pen communication and life balance/productivity. She has published more
' . . than 40 books, including Communicate with Confidence®, Speak with
[1 Use — don't abuse — electronic message systEmsail Confidence®, and Your Signature Work®. Call (817) 868-1200 or visit

www.booher.com
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TIMESAVERS

Organize an Office Clean-up Day

Putting Your
Files in Order

To organize and label your files
more effectively:

[ Make labels visible. Write the nam
of the file at the top of the label, s
you'll be able to see it easily whe
you open the file drawer.

doesn't have to be typed, write

typed, label a sticky note, and use
asatab until you have time to ma
printed labels.

Staggerfiling tabs. This allows yo
to see all of the file names withol
moving anything. When adding
new file, just make sure that th
new tab isn’t blocked by the one i
front of or behind it.

Place tabs on the front o
hanging files. This will enable yoL
to read the label even when the fi
gets full. When filing something
away, you can simply pull the ta
and place the paper inside.

Take advantage of colore

ors to designate different types
files, such as client files, projec
files, or administrative files.

Use all capital letters. If the labe

with a felt-tipped pen. If it must be

files and labels. Use different col-
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our office won't stay organized
Y by itself. Without a concentrated

effort, your file cabinets and cre-
denzas are likely to accumulate masses
of outdated and unnecessary material. It
may require time and effort, but making
the choice to periodically clean out your
office can be well worth the results.

By getting your en-
tire department or com-
pany involved in an of-
fice clean-up day, you
can help reduce stress,
improve efficiency and
promote an organized
working environment. /2
The following are
suggestions for or-
ganizing your office
clean-up day:

form your building maintenance work-
ers that there will be more trash than
usual on this day. Contact an organi-
zation that you can donate old equip-
ment to, and leave a supply of trash
bags, pens and labels on hand. Re-
ward everyone’s efforts with a tasty
lunch break.

[l Establish throw-out
guidelines. Create a list of
criteria for helping people

to decide whether or not
to keep items in their

files. Isthe paper useful?
Is it necessary for legal
or tax records? Is there a
duplicate copy somewhere
else? Whatis the worst thing
that could happen if it were
thrown away?

[J Designate aday. Choose atime when Aim for comfort. Wear comfortable

demands and deadlines are ata mini-
mum. Encourage everyone to par-
ticipate in the clean-up day. You may

evenwantto hire atemporary worker

to answer the phones so

that people can work undistracted

and still receive the important calls

that they may be expecting.

[1 Make necessary arrangements. In-

shoes and clothing. Instead of stand-
ing atthe file cabinetto weed out your
files, bring a stack over to your desk
to sortthrough, andfill your trash can
completely before emptying itinto a
larger one. To prevent back strain,
remember to lift with your legs and
not your back.




