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Introduction

Can youjugde?If so, then can youremember what it was like when
youfirst tried to keep threeballsin the ar?

If you haven't yet mastered the at of jugdingthen youaready
know that it’s very hard to move beyondthinking abou ead
individual tossand cach, to the processof jugding. The paradoxis
that the processof jugding depends onthe acaracgy of ead and
every individual tossand cach.

Possbly the most surprising thing abou jugdingisthat it can be
dore & all!

But we ae dl jugdersin the sense that we lead complex lives
jugdingroles as parent, child, student, teader, employee club
official, sportswoman, a whatever, in a pattern of relationships that
makes us uniquely human. Our lives are sometimes o busy that
thereisn’t enoughtime or energy to goaround.

If you sometimes wonder why you bdher and, like many people,
fed dissatisfied, untappy, even depressed abou the lack of purpose
in al thisjugding,then youshoud consider leaning to use the
Complete Goal Management System.

This g/stem is based onthe GoalMaker computer software padkage,
which was afinalist in the 1996Business Software of the Yea
awards on the Small BusinessShow on Channel Nine. It has been
adapted to the unique nedals of the unemployed byagroup d
dedicated individuals including uremployed clients of, and
consultants.

In away, the Complete Goa Management System lets you change
redity. It redly does! By helping youclealy identify, and
concentrate on, the important thingsin you life, and then achieve
thase goalsin a planned way the Complete Goal Management
System enables you to take dharge of your life and gudeit in the
diredion youwant to go.

The Complete Goal Management System helps you to identify your
roles, oedify the goals you have within eadt role, and enumerate
the tasks needed to attain ead gaal. By kegpingtradck of the whole
picture the Complete Goal Management System frees you to
concentrate ontossng ead ball just right. If you danned corredly
then the wmulative dfed of ead acairate tossis a swirling pettern
of relationships that others can admire but never exadly emulate.
Instead of constantly worrying abou the big picture, youcan



concentrate on the important tasks that have to be dore, freein the
knowledge that it’s all part of a plan—you plan.

The Complete Goal Management System involves bath sides of
your brain. Thelogic and analysis exercises the left-brain, whil e the
visuali sations exercise the right brain. By using bdh sides,
GoalMaker inspires youto creae your goals and to pursue them
proadively.

The Complete Goal Management System can help you et alife.
Imagine what it would belikeif you krew exadly what you wanted,
how to get it and the tasks you hed to complete. Sounds too simple?
the Complete Goal Management System will guide you throughthe
processof structuring you life and most importantly, will help you
toredign you goalsto a changingworld. Youwill haveto lean the
the Complete Goal Management System and youwill have to apply
it daily, bu it isn't hard to do,and requires only afew minutes a day
to maintain. the Complete Goa Management System can help you
make spacefor the things that are important in your life.

Y ou are probably just scanning this book, nad yet having committed
yourself to adually using the Complete Goal Management System.
Your bossmay have given it to you,afriend may have suggested it,
or youmay be evaluating the Complete Goal Management System
for use by athers. We redly want you to make the dfort to useit
becaise every personwho uses the Complete Goal Management
System tell s other people how goodit is and they start to use it and
everyone benefits.

So if youjust scan this book,and say “Oh yeah, gea ideabtt |
dorit have time, etc”, then we ae finished. Kaput. Cadus. We want
you to use the Complete Goal Management System and to succeel
using the Complete Goal Management System, and the hardest
single part, bah for us and for you, is gartingto adualy useit (not
just read abou it).

That’s why we have included lots of comments, thoughts, qudes,
aneadates, etc., some original and some we have stolen from people
who said it better than we ever could. We want you to stop and think
abou these when youcome acossthem. We hope they will

motivate you to use the Complete Goal Management System.

Here ae afew thougtisto get the ball rolling:

If you always dowhat you ve dways dore then you Il always have
what you've drealy gd.

Thetop threepercent of people outperform the next twenty-seven
percent by afador of ten. And yet al thirty percent come from
substantiall y the same badground.One of very few differences



between these two groups istheir attitude to gaal setting. The top
threepercent have dea, written gaals. For the twenty-seven percent
groupto join the top goupwould orly take ashift in some dtitudes
and aredisation that the at of goal setting would make them more
succesdul to an amazang degree

Thisreseach, which we will come badk to in more detail | ater,
makes it obvious that clea set goals and a dedicaionto achieving
them is necessary for successin any areaof life. The aility to
pradicewritten gaal settingisonethat isvital for those lookingto
improve and succeel.

The Dragm Is My Friend - By Cammnie Foster.

| was once so afraid to venture from ny castle for there was a
malicious andcruel dragonthat circled my grounds. He stood
larger thanmy castle andwaited for me to come out so he @muld
gobde meup. But | was safe inside my castle so there | stayed, and
stayed, andstayed.

Oh how lonely | became and suddenly with deep regret | realised |
was dying. | dedded | would go ouside my castle, which had nov
bewmme my prison, andfacethe terrible dragon,certain that at once
he would pourteon me andeat me up, bu | thougtt better to de
valiant death thanto die a coward.

| stepped fromthe astle doa andthere he stood , aways off larger
thanmy castle. | took one step and anther and andher while he
remained still, watching me approach. Perhapsit was a trick of the
beast, but he became small er with each step | took towards him. |
was now nex to the dragon and stooped down to pickhimupin my
hand. “ Why havel been so afraid of you? You ae small enough
to be qushed under my fed, yet | let youterrorize andkeg me
captivein my castle all these years.”

The dragonreplied, “I haveonly been what you have made of me,
but now that you have @me out and seen me for what | really am,
instead d coweringin fear, you can seethat | am afriend.”

“How can| consider you afriend? If it were not for you | would
have ventured from ny castlelong ago’

Hereplied, “If it were not for me, you would have neve known
you could facea dragon and win.”




Strategies

There ae many dacumented reasons why people fail to achieve
their full patential. As we noted ealier, the top threepercent of the
popuation are disciplined gaal setters.

What isinteresting is that the next 27% only need to put in asmall
eff ort to move into the top goup. The seaet behind the dfort isthe
development of habits and strategies, which suppat the
achievement of clea goals.

Benjamin Franklin discovered this the hard way. He was receving
constant criticism about his negative ammmunicaion. He listed all
the dementsin hislife that he had the murage to say did nd suppat
him or his relationships. He worked on ore of these dements eah
month. He had set goals to develop new succes<ul habits.

Look at the list onthe next page. What habits do you real to change
in order to achieve the successyou deserve?

These habits and strategies are the basis of successin life. People
who make a onscious effort to include these in their lives get
pasitive results.

What are you gangto doabou the habits and strategies you are not
yet able to tick? the Complete Goal Management System suggests
that, if there ae some unticked questions, then they need to be
included in you Overall Strategies.

If you have spedfic strategies that are uniquely necessary for a
speaadlist role, youwill need to add them later. For example, an
athlete may have to attend the gym every day for an hou, adoctor
may haveto read ajournal article every day.

Kee referring to these questions as a monthly ched, and aim to
have dl strategies a part of your goals plan.

Remember ... it takes courage to accept the truth.

Succesgul people form habits to dothe things that less siccesSul
people dont liketo do.



L ook through the following questions about useful habits and overall
strategies and tick those that apply to you right now.

| have a ¢ea sense of purpose or diredion for my life.

| am able to stay focused and concentrate my eff orts onto ore definite
am.

| am usually able to make dedsions and work consistently onthem.

| am willi ngto take a tance on a paositive outcomell even if it isrisky.

| am willi ngto dowhatever it takes, rather than look for something for
nothing.

| control my negative thouglts.

| pradice habits, which contribute, to my good kedth including a
nutritious moderate diet, regular exercise and meditation a yoga-type
relaxation.

| tackle tasks immediately rather than puiting them off and
procrastinating.

| persist in the faceof difficulty. When the going cets tough,many
people give up.

| am willi ngto aim high. Many people put up with average goals and
mediocre performance

| seek out and surroundmyself with people who encourage and coach
meto grea success Too many people listen to thase who say, “you
can't”.

I am willi ngto lean, read and aoquire the knowledge and skill sto
beamme ageneralist, able to adapt to and succeal in almost any
environment. Contrary to popuar beliefs, people who become too
spedalised become white dephants who cannat kegp upwith the speed
of changesin society.

| am enthusiastic, committed and motivated.

| am pro-adive O | make things happen in my life. Victims wait for
things to happen to them.

| have dea rolesinlife and ad in balance acosswork, hame, self and
community.




Setting Goals
O.K. What is all the fussabou goal setting?

Well, redly, it nead na be afussat al! We dl set goals - yes -
every day of our lives. When we wake up in the morning, our first
goal isusualy, “Just how longcan | stay in bed before | acdually
haveto get up.” Andthen perhapsthe second gal is, “To get
dressd and gab abiteto ea before | haveto raceout to cach a
tram” (or whatever).

So youseeg we dl set goalsfor ourselves ead and every day of our
lives. Some of these goals are very important whil e others are naot.

If youredly though abou what you wanted to be and gdanned
ahead, maybe YOU could end upstarringin apopuar soapie - or be
an airline pil ot or agardener - or anything youwished.

All you haveto dois st afew goalsto read you objedive.

Andremember, every goal readed is an achievement - no matter
how insignificant it may seem at thetime. Don't try to set yourself
unadievable goalsin the beginning - like don't exped to become a
brain surgeonin two weeks, Set goals that CAN be adieved and
then gve yourself abig pat onthe bad.

Goal setting makes our lives alot easier by organising what we have
to, o neal to do, kefore we haveto doit. Goal settingisjust
planning ahead to get where youwant to go.

Think abou the pil ot whois stting ou to fly to Sydney. He can't
just ‘Set Off . All sortsto things may gowrong. So he developsa
‘Flight Plan’, which is hisway of working ou how heisto get from
Melbourne to Sydney safely and in the shortest passble time.

How abou making ore of your first goals to finish reading this
manual? Try out some of theideas suggested and seejust what a
differenceit can maketo your life.

Try to developa“‘Flight Plan’ for your objedives.



Why People Don’t Set Goals

There ae many reasons people fail to set goals.

Probably the chief problem you reed to overcome is your own
attitude. Thisis because our education systems generally fail to
encourage young people to take resporsibility for their life and
pradicethe independence of though and ceed that are & the are of
setting and achieving gas. You reed to undothis and replaceit
with a “can dd’ attitude that wil| suppat your goal setting.

Chedk which of the foll owing reasons have, in the past, contributed
to you ladk of consistent goal setting and gaal getting.

Why didn’t you set and get godsin the past?
Failed to make the time.
Didn't know how.
Did nd believein my ability to design and creae my own life.

Wanted to please others and dowhat others wanted me to do,rather
than choosing what | wanted to do.

Too many interests and adivities creding an illusion d busynessbut
with nored focus and dredion.

Fea of failure.
Fea of success
Lazness

No perceived nedd.
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Benefits of Setting Goals

People who set and ¢et their goals are winners by definition. Some
have exceptiona determination, longterm commitment and
applicaion. Just think of the thrill of the ahlete whowins an
Olympic medal. Goalgetters have aspedal glow that comes from
their commitment and gves them happinessand fulfilment.

When you purposeisclea, lifeis sosmehow simpler and cleaer.
The benefits of goal making are not al at the badk endd simply
clarifying you goals can make abig dfference, regardlessof how
longit may take to achieve them.

» Think of atimeyou set agoal and steadily worked towards it to
ultimate success

Chedk how many of the following applied to you then.

| had a dea and focused diredion, which provided a sense of seaurity
and pupose.

| used my time well.
| felt enthusiastic.

| coud seethat | was moving steadily towards my goal and achieving
the results | wanted.

| felt good | had self-esteam, confidence and a belief in my ability to
make things happen.

| wasin control.

The greatest stressin life is that which comes from feding ou of
control and paverless

11



General Guidelines

The goal making process follows logicd, sequential behavioural
steps. However, a substantial amourt of the impad depends on you
mental attitude.

These guidelines reinforce apasitive dtitude so that you become
unconsciously competent in setting you goals.

1.

Thefollowing gquidelines help sustain a positive attitude and
behaviour.

Identify your misson a purposein life and set your goals to align with
this.

Dedde what you redly want and write it in the present tense asif it's
arealy been achieved. Goals must be in writing. An unwritten want is
just awish. If it'sinwriting, it'sared, substantial commitment.

Goals must be mncrete and spedfic 0 broad desires have no effed.
Spedfy the tasks you will need to achieve eat gaal and then bregk eat
task into manageeble “bite-size” hits. (How do youea an elephant? One
bite & atime.)

Goals must be believable. If you dort believe you can read it, youwon't.
Eliminate the negativesin your life and focus on pgitive things. You are
resporsible for your thoughs, so make them positive ones. Don't listen to
people who say, “It will never work. Y ou can't dothat. Youll never make
it”. Remember that Christopher Columbus would never have sailed over
the horizon urlesshe had belief in imsalf.

Goals must be dhallenging and demand more from you. Be willi ngto
stretch you comfort zone.

Act to set your goalsin motion. Planningis only the first stage of goal
achievement. First set your goals, then ad to get your goals.

Apply self-discipline. No matter how many people ae avare of your
goaal, the final resporsibility rests with you.Remember 0 the buck stops
here. You redl to consistently organise yourself and work with
determination and commitment if you are to achieve the successyou truly
deserve.

Goals must include your loved ores. Goals must harmonise and bein
balance, na corflict with ead aher.

Goals must have target dates for completion. Set atarget date for your
goal and share it with someone who will encourage youto med the
dealline. Thereis nothing as motivating as an “impending event” to get
youinto adion.

12




The Process

Rewards

There ae two major stepsin the processof setting and achieving
goals:

1. Defineyour goals. Identify, analyse and prioriti se your goals.

2. Measure your progress Measuring you progressas youwork
towards your goals keeps you focused and motivated.

Y ou must balancethese two major steps, gang bad to step oreon
aregular basis as your neals change and you misson bemmes
more and more refined.

Many people who have troulde focusing onagoal have falen into
the trap o not putting the time into step 1.

Thaose who jump into the degr-end and attempt to get their goals at
stage 2 may think they are doingwell at first, bu if they adiontheir
goals with no panning, they may soonfind themselves
overwhelmed.

People who operate a stage 2 may suddenly find they are working
onagoal that haslimited value in outcome and they have omitted to
focus onthe one goal which could bring them mega-success These
folk need to remember the Pareto Principle, which states that 80%
of your results come from 20% of your targets.

Everyone enjoys recaving rewards, andit is up to youto program
into you goals ome motivational rewards. Sometimes you can
reward youself asyou goaong. The important time to maximise
your successiswhen youadieve agoal. Reward yousdlf lavishly
andredly cdebrate the atievement.

People whofail to truly cdebrate can become disill usioned with
their goals path, andfindit difficult to find the motivation to stay a
self-starter, resporsible for proadively making things happen.

Thisisthetrue value of GoalMaker. By pasitively reminding you &
your goals every time you turn open this manual, youare
continually encouraged to stay focused and can cdebrate the dmost
miraaulous ease with which you doachieve your goals.

Review My Wins @ far! onaregular basis. Reading this £dion
will bocst your self-confidence and self-esteam.

13



Coaching

There is nothing as motivating as an impending event to encourage
youto get atask dore. The best way to harnessthisisto dedare
your goal to someone you trust, ask them to be your coach and
exped that youwill achieve the goal aswell as expeded and bythe
due date.

Y our coach can be someone you love, awork coll eague, arespeded
mentor, or just agood buddyThe primary task of the wadisto
remind youthat you are committed to achieving you gaal. It'sfun
and sometimes more helpful, if they also encourage you, share your
rewards and help cdebrate when youadieve your goal.

Creative Visualisation

Credive visudisationis avery useful way to contribute to
succesgul goal achievement. In this procedure you use your
imaginationto creae a ¢ea picturein you mind d whatever you
want to take placein your life

Stepsfor Visualisation:
1. Gotoaplacewhere youwill be undsturbed.
2. Sitina omfortable chair.

3. Closeyour eyes andrelax. Breahein and ou slowly for 10timesto attain
maximum relaxation.

4. Start to seein you minds eye, the thing youwant, in as much detail as
possble (asyou padice and cet better at visualisations, seeif you can
make the picture brightly coloured, sharply focused, clealy framed,
containing sound,adion and feding).

5. Stepinto the picture and energiseit with 5 g breahs.

6. Makean affirmation sub-vocdly, to pu the event in present tense and
makeit red. Gainthefeding d adually achievingwhat youwant. Say
to yousdlf, “Thisis mine, right now!”.

7. Youmight want to pu some music onto stimulate your right brain (the
credive andfeding part of youwhich can help you daw onthe power of
your unconscious to move invisible energy towards your desired gael).

Y ou might liketo vary your visual pictures, depending on you
mood. Some people love the visual picture of being ona bead,
others prefer the mourtains in a snowstorm! Use your imagination
andtrea yourself to visuali sations that bring youmaximum
relaxation and pasitive feding.
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Y ou might like to explore the use of aromatherapy als. They can be
worn o burned in aspedal burner to gently fill the ar and stimulate
the sensesto creae positive and socthing fedings, which can gredly
enhancethe power of visuali sations.

It'simportant to visualise with as much detail and wsing as many
senses as possble. For example, if youwant anew car, spedfy the
kind (a2005Mercedes, 4605L, 4 doa sedan, red, with fuel
injedion, FM-AM trad stereo and CD etc.), seeyourself driving the
ca, fed the steeingwhed and ke avare of the instrument panel, the
texture of the seas and everything else dou it that you want.

Visuali sation shoud be dore regularly and may be @mnsistently
reinforced if dore ather first thingin the morning a last thing at
night.

Y ou may wish to make your own audiotape. Get two tape recorders
and weoneto play relaxing a inspirational music, and the other to
record you meditation tape. If you dont like your own vaice, ask
someone dse to make atape for you.

Remember, visualisationis a powerful processand can overcome
past negative programming.

It'stime to relax and enjoy the mental credion d your gaals. In
taking that short time to relax and trust that your right brain isdoing
the hard work, youwill find that the benefits are that when you
return to this manual, your mindwill be more dert, clea, andthe
flow of goodideas shroud come more eaily.

Affirmations

Throughou this manual you will find affirmations that you can
continue to use throughot the day.

An affirmationis athouglt of adesired condtion a thing. Constant
repetition d an affirmation leads to its acceptance by the mind.

Sinceour environment refleds our thinking, we can influenceour
rediti es by changing ou beliefs. Our dominant thoughs and
fedings become our experiences. Our lives beacome what we dfirm.

To apply an affirmation during the day, use the following
guidelines:

» Alwaysaffirm in the present tensel] the desired condtionis
always happening NOW. Rather than say “I am getting fit”,
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which placesthe event in the future where it may never
eventuate, pu it in the present and say “I am fit”.

» Alwaysaffirm in the positive and nd in the negative. Instead of
saying“l wont break my diet”, say “| prefer nutritious foods”.

» Writethe dfirmation dowvn:

= Pasteit on you mirror, telephore, car dashboard o
anywhere you will seeit during the day.

= Writethe dfirmation by rand at least 10 times during the
day. If the aiticd voiceinside raises any oljedions,
dispute it strondy and provide evidence If you affirm “I
am confident and cgpable” and you critic says, “Youtre
wedk and hopless’, remind youself of apast successand
redfirm your pasitive thoughtO “1 did my best in the last
test and gd top marks: | am confident and cgpable”.

» Red the dfirmation as often as you can, ou loud.
» Sing a chant your affirmation ou loudas much as possble

» Reoord you own vacesayingthe dfirmation onan
audiotape and day it while you are goingto sleep.

The Importance of Habits

Make your use of this manual habitual.

Begin quickly. Dont succumb to the tendency in most of usto
procrastinate. Sure, it might be more wnvenient amonth from now,
but it will NEVER BE MORE IMPORTANT!

Make using this manual an integral part of your day—Ilike deaning
your tegh. In fad, why dont you think abou this manual whenever
you clean you tegh! Strange as it may sound,this can be an
effedive reminder of your progress

Thereisa aiticd incubation period d abou 30 days, when youfirst
apply new ideas. With the passage of time, the adion becomes
habitual.

A succesdul Goal-Manager knows the importance of developing
pasitive habits.

Consider this:

16



Who Am|?

Youmay know me

I'myour constant comparion

I'myour greatest helper; I'myour heaviest burden

I will push you orward o drag you down to failure
| amat your command

Half the tasks you domight as well be turned over tome. I'm
ableto dothemquickly andI'm able to dothem the same evey
timeif that's what you want.

I'measily managed, dl youvegot to dois be firmwith me.

Shav me exactly how you warnt it dore, after a few lesons I'll
doit automatically.

| amthe servant of all great men andwomen, o course, servant
of the failures as well.

I've made all the great men who have eve been great.
And, I'vemade all the fail ures, too.

But | work with al the predsion d a marvel ous compuiter,
with the intelli gence of a human keing.

You may run me for profit or youmay runmeto ruin, it makes
no dfferenceto me.

Takeme. Be firmwith me and!'ll put theworld at your fed.
Be easy with me and| will destroy you.
Who am|?

| am haht!

Regular Activities

All the adivity so far has focused on hav to set up GoalMaker.
Now you must useit daily to benefit. Althoughthis manual
describes goal makingasal, 2, 3..affair, inredity it ismore
likel, 2,1, 2, 3, 2, 3.Don't bereluctant to go lad to an

17




Notes:

ealier step and change alongterm goal or re-evaluate your
misson. By dangso youwill gradually hore your idess.

Foll owing are some suggested gudelines for regular adivities.
Daily

Make sure you maintain and use your To Do List. Asyou
complete eab task, mark it asdore onthislist.

Weekly

Review your Goals List. Mark off the goals you have atieved
during the week and add any new goals for the mming week.

Monthly
Make any adjustments to you goals. Review your wins.
Quarterly Or Half-Yearly

Review all of your current roles, goals and tasks and adjust
where necessary.

Our degpest fear isnot that we are inadequate.
Our degoest fear isthat we are powerful beyond measure.

It isour light, not our darkness that frightens us.

18




We ask ourselves, who am| to be brilli ant, gorgeous,
talented andfabuous?

Actually, who ae you nd to be? You areachild of God.
Your playing small doesn’'t servethe world.

There' s nothing enlightened abou shrinking so that other
people won't fed inseaure around s.

We were born to make manifest the glory of God that is
within us.

It'snot just in some of us; it’sin eveyone of us.

And aswe let our own light shine, we unconsciously give
other people permissonto dothe same.

Aswe are liberated from our own fear, our presence
automatically li berates others.

Nelson Mandela, 19941 naugural Speed
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What Resources do | Have?

Notes:

A list of your resourcesis avauable tod in gaal making kecause
you can instantly draw onresourcesto help youwith you success

The most important resourceyou haveis... Guesswho?... Yourself.

Y ou might liketo dowhat marketing consultants cdl a SWOT on
yourself—thisis where you analyse your Strengths, We&knesss
Oppartunities and Threds.

Youll probably only want to pu your strengths and oppatunitiesin
your resources list (your weaknesses and threas will be dedt with in
the next chapter, Overall Strategies, which looks at behaviours you
are nat yet master of, including you goal-making and self-
management process.

Y ou may also find some goodideas for resources in the Chedk-in
process Think particularly abou your personal development—
physicdly, mentally andin terms of confidence Y our strengths and
achievements in these aeas are goodresources for youto draw on.

List every resource on the next page that you have avail able to you
in terms of your own experience and ouside resources. Y ou may
also include books, tapes, seminars youwould like to attend, courses
youwould like to complete, mentors, coades, etc.

20



Resources:

Dick Smith started his gmall car radio businesswith just $610.
Fourteen years later he sold it to Woolworths for $25milli on. His
adviceto Peter Thorpe (Australian Snall Businessand Investing
Dec 1993 isthat he worked hard, kept overheads down, bult
networks of capalle people and asked for andtook advice
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In my particular situation age discrimination was a major factor |
hadto overcome andcontend with being over 45 years of age.

Trainingwas a major factor that kept me motivated when | was
unemployed. | attended computer courses at Monash University
and

T.A.F.E. College to bring my skill sup to date.

| would checkthe job adrertisements each day, phore andsend ou
resumes to interested companes. | would canvas all theindustrial
estatesin search of work in the Accourting field ar any job
available, at timesleaving aresume with those interested. With
each knock back it makes you more determined andmotivated to
find ajob.

The turning pant was when | attended a 10weektraining course in
Computers & Acoourting which lead me to my aurrent accounting
pasitionin the field of training uremployed people.

Ron (B.E.ST. Acoourtant)
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Overall Strategies

Notes:

Overal Strategies ®rve & the badbore of goal achievement. Many
strategies are ommon to everyone, for example, | am enthusiastic,
committed and motivated. On the other hand, youmay have
particular strategies that you reed to add to the li st.

Overall strategies are not diredly related to you roles or goals.
They arejust a mnvenient list that serves as ageneral reminder of
strengths and wegknesss.

Start by reviewing the Strategies on the foll owing page from the
ched list in the Introduction and tick whether you currently foll ow
or intendto foll ow ead strategy, then add you own.
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Strategy Description

Currently
Follow

Intend to
Follow

| have a tea sense of purpase or diredionfor my life.

| am ableto stay focused and concentrate my eff orts onto
one definite am.

| am usually able to make dedsions and work consistently
on them.

I am willi ng to take a diance on a positi ve outcomel] even if
it isrisky.

I am willi ngto dowhatever it takes, rather than look for
something for nothing.

| control my negative thouglts.

| pradice habits, which contribute, to my good ledth
including a nutritious moderate diet, regular exercise and
meditation a yoga-type relaxation.

| tadkle tasks immediately rather than puting them off and
procrastinating.

| persist in the faceof difficulty.

I am willi ngto aim high.

| seek out and surroundmyself with people who encourage
and coach me to gred success

I am willi ngto lean, read and aayuire the knowledge and
skill sto beaome agenerali s, able to adapt to and succeel in
amost any environment.

| am enthusiastic, committed and motivated.

| am pro-adive J | make things happen in my life

| have dea rolesinlife and ad in balance acosswork,
home, self and community.
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Strategy Description

Currently
Follow

Intend to
Foll ow
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Bert’s (Mordiall oc) family were refugees from Europe. Home was a
frightening, violent place. Bert wandered and dd buglariesfor a
buzz Suprise, surprise he was busted andjailed in hislate teen
years. Heisone of the few for whomjail did much good.
Frightened of the posshiliti es he dhase a suburbancommnune which
had aninterest in peoplein similar situations. Now Bert manages a
succesdul businessthat mows lawns and gooms gardens. But heis
much more thanjust anather franchisee Bert organsesa great
deal of suppat for people onthe stred and dhers who are
disadvantaged or alienated. That voluntea activity attracts other
people who are also interested in dang what the Government won't.
Working towards hismisson d making some @ntribution, the
network of people, fuels Bert to work pretty hard. Hereally
strugdes with depresson and amiety but, if you asked hm he
would refled a* wouldn't change anything” satisfaction. Bert
chose to goforward.
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My Mission

Gred people ae ordinary people with commitment.

Men andwomen fail intheir life, na for lack of ahility, or
brains, but simply because they have neve organsed their
energies around acentral god. Elmer Wheder.

Just what is YOUR personal misson?

All organisations have apurpose for existing. Just as an arganisation
or company needs amisson, so daes ead ore of us.

* What getsyou ou of bed ona @ld winter's morning? Y our
misson.

e What forcedrivesyouto adionand productivity? Your
misgon.

It's never too late or too ealy to dosome serious thinking about
what it is that drives you and what your personal missonis or
shoud be. In dl li kelihood,thisis the most important thinking
you can do,to make adifferencein how youtake charge of your
life!

* Determinewhat it isyou want in life, and makeit CLEAR
and SPECIFIC. Thisis predsely the purpose of your misson
statement.

Your missonisthe reasonfor your existence It ads as abeamn—a
clea and spedfic objedive that everything elseis guided by. When
it isknown, understood,acceted and communicaed, pasitive
things happen and energy and eff ort are no longer wasted. Y ou will
always know when youare headed in the right diredion.

The misgon-setting processdoesn't have to be cmplicated or long
winded. Hereis an easy model to begin with:

TOUEMY. .o oivie v eei e e 2o (SKi S, talents, etcl)
B0 e e e L@ ODS, EC)
Sothat......coo i (rESUIR).

If you can dothat in 25words and commit it to memory and to you
heat then you knav your misson.
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Notes:

Examples of misson statements

To create things of beauty so that others are inspired by andcan
enjoy them. (An artist)

To create magnificent buildings for social gatherings  that people
can cdebrate in maximum comfort. (An archited).

To suppat others in their work so that the team gets the best resullt.
(A manager)

There ae threeimportant properties your misson statement must
POSESS

* Unique: It must be yours and nd belongto anybodyelse.
e Stimulating: It must stir you into adion.
* Motivating: It must personaly inspire you.

If thisisyour first time with amisson statement, dont agonise
abou your misson statement. Just get something davn. If it doesn’t
fed right, change it until it does or come bad to it | ater.

It's useful to review your Misgon Statement every threemonths, and
make thase small adjustments that may occur asyou gow.
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My Misson:
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My Values

Notes:

Why set Values?

It isimportant to set long-term goals within the wntext of your
values. If the goals you set are out of alignment from these values, it
will make those goals extremely difficult to achieve. For instance, if
you value hedth, bu you set agoal to adchieve the top salesperson’s
award and do nehing bu work al yea onthat goal, with no
exercise, eding poo foods and cetting littl e slegp, youmight end up
in hospital instead o receving that award!

o list the values that determine the standards that you set. For
example: love, hedth, truth, happiness credivity, achievement,
knowledge, passon, freedom and contribution.

Chedk with you misgon statement and nde how these values can
help as rudders, steaing you onthe shortest course to you
misgonC] the beaon that ill uminates your way.
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My Values:

Marianre’ s longterm relationship was going sour and she was
afraid that her children were being adrersely andserioudly affeded
by the poisoning amosphere. Throughmiscal culation she found
herself ejeded fromthe dhildren’s environment. Ske hung on
aganst odds which ga worse instead d better. But Marianre held
onto her belief in better posshbiliti es. That wasfive yars ago. Sk
now has relationships with her children which are improving
strondy despite the usual limitations of access By moving from one
small god to the next, Marianreisableto suppat andinpu into
her children’swell beingin away which has produced worthwhil e
returns onthe anxiety and pan invested. Freedom to make her own
choices has meant that Marianre's carea as Courxill or has
continued to grow as well, which hdds promise of even better
suppat for her family into the future. Her values of resporsibility
and acocountahility have suppated her pursuit of the dignity which
she now bringsto her family situations.
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My Roles

Why base your Goalson your Roles?

In life, you rave diff erent roles depending onwhat you are doing
and to whom you are relating. For example, when youare talking
with you parentsyour roleis son a daughter, bu when youare
talkingto you children you role is mother or father. At work you
may at various times be amanager, a subardinate, a -worker, a
friend, a cnfidante, etc. At other times you may be atennis player,
runrer, and so on.

Identifying your roles and ceveloping avisionfor eat of them
makes it easy to determine the longterm goals that will make your
visionred.

Youmay findit useful to categorise your rolesinto persona
development, caree, family and socia areas. Within personal
development you can later categorise your goals aroundthe first
threeitems of the Ched-in (physicd, mental and confidence)

There's an dd story abou the youngwoodcutter who wanted to be
the best. When he thougtt he was being keaen by an dd hand, the
youngman dedded to misshis bre&ks and just kegp choppang. At
the end d the day, however, the old man still had more wood.Y ou
see he stopped for bregs during the day and spent some of that
timein keging hs axe sharpened.

Having well -tuned personal development goalsislike havinga
sharp axe. Keg you axe sharp by keeping the physicd, mental and
confidence personal role & positive & you can. It will enhancethe
adievement and fulfilment of all your other roles.

Creating your Vision for Each Role

A vision describes exadly what it will | ook like when you tave
fulfilled you role. For example, for the role of team leader, your
vision could state:

The team achieves results which are 10% above budggt, the
team members uppat each aher and dongtheir best as
individuds, andclient queries are minimal.

For arole asfather, you vision could state:
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Notes:

| spend ore day each weeked with the children and aganise
my time to attend schod functions as appropriate. | enjoy being
involved in their hoblkies andinterests andlovemy children
very much.
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My Roles:

Vision for thisRole:
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My Long Term Goals

Set long-term goal s that conform to and augment your values, roles
and vsions.

Longterm goals can extendto 30 yeas or more. The term is not
important. Instead, longterm goals are simply bigger, longer and
more important than the short term goals that you will | ater define
within them.

Set Goals for Each Role

You start by seledingarole. Then you describe the goal. The next
step isto flesh ou the goal. This gives the goal substance by
defining atarget date, target value, priority, benefits, obstades,
strategies, rewards and short term goals.

Later, youwill bregk down ead short-term goal into the spedfic
tasks that need to be completed in order to achieve that goal.

1. Enter the Goa Definition. This shoud be an easily recognised
one-line description. Be spedfic. For example, ‘To weigh 56
kilosandfed dlim, fit and goodabout myself’.

2. Enter the Target Date. Thisisthe date by which youintendto
adiieve this goal. For example, 7/7/06.

3. Enter the Target Quantity/Value. Where possble, phrase your
goalsin terms that are measurable, such as money, quantity,
weight, or percentage.

4. If youare entering cetail s of the completion d the goal, youcan
also enter the Date Achieved and Quantity/Value Achieved.

List the Benefits

List ead o the benefitsto you d readingthisgoal. For example,
benefits for afithessgoal might include fedingfit, clothes fit well
andlook good, pople ompliment me. If you can't identify any
benefits for a particular goal, youshoud probably pick another goal.

When the initial enthusiasm youfed in “goal-setting mode” has
worn thin, and things get tough,and it all becomes a bit too hard,
thislist will remind youwhat it’s all abou. When youstart to
visualise your goals you will usually find all sorts of direa and
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incidental benefits acaue. Thislist isthe placeto record them, so
you can read them onarainy day.

Benefits can be highly personal and nd overly rational, or puldic
and very much apart of the rationale for thisgoal. It'supto you.

List All Obstacles

List any obstades you can identify that could stop youadieving
your goal. For example, notime to cook ketter food, friends exped
meto drink with them, bad eding habits.

Obstades can be external (caused by events or people) or internal
(coming from your limiti ng beliefs, doulis or feas).

Zig Ziglar, in hisbook The Goals Program: Planning Manual li sted
his obstades as. too heavy schedule, drop-in visitors,
procrastination, improper scheduling, lad of discipline and
unexpeded work requirements.

To pradise identifying the two types of obstades, can youmake a
distinction betwean which of those obstades were external and
which were internal ?

For typicd internal obstades:

e Askyouself “What am | sayingto myself that standsin my
way?”

* What past condtioningand dd beliefs gandin my way?

If appropriate, youmight benefit from consulting with a cetified
praditioner who spedalisesin helping people to clea old limiting
beli efs, hutful past events and regative condtioning.

Mitchell was bornin Pennsylvaniain 1943.1n 1971 e put his
Honda 750nto atruck. The bikeburst into flames and Mitchell
had harific burnsto 6% of hisbody. He moved to a small
Coloradotown where he evetually became Mayor. In 1975 s
plane adashed in snow andMitchell was consequently confined to a
whed chair. He still goes white water rafting andskydiving. Heis
Diredor of many Boards of businesses. Hisattitude is that, whereas
he could do 10,00@hings before, he an nav do 9,000.“ Why dwell
ontheimpossble 1,0007 heasks. “It'snot what happensto you
that courts’, he says, “ it’swhat you do abouit”. (ASB&I
Dec1993 P Thorpe.
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List Your Strategies

Consider the obstades you have identified. What strategies are you
goingto useto overcome, circumvent or reducethem?

Also consider your Overall Strategies, howvever youwill find that
most of the strategies necessary to achieve agiven gaal are unique
toit. For example, plan ahead and schedule time, tell friends I'm
committed to my diet, and choose nutriti ous foods.

Identify a Reward for Yourself

Some goals, like this example, have areward bult in to them. When
setting aher goals, like giving uptobaco o alcohd, youmay find
it easier to maintain you motivationif you set areward.

Rewards can be & smple s anight out, or as big and “rewarding’
asyou redl to kegp youself committed. Remember thoughthat
there’ sno pant settingareward youcan't rediticaly give
yourself.

List Your Short Term Goals for each Long T erm Goal

Notes:

Y ou set short-term goals in relation to the long-term goal.
Sometimes youwill have just asingle short-term goal. More
frequently, youcan bregk down the longterm gaal into a number of
short-term goals. The diff erence between longand short-term goals
isthat alongterm goal has benefits, obstades, strategies, rewards
and short-term goals, whereas a short-term goal is comprised of
tasks.

Idedly, youwill be aletolist al the short-term goals that will | ead
you to completion d the longterm goal. In pradice, youwill often
be aleto list some short term goals, bu will not be sure that those
short-term goals are sufficient. That’s OK because you can easily
add further short term goals and modify existing gals as
circumstances demand, and as you gow to understand you long
term goals better.

At this dage, al you real to doislist eat short-term goal. Inthe
next seaion youwill flesh ou ead short-term goal and identify the
adion stepsrequired to achieve eat gal.
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Sandra - Overcoming olstacles

This gory relatesto ayounglady whowas a paticipart in a
training programthat | ran called New Horizons. Quite a spedal
younglady asit turned ou - who had a gobhand amighty big
hurdle to overcome before she could achieveit.

| first met Sanda in December 1995when we located a S Kilda
Road. Sk arrived for a pre-screeninginterview for our course
commencing a our new premisesin Richmondearly in the new
year. Slewas quite a striking youngwoman - attractive, vibrant
andsmiling. Upon keingintroduced | held ou my handto shake
hers and she imnediately thrust her left hand ow. My reaction, &
would be the case for anyone, imnediately looked at her right hand
tofind ..well, na much...Sanda had astump for a right hand.

Aswe did with al course anddates, we talked for some time abou
what Sanda wanted to dowith her life, particularly in terms of
employment and ndurally enough ler disability. Asa small child,
she had hadmost of her hand seveaed by a machinein her fathers
factory - what remained was a stump with abou a quater of a
thumb and abothalf anindexfinger - pretty sevee handcapin
anybody’ sterms. Thisdisahility was creating two problems...the
first being that employers foundit hard to cometo gripswith the
way customers might react to Sanda. Ske had held two previous
jobs at a Hot Bread shop and &ashion shop, bah of which came to
anend dredly because of her handcap. The shogkeeoers said she
was to slow onthe ash register, hoveve we will discover later on
that thisis completely false - the real reason was a lack of
confidencethat customers could accept seang someone with such
an olvious disfigurement.

The second problem appeared to be an even more daurting ore.
You see Sanda had an abitionto be a seaetary and had
completed acertificate in seaetarial and adninistration.

Hang on, desn't a seaetary haveto type? How canyou type with
one hand? No doult, those thougltts were in the minds of the
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numerous employers who hadinterviewed Sanda andrejeded her
apication.

Throughou our training course, the fierce determination d Sanda
became more andmore appaent. Nothingwas going to stop
achievng her god. No matter how longit took, nomatter how
many regedions die got, she was goingto persist. Skewas an
inspirationto al of the other participants onthe course andwas
probaly the biggest factor in lifti ng the self esteam of those and
most definitely the main reason for the groupforming ateam. Ste
was thefirst to arrive thelast to leaveandcontributed, nd in a
small way, to eve'y sesson.

Now, what abou being aseaetary? Suely Sanda could na be
serious! Sol though - andl dare say eveyone dse. Well, said
Sanda, | cantype 55words a minute and my speed isimproving dl
thetime.

What? 55words a minute with ore hand and astump?

Trueto dl disbelieves, | figured | hadto seethis for myself. Sol
tested her. What do you think the result was? 58wpm with 99%
acauracy. Amazing!!

Having satisfied ore Doulting Thomas, it was now time to convince
some prospedive enployers that Sanda would indeed makea fine
seaetary. But how?

The problemthat Sanda had duing interviews was nothingto do
with her persondity or her intelli genceor, indeed, the way she
condwcted herself. It was all to dowith perception...d the
interviewer.

Let megive you asimpleandogy. Let’s say you reed open heart
surgery and hadthe dhoiceof threedoctors. All threeare apalle
but one has a stump for a right handwith acoupe of half fingers.
Hands up aryone whowould pick that doctor for such a dcdlicate
operation. Would it matter if all the recommendations were that he
was the finest surgeon? | think not.

Sothiswhat Sandta was up aganst.

We dedded together that it hadto be all or nathing. Instead o
attempting to hide the disahility, we dedded that it would be the best
to highlight it - even flaurt it. After all there was nothingto loose,
excet anaher rejediondlip, bu eveythingto gan. And, we knew
abou a job gangwith ou friends at VECCI - temporary at first
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with the posshbility of a traineeship for the right person, so we set
up aninterview andset about preparing for it.

The planwas smple:

Uponmedingthe interviewer, Sanda dffered her right hand(or
what there was of it) to shakehands and, & the enployer appeared
surprised, she seized the oppatunity to say “ Oh, my hand..l guess
you d think thiswould be a problemin thistype of job? The
employer replied that, quite horestly, theythough it would because
much df the job was typing.

Sandareplied “ Well, if | can proveto youthat this (showing her
hand isn’t goingto be a problem, will you consider givingme a
try?” At this dage the anployer had noreal choicebut to say

13 yS}l

Sanda performed atest for the enployer yielding the same results
as $edid for me andwas offered employment on atrial basis.

In case you aeinterested, Sanda s gill there at the Small Business
Training Compary.
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Long Term Goal:

Within Role:
Date Set:

Target Date:

Date Achieved:

Benefits:

Obstacles:

Strategies.
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Reward:

Short Term Goadl:

Date Set:

Target Date:

Date Achieved:

Short Term Goad:

Date Set:

Target Date:

Date Achieved:

Short Term Goadl:

Date Set:

Target Date:

Date Achieved:
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What resultsdid | achieve?

What did | learn?

43



My Short Term Goals

Whereas for long-term goals sreen it is desirable to be spedfic
abou your goal and to include measurabl e targets, for short-term
goalsit isessential.

Set Short Term Goals for Each Long T erm Goal

You start by seledingalongterm goal. Then you aescribe the
short-term goal. The next step isto flesh ou the goal. This givesthe
goal substanceby defining atarget date, target value and tasks.

Later, youwill bre&k down ead short-term goal into the speafic
tasks that need to be cmpleted in order to achieve that goal.

1. Enter the Goa Definition. This shoud be an easily recognised
one-line description. Be spedfic. For example, ‘To weigh 56
kilosandfed dlim, fit and goodabout myself’.

2. Enter the Target Date. Thisisthe date by which youintendto
adhieve this goal. For example, 7/7/06.

3. Enter the Target Quantity/Value. Where possble, phrase your
goalsin terms that are measurable, such as money, quantity,
weight, or percentage.

4. If youare entering cetail s of the completion d the goal, youcan
also enter the Date Achieved and Quantity/Value Achieved.
Lists the Tasks Required

Start by brainstorming all of the tasks you think might be required.
Then set rough dites for them. Order or importance does not matter
at this gagell theimportant thingisto identify the tasks necessary

to reat thisgoal.

Use the SFED formula so that you dont get overwhelmed with
tasks:

e Shorten
e  Prevent

e Eliminate
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* Delegate

For ead task, describe the task and gve it a spedfic due date.
Enter the date completed as you complete eab task.

Notes:

Same 30years ago, uporreturning from Vietnam, mentally nat
copingwith lifeat all, | foundmyself unemployed andwalking the
streds looking for employment. | spent many months sekng
employment without successdue to society nat being hapyy with
that war and nd wanting to know anyone who was part of it. At this
timel realised | hadto deal with anenormous amount of negativity.
| was not aware that negativity was normal but soonrealised it had
to be mastered to be successul so as nat to become a victim of
yourself. Hence \arious visitsto the doctors and psychiatrists who
informed me | was sufferingwith an arxiety depressvestate, |
spent a coupe of years comingto grips with my position. | then
discovered setting gods was the way to achieveanything you want
inlife.

| foundmyself in real estate andrealised in this professonif you do
not set gods, you ae not successul. In starting with that Company
| foundmyself dissatisfied with the Comparny due to lack of
professondism andinefficiency.

| reali sed the only way to fix this as a salesmanwas to set a god to
get into management. | foundl could na fix the problemin
management andthat it was along had roadto progresswith the
Compary.
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| moved from management to a paition d Diredor of the Company
and orcel beacome a dredor, | nat only hadto set persond gods,
but | needed to set compary godson aweeky andmonthly basis.
Furthermore, the workloadwas enormous but the rewards were
small, monetary wise. Persondly though,it was 2 exdting because
| was growing as a person. | learnt abou setting gods by attending
a spedalist coursein god setting andmy ten year god was to own
the Compary outright. Thisoppatunity arosethree years earlier
thanexpeded. | was confronted with the biggest god | hadto
achievein my life.

| was advised by the experts, barkers, accountants and soli citors
that thisgod could na be achievead dwe to finarcial reasons. But
becuse | had a buning cesirein my heart, and d the time it was
the only god in my life, the feding was sheea ecstasy to achievethis
ten year god becuse it was such along, had road, bu so
exating...

As| writeto youtoday | am currently the major shareholder of the
Comparny andthe managng dredor, with 32staff andfive offices.
Onrefledion a the age of 50,1 wish someone hadtaugh me how
to set godswhen | was 15, as| would haveacquired this paosition
possbly 25years earlier.

My adviceis if you change your thinking, eveything will change for
you. For thisyou reed determination, imagination, dtitude and
vision, bu most importantly you must set gods for yourself. When
we talk about setting gods, we are not talking abou money. If you
wish to be wealthy, study wealth; if youwish to be happy, study
happness if youwish to be succesdul, study successand dl of
these involve setting gods.

Thereisno ketter fedingin the world today than setting gods and
achievMngthem. Today's most successul people include sporting
persondliti es, pditi cians, Olympians, lawyers, accourtants, real
estate agents - but whateve you strivefor you must set gods.

Frank Hellier, Managng Diredor (R. MALCOLM PTY. LTD.)
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Short Term Goad:

Within Long
Term Goal:
Date Set:
Target Date: Date Achieved:
Task Description Target Due Date Date
Quantity / Completed
Value
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My Wins

Your wins are, of course, your completed gaals. Asyou aciieve
eat gad, added it to thislist.

Any gals adieved before you started using the Complete Goal
Management System shoud be added to thislist.

Whenever you are fed like you are not achieving you goals as fast
asyouwould like, or you arejust feding dovn, usethislist to
remind youself of what you have dready achieved.

Imagine what life would be likeif you hed never achieved anything
at al. It would be pretty depressng. Often, when fedinglow, we
tendto forget the benefits of past wins. Our current problems can
totall y edipse past achievements—it’s asif we had never achieved
anything at al, which makes us even more depressed... and so on.

When youare fedinglow, look at your wins s far to remind
yourself of your achievements.

Andwhen youwin throughto a goal, turn it into an occasion—
cdebrate, throw a party, dance shou, sing, make merry—make it
memorable so youcan useit to break future g/cles:

I'm
depressed

I've never
achieved
anything

but | remember the time...

When the Apdlo MoonMissonwas »
under way in the late 19605 and ealy <@
19705, the anourt of timethe
spacecaft was ontradk was only 3%.
Therest of the time was Pent inre-
evaluating progressand making mid-
course @rredions.
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Notes:

Probably nore of us are off-tradk 97% of the time, bu we still need
to measure our progress ® we can assesswhether we ae adieving
what we set out to do.

Y ou are resporsible for maintaining acarate records of your
progress and kicking upafusswhen you ceted that things are off-
tradk. Remember to:

e Maintain acairate records of your progress

* Review theresults 9 youcan deted potential problems before
they become major, and cemonstrate progressto youself and
others.
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Win Description

Target Date

Achieved
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Helpful Hints

Congratulations!

Now you have worked throughthe Complete Goal Management
System you arein the small percentage of people who are likely to
adhieve 50% more than the others.

More Good Ideas

Do it with afriend. Team up with afriend. Y ou can work together
onthe samegoalsor in paralel on you individual goals. You could
also form teams with ather pairs of friends. Y ou could med
regularly to compare notes, help and motivate eab aher to get
more out of your the Complete Goal Management System plans.

Find a mentor. A mentor is an expert in you field of aspiration, an
expert in motivation, an expert in Goal Management or simply
someone better than youat what youwould like to be better at. A
mentor can be amgjor resource

Begin strongly and stay strong in your commitment. Dont keg
your goals aseaet. Show people your goals and chall enge them to
keep youcommitted. At the worst it could embarrassyouinto
following you goals. Who wants to fed bad when asked, “How are
you gangwith that goal youtold me éou?”

Involve othersin you goals by showing them your commitments,
plans and past achievements.

Reguarly reMew the gods you hareachievel andthose you ae
having troulde with:

*  What empowered youto adieve these goals?
* What challenges did you owercome and hav did you doit?
* Do you have some new resources to add to the list?

*  Which galsdid you nd achieve and what stopped you? What
do you reed to doto corred the problem? Update your obstades
and strategies if necessary.

* What new synergy have you creaed between values, roles and
goals?
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e Onthelist of Overall Strategies, tick those you wsed effedively
thisweek. Of the strategies you ddn't use, what was the dfed
of nat using eat ore?

* What did youlean from your Goal Management week as a
whale?

Then repeat the following &firmations:

e | amstrongand hedthy. | am in full control. | can acomplish
anything | desire.

* | am now charged with energy and \tality to dothe task before
me.

How to Recharge Yourself

Here'sabonwsidea Whenever you fed tired, dscouraged, ar aladk
of energy, stop whatever you are doing, and take five degp breahs,
inhaling and exhaling very slowly.

Remember:
60% of the people do nd set goals.
10% of the people set goals, but do nd write them down.
3% of the people set goals and write them down and ad...
and the 3% do 50times better than all the others put together!

With the Complete Goal Management System you are in the 3%
Club.

Time Management

Take control. Master the time robbers and work at the things that are
important.

Don't let timerobbers get in the way of setting and achieving you
goals.
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Factors Externally Imposed

Factors Self-Generated

Telephore interruptions
Medings
Socid Visiting

CoffeeBredks
Unexpeded delays
Mistakes of others
Paperwork and reports
Poor communicaion
Outside adivities
Employees with problems
Toolong lunch hou

Customer complaints

Too much routine work

Too many unexpeded
happenings

Ladk of good aganisation
Procrastination

Unredi stic time estimation to
doajob

Trying to dotoo much

Ladk of delegation d routine
Snap dedsions that badfire
Fail ure to listen

Fail ure to motivate people
Lad of planning

Making all dedsions yourself

No acourtability to self (no
statistician!!)

Failure to maintain daily list of
things to be dore

Confused resporsibiliti es
Ladk of credive dfort

Do any o these gpply to you? Do you have your own time robbers?
Take adionto control them now.

Efficiency and effectiveness

Remember the 80/20 rule: 80% of your results come from 20% of
your eff orts. Remember also that:

» Efficiency iswhen youare doing things right.
» Effedivenessiswhen youare doing theright things.

Many people work efficiently at things with alow pay-off. To be
more succesgul, work at adivities where the pay-off is high.

My Commitment to My Life's Goals

* | am serious abou setting and reatiing my goalsin life.

e | promise myself that | will consistently use the Complete Goal
Management System to help me set and read the wonderful
success| deserve.
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» | agreeto be horest with myself and pasitive in my outlook.
e | will betrueto my values and design my gaoals aroundmy roles.
o | will set anew goa whenever oneisreaded.

* | will not blame my uplringing, educaion, aher people or
circumstances when gaal setting beaomes difficult.

e If necessary, | will seek out a macdh to asdst if | redly get stuck.

e | will domy best to maintain a positive and ogimistic outlook,
even in the faceof negative erents.

e | amwillingto gain and maintain the Habit of usingthe
Complete Goal Management System Goal M aker to read my
goals of happinessand fulfilment.

* | rewmgnisethat to readc my gaals, | must grow personaly, so |
commit to consistently seek to increase my knowledge by
reading, listening, and watching motivational and educaiona
material and to taking courses which will give me apaositive
mental attitude and alealing edge in leaning and applying that
knowledge to enhancemy personal power and the results | get.

o | will kegpalist of al these adivities and evaluate their
usefulnessin my Resources sdion.

* | commit to enjoying using the Complete Goal Management
System and maximising the positive and wseful strategies of
Thouglis for the Day and Credive Visuali sations.

e | am truly excited abou the diff erencethis will make a1 dired,
organise and manage my life toward success

Further Reading

There ae so many books which include goal-setting and getting
ideas it would beimpossbleto list them all.

Here aejust afew we have found weful in ou development of
GoaMaker.

Think and Grow Rich. Napoleon Hill

Unlimited Power. Anthony Robhkins
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Awaken the Giant Within. Anthony Robhins

The Goals Program: Planning Manud. Zig Ziglar

Life 101 JohnRoger and Peter McWilli ams

The Psychadogy of Winning. Dennis Waitl ey
Psycho-cybernetics. Maxwell Maltz

University of Swccess Og Mandino

The Sedls of Greatness James Rohn

Seeit When You Believeit. Wayne Dyer

A Passonfor Excdlence. Tom Peters

Seven Habits of Highly Effedive People. Stephen Covey

First Things First. Stephen Covey

The Time Trap. AlecMadkenzie

Creative Visuali sations. Shakti Gawain

The Path of Least Resistance Robert Fritz

Persond Action Planning. Henry Migliore

The Power of Purpose. Richard J. Leider

Finding Your Purpose. Barbara J. Braham

All Abou Goals & How To Achieve Them. Jadk E. Addington
Unlimit Your Life: Setting & Getting Goals. James Fadiman PhD
GoalsandGoal Setting. Larrie Rouill ard

The 10 Natural Laws of Swccesgul Time and Life Management:

Increased Productivity andInner Peace Hyrum W. Smith CEO,
Franklin Quest Co

Sweeess- The Glen Bland Method - How To St Goals And Make
Plans That Really Work. Glenn Bland
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Contacts

» For adviceon haw to apply these techniques to helping the
unemployed, contad:

donald@thepdi.com

Personal Development Institute

INFORMATION AND EDUCATION SERVICES
www.thepdi.com

For the Greatest Collection of
Self Help, Success, Spiritual and Personal
Transformation eBooks available online. Please visit,
http://www.thepdi.com/SuccessLibrary.htm
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