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RECOGNIZING YOUR POTENTIAL

| want to thank you for taking this course and albwing me this time
to share some important information with you. | know your time is
valuable and | don’'t want to waist a minute of it.

RECOGNIZING YOUR POTENTIAL
SESSION IV

Time Management and Goal Setting

If | give you $86,400 and told you to spend alltabday and you could
carry none over to tomorrow but tomorrow you worddeive another 86,400,
what would you do with it? That’'s TIME. Your ¢&6,400 seconds each day
to do with what you wish. The question is HOW ARBU SPENDING IT?

Time is a funny thing, when it's gone, its reallyne. We can never
regain any of it. If time is money then we reaiged to make it work for us to
reach our goals in life. That's why so many pe@keliving beneath their
desires, they haven't properly used their time&e heard many people say at
the end of their life, “If they could do it overag they’'d spend their time
better, They would put more emphasis on the thihgsmatter.” A man told
me that | should set my priorities based on who g@sg to be crying at my
funeral. Most of us haven’'t made use of all oditsgand abilities properly. If
we did we’'d have more streams of income coming aniolife.

Time is our most valuable resource. People’tudttis toward time are
complex and inconsistent. If you want to use youe efficiently to
accomplish all that you need to do at work andoatdy, you need to take a
close look at the habits and attitudes that shape yse of time.

We don’t think about it but the meaning and impode of time is
different depending on our culture. Let give youexample: while my family
and | were living in the Middle-eastern culture @gerienced a very different
attitude about time. If you had a meeting at 10th8y might show up and they
might not depending on what else interfered wititglio get to your meeting.
There were no calls to say I'll be late becausea .gpologies for being late or
not showing at all. This took some adjusting f@& lbecause I'm time



conscious individual, especially when others avelved. | think the most
common obstacle people face in managing their bleysn the way they view
time. Therefore, the very first step in taking tohof time is to challenge your
very perception of it.

Most people think of time as intangible. In tbamey from chaos to
order, it is often easier to organize space thas,tbecause space is something
you can actually see. Time, on the other hancihmspletely invisible. You
can’t touch it, it doesn’t pile up, and you camdidhit in your hand.

We need to change our perception of time and dp\eelmore tangible view of
it. We need to learn to see time in more visu&@asurable terms.

BREAKDOWN OF HOURS/WEEK
It is very sobering to calculate exactly how muohiytime costs and then

realize how much of it is not being spent effediive DO CALCULATION

Multiply your annual salary by 1.5 — to includeso\head
And divide the total by the number of working hein a year
Divide this total by 60.

Cost per hour

1.5 x annual salary
Working hours
per year

Cost per hour = Cost per minute
60

Now think about a few of the task you have to dd ealculate how
much it cost you to do those tasks. Think aboeitwhys you can better
perform those tasks or delegate them. Is it wgotlr cost or should you give
them to someone junior. It's a matter of costerBfiore, we need to set aside
time each day to review and prioritize demands urtime.

Use your time wisely. We’'re all aware of the costime. We as
individuals and organizations are held accountf®leur use of time. Goals
are defined and financial penalties are incurrearfissed deadlines. One
example that comes to mind is the repairing of wieaknow as mal-function
junction in Birmingham a few years ago. The comypaith the contract to



repair it was given a bonus for each day they liesbefore the deadline.
However, they also had to pay a penalty for evesyttiey went over the
deadline.

Each week, month and year we have new goals ¢t i@aour job. We
don’t think about it but the same should occurun personal life. We should
have goals, some weekly, some monthly, and ye#dmhd some of what we're
going to discuss in this session can and shoulppéed to both.

Too many organizations and departments have aeWwaeking hard
with working long hours and that’'s not necessasdy It's been proven that
long hours often decrease efficiency and produgtiwVays of using your time
become habitual, so we must make an initial investrof time to re-think and
improve these habits. The rewards will be theitglid control your workload
and more time to focus on the most important asp&fcgour job. And we can
start by identifying a small chunk of a difficuétsk, then deal with it right
away.

Someone who is constantly interrupted has litthe tfor important task,
while others who think they must always consultwibu for decisions and
information are held up. We need to use plannimydelegation to minimize
time-wasting at every level.

WHEN SHOULD WE START TO ORGANIZE OUR DAY? It shalbe the
day or evening prior at the very latest but atuée least it should be done on
the way to work.

Few of us will admit that large parts of our wargidays are wasted.
The only way for you to make better use of yourtisto analyze how you use
it now and then consider ways in which you canloeale it in a more effective
way.

You should always delegate tasks which are na-gffective for you to
do. There are always competing demands on you. ti's easy to spend too
much time on routine things, such as reading raaihe expense of high-
priority, productive tasks. How do you divide upuy day? Do you prioritize
your work so you can get the important things dinms&? Or do you do the
enjoyable things first. Are you distracted by péaalls or do you have a
system in place for dealing with them? Do you waikt of time? TIME IS
MONEY!!



Keep a time log. Split your working day into ckarof 30 minutes each.
By doing this you may be surprised at how much tyme spend chatting and at
how little time you spend working and planning.islgives you a starting point
to assess areas to improve. How long you showdg kdime log is dependent
on the nature of your work. If you work on a mdwpttycle keep it for a couple
of months. If it is weekly then 2-3 weeks shouéddmough.

Breaking Down Tasks. You can category most tagksareas so you
can actually see how your work day is divided.
Explain time allocation by Tim Hindle.

There are some questions to Ask Yourself in brepdimwn tasks.
1. Do | do work that should be done by somebody else?
2. Are there patterns that repeat themselves in mg kig? Am |
always involved in Routine Task in the morning?
3. Do jobs frequently take longer than | expect thefh t
4. Do | have enough time to be creative and innovative

The key to successful management is the possesigood time-
management skills. Think about how well you mangm# time by
responding to the statements on this quiz. Beoasst as you can: When you
finish add your answers up and us the answer kthediottom of the page to
see your ability with time management.

PLANNING FOR SUCCESS

You cannot decide what to deal with today unless know where you
want to be tomorrow. Any plan to improve your e$¢éime depends on being
clear about your goals. The scriptures record@uat told Job tdmake a
decree and it will be establishade told Habakkuk tavrite the vision down
and make it plain.” This is goal setting and if it worked for thesg/g 3000
years ago it will work for you and me.

When you discipline yourself to do the things ymed to do, when you
need to do them, the day is going to come whencgoudo the things you want
to do when you want to do them.

Bobby Knight, head basketball coach and winnehode national
championships at Indiana University accuratelyestiduat “the will to win is



nothing without the will to prepare to win.” He is right! However, before
we can plan we must decide what we want out of I8e let me ask you,
“What do you want for your life?”

I'll be the first to agree that Money is importgrdates up there with
oxygen, you can’t live without it) but is it the stamportant thing in our life?
Even though we know it's not the greatest motivatmnehow we still get tied
up on money. We all are working for money but &g that money is the
given. What | mean is that we all do work for aegi salary or contract.
Therefore, the better we plan, prepare and dethepossibility of more money
IS evident.

Someone once said, “It's not where you startwi'gere you go that
makes the difference.” Up until a few years agpought into a theory that says
“you are where you are because that's where you teare.” | taught it,
believed it and even convinced my kids of it. Bben I realized how false that
statement really was. We are where we are becdisgyeral factors; we've
been

Advised — Parents, Professors, or Peers

Driven — Situations, circumstances, or Desire

Lead — Present and Past Leaders and those whom you
trusted and admired.

But, we don’t have to stay where we are.

A report published in an issue of Forbes magazwmealed that
entrepreneurs who made money did so after they ditwva new city. Let me
point out that some made their money when they héngan Boston to
Chicago. However, others made their money wheyti@ved from Chicago
to Boston. Some when they moved from Dallas tov@eand still them that
moved from Denver to Dallas profited also.

The point is that the city was not the determirfaagjor. “But | thought
you said they made it when they moved” That's figBtt, when they moved
they planned to make money in their new locatidbhey prepared to make
money, and therefore expected to make money. Ngttbat but they made a
commitment to make money there.

Fact: You don’t have to leave your seat to plaapgare, expect, and commit.



(*You can plan, prepare, expect, and make timensibment right
where you are, doing exactly what you’re doing.”)

It's the old saying, “it's not what happens to ydis how you handle it
that makes you a winner.” Some people react tasdns and circumstances
while others tend to respond. Reacting is negatitvbreeds anger, depression,
and bitterness. Responding is positive. It bréwxgte, creativity and action.

Whether you respond to life or react to life npalbes determine exactly
what is going to happen in your life. Rememberdtuely of 300 world-class
leaders. Did they respond or react to their emvitent and circumstances.
They responded (positive) instead of reacting (hegpa

According to Dr. Neil Rudenstine, pasted Presidérdarvard
University “to get more of the things money willyand all of the things money
won't buy, you've got to be the right kind of persmd do the right things!”
His father was a prison guard and his mother aresst The opinion of most
people say that he should have never achieve@tet ¢f success he did
because of his environment.

However, if you and | want something differentritveée currently have
we must do things we’'ve never done. Have you hewatdinsanity is doing the
same things everyday but expecting different re8ulbr. Rudenstine choose to
step out of his environment and dare to believetWwhacould do and he did it.

According to Dr. John Maxwell, “If there is hopethe future, there is
power in the present.” So where do | start? Thkd-irst Step. Change your
thinking. When you change you thinking, you chapger action; when you
change your action, you change your future.

The thing to start with is what most would calucage. Courage is not
the absence of fear, it's going ahead despitegae fMy friend told me a
number of years ago that fear is just False Evidé&pmapearing Real. | buy that,
most things you and | fear we have no reason to fBat there are some real
physical fears. Every physiologist says that th&t lvay to overcome a real
physical fear is with physiology. In other wordsuymust do something to
overcome the fear.



So to increase, grow and improve we must do thimgpite of the fears we
face. The things we must consider are:

1. Change the image you have of yourself.
2. Change the input to your mind. Results in Rasidttitude
3. Get on a goals program.

Let us look at changing the image we have of olir se

Dr. Joyce Brothers says/ou cannot consistently perform in a manner
that is inconsistent with the way you see yoursefihe goes on to salyour
self-image has a direct influence on the clothaswear, the way you look, the
profession you choose, the mate you select, thigshadu acquire, and your
moral conduct.

A couple of years ago a study was released thvet thiee top 10 reasons
for a poor self-image. | want go into all the i@as but the first two are
extremely important for us to understand.

(#1 reason for poor self-image in America — latkmconditional love)

(#2 reason for poor self-image in America — thegh others place in us)

Next we must begin to change the input to our mividu are what you
are and where you are because of what has gongaantanind. That’'s why
self-talk is so important. Tell yourself you'revnner etc. That's why
listening to the right things are so importantsten to people that are uplifting
and motivating. That's why watching the right tipgnare so important. Watch
things that are uplifting not de-motivating, thirthat are inspiring not
degrading.

When you do this it changes your attitude. Ydtituale toward your
job, family, and career. Attitude equals 100% \&#rgthing you do. Do
something for me so you can see this the saméas $pell out attitude
vertically on a sheet of paper. Put a numericalvedent to each letter = A
being 1, B being 2, C being 3 and so on. Whenfyosh add them up. 100%!
John Maxwell says,Never underestimate the power of your attittidéuccess
Is measured by what you do compared to what yoeaable of doing.



The Louis Harris poll of people who earned momntB142,000 a year
with a net worth of over %2 million had some impattthings we should know.
They emphasized family values and a strong wdricet
83% were marred.
96% acquired their net worth through hard workiclvhmeans they had
the attitude of denial. (They denied themselvanadiate
gratification in order to have what they really wedhlater)

What do you notice about someone who has a gaitudat? Smile! Let
me explain the physical response of the smile. itéddesearch shows that
when you smile a hormone is released that strengtp@ur immune system.
They also reported that when you frown a hormonelesased that weakens
your immune system. But they took it one stephierrt If you look at someone
smiling, that same hormone is released in you pouf look at them frowning.
So you have the ability not only to help yoursédfyshealthy but all those you
come in contact with daily.

Next you need to get on a personal goals program.

A study by David Jenson, UCLA School of mediciagghat people
who set goals and develop an action plan earn erage of $4000 per month
more than those who don’'t. Now | don’t know abgo but that was enough
to convince me of getting on a personal goals @iogr

So why do only 3% of all Americans have goals paoags designed to
reap the most benefit from life itself? Easy, nedple let things like fear,
self-image, not being convinced they need one ey jinst don’t know how to
set up a personal goals program.

FEAR — fear makes procrastinators and cowards of ug=aglar and a poor self-
image are almost, if not impossible, to separ&tigection also drives out fear.

Example: Trip from Dothan to Washington D.C. wiit directions, maps, or
signs we would have a degree of fear. But witkations, good maps, and road
signs that fear would largely disappear. Actualbry few of us would attempt
such a trip without directions & maps. Unforturateery few people are
equipped with specific directions on how to navgiie highways of life.

That's why people end up at the end of life’s jaymvith just a fraction of

what life has to offer.



Dr. Karl A. Menninger said‘Fears are educated into us and can, if we wish,
be educated out.”

James Allen, author &s a Man Thinketlstated,;He who has conquered
doubt and fear has conquered failure.”

Most people have never beEONVINCED they really NEED ONE. That's
why I'm here today. | hope you understand andosesed on the evidence that
if we are to become successful, it's imperative W get time-management
down pat and that means getting started on a goadgam.

Most DON'T KNOW HOW. Well that is next. How do | start?

It takes time, but remember — lack of time maylwthe problem. It's
probably a lack of direction. These proceduresHs program is tried and
proven. When followed, will give you an even bettkance to accomplish
what you want in life.

To be fair, there is good news and bad news tratimg a goals program.
The bad news is properly developing a goals progvdhtake between 10-20
hours. A goals program is demanding, which is@née reasons only 3% of
us have a goals program. The thought of investihgp 20 hours might be
overwhelming, and you simply don’t have time rigbiv. Question — If you
don’t have time to invest in establishing a goatsgpam, is it possible that you
don’t have time because you don’t have a goalsrpm@ Lack of time always
has been and always will be the problem.
Solution — Make the commitment to establish a gpedgram now and you will
have more time in the future to do what you needictand what to do.

STOP! And set aside one hour, and make the conenitto take step
one before you turn out the lights tonight. REMEEM Change starts when
you take the first step and without action therk lvg no progress. The Good
news is when you take the steps suggested; yoweredlte for yourself an
additional 2 — 10 hours of productive time evenewéor the rest of your life.
When you learn how to set one goal, you will knawito set them all.

Let me give you the steps to setting goals. Uf yould like to know

more about goal setting | suggest you read ZigafiglBook, “Over the Top.”
In it he outlines just what is necessary in setyiagr goals.

10



STEP 1. On a sheet of paper let your imaginationwild, and writ everything you want to
be, do, or havelf you have a family, be sure to include thenthis process. Estimated
time, 1 hour.

STEP 2. Wait 24 — 48 hours (during this time yall épand your list), and then answer
WHY? For each item you have printed on your IdeagbhIf you can't articulate in one
sentence why you want to be, do or have it, eliteifiaas a current goal.

NOTE: This list is probably far too many thingswork on every day. So you will have to
temporarily eliminate most of them so you can coirege on those that are important right
now.

STEP 3. Answer these 5 questions, all of whichtrhase a yes answer:

1. Isitreally my goal? (an employee or team menihave some goals
set by others.)

2. Is it morally right and fair to everyone concerned?

3. Will reaching this goal take me closer to or fartrem my major
objective in life?

4. Can | emotionally commit myself to start and fintbirs goal?
5. Can | see myself reaching this goal?

NOTE: Answering the questions in steps 2 & 3 Wwélhelpful in making
decisions in all areas of life but especially ie fmancial area.

STEP 4. After each remaining goal, ask yours&$éhquestions:
1. Will reaching this goal make me happier — healtkienore prosperous —
win friends — give me peace of mind — make me rsegeire — improve

family relationships — give me hope?

2. Most importantly, will reaching this goal contrileuto a more balanced
success?

STEP 5. Divide the remaining goals into three gaties:
1. Short-range (1 month or less)
2. Intermediate (1 month to 1 year)

3. Long-range (1 year or more)

Remember:
a. Some goals must be big (out of reach not oaigbit)
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b. Some goals must be long-range to keep youack.t
c. Some goals must be small and daily to make cetftainyou become,
and remain, a person with a dream insteaddséamer.
d. Some goals must be ongoing.
e. Some goals may require analysis and consultatiemfw loss, education etc.)

STEP 6. Take the remaining goals you have listegour Idea Sheet and work each goal
through the process on the handout labeled GeGeals Chart.

Note: This program will include a wide range afiividual goals, but the formula or
process is the same for all of them whether thé igqahysical, mental, spiritual,
social, family, career, or financial.

The people with whom you share your goals will pdayajor part in whether
or not you reach the goals. Share give-up goaisKsg, weight loss, drinking
etc.) freely but Share go-up goals carefully. Ehgsals (writing a book, being
number one in sales, etc. should only be sharddimdividuals who will be
inclined to be encouragerdlow let’'s examine our work goals.

Make a list of all your current, upcoming, and ioatgoals and tasks. Then
divide them into three categories — Type A, B, or C

A — Tasks that are important and urgent
B — Tasks that are either important or urgent,natooth
C — Tasks that are routine but neither importamtungent

Example: many years ago while serving in the USMérked for General H.

T. Johnson and when [ first started working for Inmy task was to put his life

in order. So | had some work to do and lots tondéa make that happen. What
you're getting is part of the result of my helpimign put his work life in order
through goal setting and time management. Oneentas set in order, it was
amazing how efficient and productive our office ope.

Be as honest as possible about your currenthtdw much of your time
Is spent doing the wrong task at the wrong timerars$ing the goals you have
set for that day?

It is very important to learn to prioritize eaask, each day etc.
It shouldn’t be very hard to list your task for tii@y and put each in category
A, B, or C. Now I know the list will probably chga during the day that why
we must be flexible. We should continue to re-ptize during the work day to
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meet our goals. Things you put on you're A-list change due to schedule
changes etc.

There is a rule called the Mal-distribution Ruleigthsays:

80% of most things have 20% of the value
20% of the items have 80% of the value

This is true of: Our daily tasks and activities
Our goals
Interruptions, such as phone calls and drop-ins
Customers
Inventory items

Therefore: Decide which are the high-value items.
Spend your time on those.
Minimize the time you spend on the other 80 patrce

In addition to prioritizing properly there is ahet factor that we don’t
think about much and that is ENERGY CYCLES or@we call them
BIORHYTHMS.

According to research these cycles start at biRbsearch suggests that we
have:

Physical cycle of 23 days

An emotional cycle of 28 days

An intellectual cycle of 33 days and

Intuitive cycle of 40 days

Now I’'m not going to have you start plotting ydaio-cycles but | do
what you to think about your ups and downs and vithey occur. In
scheduling our time we should take into accounfdleors that will affect our
ability to perform long or difficult tasks.

If you’re most productive is in the morning, tydchedule the A-list
priority tasks then. If you require a warm-up pdrbefore really getting into
the day then schedule the C-list first. If Monaagrning’s are a drag then
schedule simple and pleasant tasks then and wditatar in the day to attempt
the difficult items if possible. | know this is halways possible but when we
are able to we will experience much better resoltsur performance.
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Long days, a lot to do, pressure, eating on the—all can contribute to
dwindling energy. Other things like heat, hurtyidmonotony, boredom, dim
lighting, staring at a computer screen for howetlgg, sleep deprivation, and
certain medications. However, some of these aieemtapable part of life
today. But you can avoid known energy drains whessible, especially when
you can counter them with a potent energy booster.

You can’t always control when you do certain taskg you can be tuned
in to what activities fuel your energy when it ssesmost drained. This is
different for all of us so each must think about avaluate what works for us.
By knowing what energizes you, you can avoid energps throughout the
day altogether and fully enjoy whatever you arengpwhether it's work or

play.

Sometimes, a change of pace is all we need td lboo&nergy levels.
If you have been concentrating for hours and yoambneeds a break, it could
be a great time to do a task that requires youawenaround and use your
muscles.

Likewise, if you’'ve been doing mindless physiadKks all day, your
body may need a break, but your brain may be radmgp. If you've had a lot
of social activity it may be time to schedule sayéte task, and vice versa.
When we plan our day we must make sure to try anild lm enough variety to
keep us invigorated.

Where are you today? Mr. Ziglar states in hisky6@ver the Top,” that
we have four stages in life. They are survivalbsity, success, and
significance. He also goes on the say that mogebs$tuck in one of the first
two and never make to success and especially signde. Why?

To make it past stability we need to have cergaialities of success.
Most successful executives had at one time a bbsswas impossible.

Example: An acquaintance of mine who is a regignesident for a large
financial corp. said many years ago when he fiettwo work in the banking
industry that during his first performance apprisawas told to look for
another career that he would never make in bank@®igviously he didn't let
that negative feedback stop him from continuinthmbanking field. He has
been extremely successful.
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We must look for the good in people if we everestgo reach the
desired level of success that provides the eighgggwe first discussed. Dale
Carnegie saiworking with people is a lot like mining for gold¥ou have to
move a lot of dirt before finding the gold.”

The statement made my Zig Ziglar which sayy6u help enough other
people get what they want, you will get what yoativa very true everyone of
us today. We live in a small world and when yowdar best and help other
people in doing their best you will be able to reed¢he success you desire.
However, this principle was set in motion long efdr. Ziglar was born. A
man named Paul documented this very vital lawfeflihen he wrote, “what
you do for others, God will do for you.” And it wks for everyone that is
willing to put it into action.

Remember: We treat people exactly as we “see” them...and tesgond to
that treatment. Therefore the following quote hyuaknown author is very
powerful:

You sow an action, you reap a habit.

Sow a habit, you reap a character.
Sow a character, you reap a destiny.

Yesterday ended last night; today is a brand ngmnadd the day is yours.

Everyone has the same amount of time — 24 houay.a\When time is
organized correctly with direction towards goalsyyl get much more done.

Now, let me give you one last thing that is verpartant. When people ask
what is the key to these principles becoming pdssmour life | tell them —
FOCUS. You must focus on them if we are to acnujppem.

Every physiologist in the world will tell you thgour life will go in the

direction of your most predominant thoughts. Theee we must learn to think
differently, positively. You see, if | change ntyrtking, | change my action,
and if | change my action, | change my destiny.
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Begin today, right now to do the things we've tallabout. Start the juices to
flowing up top, smile at everyone, kiss that lovehouse. Raise your standards
to reach higher than every before and don’t lebaeryhold you back. Above
all, communicate the right message to yourself@adtice a positive attitude.
When you begin to do these things the result ve@lpbomotion, love, respect,
favor, honor... in short, it will mean health, weadthd happiness in your life.

May God richly bless you in every area of life. aflk you again for spending
this time with me and don’t hesitate to call ortevif | can help in any way.

This ends session IV on Time Management and Ga#ih§e Below are the
evaluation questions for your review before goirgg dur website and
completing the course evaluation.
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Recognizing Your Potential
T EVALUATION —

You may print and circle the correct answer or yray bold/highlight the
correct answer and mail or email to our officeydti have any questions please
don’t hesitate to call our office at 205-559-203&mail us at
donny@ingrammanagement.com

Session IV Time Management & Goal Setting EVALUATON
1. What is our most valuable resource?
a. Money
b. Homes

c. Time

2. Too many organizations and departments have defuioeking hard with working

a. Smarter hours
b. Longer Hours
c. Long Days

BONUS QUESTION

3. Using the formula 1.5 x annual salary dividgchbmber of working hours per year you
get a cost per minute and if you divide that by6Q get the cost per second. Given the
following factors what is the cost per second?urfbup)

Tom has an annual salary of $47,000. He works 1®4@s per year.

47,350 x 1.5 = cost per minute
1840 60 = (cost per second)

His cost per second would be:
a. 64 cents

b. 85 cents
c. 37 cents
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