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How to set your priorities
—and follow them

Miaking and reaffirming choboes abeut
what's imporiant 1o you and bow vou'd like
fe allecale your resowrces and time arg
crucial to your happiness . . . and effectve-
a5, To de this, yeu need to establish your
prinrities.

Priorities are quite simply those things
that are most meaninghal to you. Undoriu-
nately, they oftem become misplaced some-
‘where in your daiby high-wire bafancing acl.

1t's wilse 1o have only a few peiorities.
i you have too many, yeu're not lkeiy to
respect each of them: At some paint, too
many pririties become paradoical—aondy
a few comcemns cam be priositles.

Take fhe following steps to establish
wour priorithes:

* List everything that's imporiant. or that
sl wish te accomplish. Inltially, overpick.
* Now, go back and assess your ftst. ERmi- |
nate the nice buk, on second inspection, not
#0 important fems,

= Combine amy items that are similar in
anlure,

* Rewrlte, redefine or restructure amy of
your choices. i you're not sere of an ftem,
feel free to delete If,

* Put your list away for another day, then
review it Delete, combine or rethins any of
the ilems remaining. If something seems
less important, drop it

* Complete your list, for now—priorities

«can change.
YORUR PRIOBITY CARD

Flmally, for maximum bemeflt, write
yousr priosities on small business-size cards.
Keeponeinyour wallet, ane in yaur appoint-
menk book, and one in your car.

Read yowr priorithes as aften as you
can. Reading yir st frequently inviporates
you because you'ra actively supporting what
you've chosen as impartant. It isn't averkill
o review a 1kt of your 1ife’s prierities every
day.
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