First Things First

Set a few priorities in life.
\"“'3_ by Jeff Davidson

3 YOU LIKELY COME TO WORK
each day with goals in
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add things if you forgot them earlier.

3. Two weeks later, look at the list
again. See if any items can be grouped.
Reword and re-label priorities. If you're
uncertain about an item, drop it.

4. Prepare a draft of your priority list.
Stay with it for six months. If the list
has four to seven items, keep the list. If
it has more, pare it down.

5. Once you have a priority, identify
supporting goals. For instance, if being
healthy is a priority, you might set sev-
eral goals in support of this priority:
take vitamins regularly, join a health
club, or buy a treadmill.

Have specific metrics and timelines
for your goals. If one goal is to be the
top-selling salesperson, attach a ime to
it—by October, for :iTnstmce. Or, “1 vTvill
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VYIEN people ask you 10 ao More as
a reward for the great work you've
already done, you can show people
your calendar. Then, if someone wants
to add to your agenda, they’ll do so
more carefully and consciously. PE
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ACTION: Put first things first in life and work.
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