Making Great Use of Your Time and Your Life 

by Don Sardella

Practice #1. In light of your 3-5 years goals & 1 year goals, keep your 90 day written goals fresh and refer to them often, as you plan your months/weeks/days

Practice #2. Plan your week the week before and plan your day the day before.

A.  For weekly: Find/create a regular weekly time (for example, Friday afternoon, Saturday morning, Sunday evening) where you can invest 30-60 minutes to quickly write out what you have accomplished and learned in the last 7 days and then plan the next 7 days. Typically, there are 3-8 key priorities (big rocks), that represent you accomplishing 80-90% of what’s most important. These may be key relationships, transactions, focused communications, appointments, projects, etc that really move you forward

B.  For daily planning – 10-15 minutes at the end of the day – review first thing in morning, after a good night’s rest, to make sure it still make sense.

Practice #3.  Fully utilize your “peak energy periods”, to most effectively address your highest priorities and biggest challenges. 
Most people have 3 1/2 – 6 hour time periods when they have an abundance of seemingly unstoppable energy. For most people, it’s the first part of the day – simply stated, address your most challenging, complicated, intricate and meaningful priorities then.

Upon the foundation/momentum of those achievements, you can address lighter situations later in the day, other required administrivia, etc with ease

Practice #4.  Always remember that you can only do the best you can do and no other. 

Keep yourself vigilant about continuous training and improvement – do whatever you have do to keep yourself highly inspired, energized and well-taken care of – can’t give away what we don’t have – model an exceptional personal and professional life – exercise well, sleep well, eat well, love well.

Practice #5.  The Power of Completion – find ways to celebrate appropriately with those you work for and with! 
Enjoy the ride - relish your process of accomplishing as well as your accomplishments, as you beat your challenges
