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DEDICATION

To Rick Metcalf, a good friend, a great American, an extraordinary
entrepreneur, one of the best salesmen who ever lived, and an

inspiration to everyone who knew him.

I only wish you could be here to read this book.

You left us all too soon.
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PREFACE

This book is for ambitious people who want to get ahead faster. If
this is the way you think and feel, you are the person for whom this
book is written. The ideas contained in the pages ahead will save you
years of hard work in achieving the goals that are most important to

you.

I have spoken more than 2000 times before audiences of as many as
23,000 people, in 24 countries. My seminars and talks have varied in
length from five minutes to five days. In every case, I have focused
on sharing the best ideas I could find on the particular subject with
that audience at that moment. After countless talks on various
themes, if I was only given five minutes to speak to you, and I could
only convey one thought that would help you to be more successful, I
would tell you to “write down your goals, make plans to achieve

them, and work on your plans every single day.”

This advice, if you followed it, would be of more help to you than
anything else you could ever learn. Many university graduates have
told me that this simple concept has been more valuable to them than
four years of study. This idea has changed my life, and the lives of

millions of other people. It will change yours as well.
The Turning Point
A group of successful men got together in Chicago some time ago,

talking about the experiences of their lives. All of them were

millionaires and multi-millionaires. Like most successful people, they
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were both humble and grateful for what they had achieved, and for
the blessings that life had bestowed upon them. As they discussed
the reasons why they had managed to achieve so much in life, the
wisest man among them spoke up and said that, in his estimate,

“success is goals, and all else is commentary.”

Your time and your life are precious. The biggest waste of time and
life is for you to spend years accomplishing something that you could
have achieved in only a few months. By following the practical,
proven process of goal setting and goal achieving laid out in this
book, you will be able to accomplish vastly more in a shorter period
of time than you have ever imagined before. The speed at which you
move onward and upward will amaze both yourself and all the
people around you.

By following these simple and easy-to-apply methods and
techniques, you can move quickly from rags to riches in the months
and years ahead. You can transform your experience from poverty
and frustration to affluence and satisfaction. You can go far beyond
your friends and family and achieve more in life than most other

people you know.

In my talks, seminars and consulting, I have worked with more than
two million people all around the world. I have found, over and over,
that an average person with clear goals will run circles around a

genius who is not sure what he or she really wants.
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My personal mission statement has not changed in years. It is: “To
help people achieve their goals faster than they ever would in the

absence of my help.”

This book contains the distilled essence of all that I have learned in
the areas of success, achievement and goal attainment. By following
the steps explained in the pages ahead, you will move to the front of
the line in life. For my children, this book is meant to be a road map
and a guide to help you get from wherever you are to wherever you
want to go. For my friends and readers of this book, my reason for
writing it is to give you a proven system that you can use to move

onto the fast track in your own life.

Welcome! A great new adventure is about to begin.
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INTRODUCTION

This is a wonderful time to be alive. There have never been more
opportunities for creative and determined people to achieve more of
their goals than they can today. Regardless of short-term ups and
downs in the economy and in your life, we are entering into an age of

peace and prosperity superior to any previous era in human history.

In the year 1900, there were five thousand millionaires in America. By
the year 2000, there were more than five million, most of them self-
made, in one generation. Experts predict that there will be another
ten to twenty million millionaires created in the next two decades.
Your goal should be to become one of them. This book will show you

how.

A Slow Start

When I was 18, I left high school without graduating. My first job
was as a dishwasher in the back of a small hotel. From there, I moved
on to washing cars, and then washing floors with a janitorial service.
For the next few years, I drifted and worked at various laboring jobs,
earning my living by the sweat of my brow. I worked in sawmills
and factories. I worked on farms and ranches. I worked in the tall

timber with a chain saw and dug wells when the logging season
ended.

I worked as a construction laborer on tall buildings, and as a seaman

on a Norwegian Freighter in the North Atlantic. Often I slept in my
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car, or in cheap rooming houses. When I was 23, I was working as an
itinerant farm laborer during the harvest, sleeping on the hay in the
barn and eating with the farmer’s family. I was uneducated,

unskilled, and at the end of the harvest, unemployed once more.

When I could no longer find a laboring job, I got a job in straight
commission sales, cold calling from office-to-office and from door-to-
door. I would often work all day long to make a single sale so that I
could pay for my rooming house and have a place to sleep that night.

This was not a great start at life.

The Day My Life Changed

Then one day, I took out a piece of paper and wrote down an
outrageous goal for myself. It was to earn $1,000 per month in door-
to-door and office-to-office selling. I folded up the piece of paper, put

it away and never found it again.

But 30 days later, my entire life had changed. During that time, I
discovered a technique for closing sales that tripled my income from
the very first day. Meanwhile, the owner of my company sold out to
an entrepreneur who had just moved into town. Exactly thirty days
after I had written down my goal, he took me aside and offered me
$1,000 per month to head up the sales force and teach the other
people what it was that I was doing that enabled me to be selling so
much more than anyone else. I accepted his offer and from that day

forward, my life was never the same.
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Within eighteen months, I had moved from that job to another, and
then to another. I went from personal selling to becoming a sales
manager with people selling for me. I recruited and built a 95 person
sales force. I went literally from worrying about my next meal to

walking around with a pocket full of $20 dollar bills.

I began teaching my salespeople how to write out their goals, and
how to sell more effectively. In almost no time at all, they doubled
and tripled and increased their incomes as much as ten times. Many

of them are today millionaires and multi-millionaires.

It's important to note that, since those days in my mid-20s, my life
has not been a smooth series of upward steps. It has included many
ups and downs, marked by occasional successes and temporary
failures. I have traveled, lived and worked in more than 80 countries,

learning French, German and Spanish along the way, and working in
22 different fields.

As the result of inexperience, and sometimes sheer stupidity, I have
spent or lost everything I made and had to start over again - several
times. In every case when this happened, I would begin by sitting
down with a piece of paper and laying out a new set of goals for

myself, using the methods that I'll explain in the pages ahead.

After several years of hit and miss goal setting and goal achieving, I
finally decided to collect everything I had learned into a single

system. By assembling these ideas and strategies in one place, I
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developed a goal setting methodology and process, with a beginning,

middle and end, and began to follow it every day.

Within one year, following this blueprint for goal achieving, my life
had changed once more. In January of that year, I was living in a
rented apartment with rented furniture. I was $35,000 in debt and
driving a used car that wasn’t paid for. By December, I was living in

my own $100,000 condominium. I had a new Mercedes, had paid off
all my debts and I had $50,000 in the bank.

Then I really got serious about success. I realized that this “goal
setting” stuff was incredibly powerful. I invested hundreds and then
thousands of hours reading and researching on goal setting and goal
achieving, synthesizing the best ideas I could find into a complete
goal setting and achieving process that worked with incredible

effectiveness.

Anyone Can Do It

In 1981, I began teaching my system in workshops and seminars that
have now reached more than two million people in 35 countries. I
began audiotaping and video taping my courses so that others could
use them. We have now trained hundreds of thousands of people in

these principles, in multiple languages, all over the world.

What I found was that these ideas work everywhere, for everyone, in
virtually every country, no matter what your education, experience

or background may be when you begin.
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Most of all, these ideas have made it possible for me, and many
thousands of others, to take complete control over our lives. The
regular and systematic practice of goal setting has taken us from
poverty to prosperity, from frustration to fulfillment, from
underachievement to success and satisfaction. This system will do the

same for you.

What I learned early on is that any plan is better than no plan at all. And
it is not necessary to reinvent the wheel. All the answers have already
been found. There are hundreds of thousands, and even millions of
men and women who have started with nothing and achieved great
success following these principles. And what others have done, you

can do as well, if you just learn how.

In the pages ahead, you will learn twenty-one of the most important
ideas and strategies ever discovered for achieving everything that
you could ever want in life. You will find that there are no limits to
what you can accomplish except for the limits you place on your own
imagination. And since there are no limits to what you can imagine,
there are no limits to what you can achieve. This is one of the greatest

discoveries of all. Let us begin.

“A journey of a thousand leagues begins with a single step.

Confucius
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CHAPTER ONE
Unlock Your Potential

“The potential of the average person is like a huge ocean unsailed,
a new continent unexplored, a world of possibilities waiting to be released
and channeled toward some great good.”

Brian Tracy

Success is goals, and all else is commentary. All successful people are
intensely goal oriented. They know what they want and they are

focused single mindedly on achieving it, every single day.

Your ability to set goals is the master skill of success. Goals unlock
your positive mind and release ideas and energy for goal attainment.
Without goals, you simply drift and flow on the currents of life. With

goals, you fly like an arrow, straight and true to your target.

The truth is that you probably have more natural potential than you
could use if you lived one hundred lifetimes. Whatever you have
accomplished up until now is only a small fraction of what is truly
possible for you. One of the rules for success is this, it doesn’t matter
where you're coming from; all that matters is where you're going.
And where you are going is solely determined by yourself and your

own thoughts.

Clear goals increase your confidence, develop your competence and
boost your levels of motivation. As sales trainer Tom Hopkins says,

Goals are the fuel in the furnace of achievement.
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You Create Your Own World

Perhaps the greatest discovery in human history is the power of your
mind to create the aspects of your life. Everything you see around
you in the man-made world began as a thought or an idea in the
mind of a single person before it was translated into reality.
Everything in your life started as a thought, a wish, a hope or a
dream, either in your mind, or in the mind of someone else. Your
thoughts are creative. Your thoughts form and shape your world and

everything that happens to you.

The great summary statement of all religions, philosophies,
metaphysics, psychology and success is this: “You become what you
think about — most of the time.” Your outer world ultimately
becomes a reflection of your inner world, and mirrors back to you
what you think about. Whatever you think about continuously

emerges in your reality.

Many thousands of successful people have been asked what it is that
they think about most of the time. The most common answer given
by successful people is that they think about what they want, and how

to get it most of the time.

Unsuccessful, unhappy people think and talk about what they don’t
want most of the time. They talk about their problems and worries,
and who is to blame, most of the time. But successful people keep

their thoughts and conversation on the topics of their most intensely
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desired goals. They think and talk about what they want most of the

time.

Living without clear goals is like driving in a thick fog. No matter
how powerful or well engineered your car, you drive slowly,
hesitantly, making little progress on even the smoothest road.
Deciding upon your goals clears the fog immediately and allows you
to focus and channel your energies and abilities. Clear goals enable
you to step on the accelerator of your own life and leap ahead rapidly

toward achieving more of the things you really want.

Your Automatic Goal Seeking Function

Imagine this exercise: you take a homing pigeon out of its roost, put it
in a cage, cover the cage with a blanket, put the cage in a box and
then place the box into a closed truck cab. You can then drive a
thousand miles in any direction. If you then open the truck cab, take
out the box, take off the blanket and let the homing pigeon out of the
cage, the homing pigeon will fly up into the air, circle three times and
then fly unerringly back to its home roost a thousand miles away.
This is the only creature on earth that has this incredible cybernetic,

goal-seeking function, except for man.

You have the same goal achieving ability as the homing pigeon, but
with one marvelous addition. When you are absolutely clear about
your goal, you do not even have to know where it is or how it is to be
achieved. By simply deciding exactly what it is you want, you will

begin to move unerringly toward your goal, and your goal will start
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to move unerringly toward you. At exactly the right time, and in

exactly the right place, you and the goal will meet.

Because of this incredible cybernetic mechanism located deep within
your mind, you always achieve your goals, whatever they are. You
move toward them and they move toward you. If your goal is to get
home at night and watch television, you will almost certainly achieve
it. If your goal is to create a wonderful life full of health, happiness
and prosperity, you will achieve that as well. Like a computer, your
goal seeking mechanism is non-judgmental. It works automatically
and continuously to bring you what you want, regardless of what

you program into it.

Nature doesn’t care about the size or scope of your goals. If you set
little goals, your automatic goal achieving mechanism will enable
you to achieve little goals. If you set large goals, this natural
capability will enable you to achieve large goals. The size, scope and
detail of the goals you choose to think about most of the time is

completely up to you.

Why People Don’t Set Goals

Here is a good question: If goal setting is automatic, why is it that so
few people have clear, written, measurable, time-bounded goals that
they work toward each day? This is one of the great mysteries of life.

I believe there are four reasons why people don’t set goals.
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Goals Aren’t Important

First, most people don’t realize the importance of goals. If you grow
up in a home where no one has goals, or you socialize with a group
where goals are neither discussed nor valued, you can very easily
reach adulthood without knowing that your ability to set and achieve
goals will have more of an effect on your life than any other skill.
Look around you. How many of your friends or family members are

clear and committed to their goals?

They Don’t Know How

The second reason that people don’t have goals is because they don't
know how to set them in the first place. Even worse, many people
think that they already have goals, when in reality, what they
actually have are a series of wishes or dreams like, “Be happy,” or

“Make a lot of money,” or “Have a nice family life.”

But these are not goals at all. They are merely fantasies that are
common to everyone. A goal however is something distinctly
different from a wish. It is clear, written and specific. It can be
quickly and easily described to another person. You can measure it,

and you know when you have achieved it, or not.

It is possible to take an advanced degree at a leading university
without ever receiving one hour of instruction on goal setting. It is
almost as if the people who determine the educational content of our

schools and universities are completely blind to the importance of
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goal setting in achieving success later in life. And of course, if you
never hear about goals until you are an adult, as I experienced, you

will have no idea how important they are to everything you do.

The Fear of Failure

The third reason that people don’t set goals is because of the fear of
failure. Failure hurts. It is emotionally and often financially painful
and distressing. Everyone has had failure experiences from time to
time. Each time, they resolve to be more careful next time and avoid
failure experiences in the future. They then make the mistake of
unconsciously sabotaging themselves by not setting any goals at
which they might fail. They end up going through life functioning at

far lower levels than are truly possible for them.

The Fear of Rejection

The fourth reason that people don’t set goals is because of the fear of
rejection. People are afraid that if they set a goal and are not
successful, others will criticize or ridicule them. This is one of the
reasons why, when you begin to set goals, you should keep your
goals confidential. Don’t tell anyone. Let them see by your results
and achievements what you have accomplished, but don’t tell them

in advance. What they don’t know can’t hurt you.
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Join The Top Three Percent

Mark McCormack in his book What They Don’t Teach You In The
Harvard Business School tells of a Harvard study conducted between
1979 and 1989. In 1979, the graduates of the MBA program at
Harvard were asked, “Have you set clear, written goals for your
future and made plans to accomplish them?” It turned out that only
3% of the graduates had written goals and plans. 13% had goals, but
they were not in writing. Fully 84% had no specific goals at all, aside

from getting out of school and enjoying the summer.

Ten years later, in 1989, they interviewed the members of that class
again. They found that the 13% who had goals, but which were not in
writing were earning on average twice as much as the 84% of
students who had had no goals at all. But most surprisingly, they
found that the 3% of graduates who had clear, written goals when
they left Harvard were earning, on average, fen times as much as the
other 97% of graduates all together. The only difference between the
groups was the clarity of the goals they had for themselves when
they started out.

No Road Signs

The importance of clarity is easy to understand. Imagine arriving on
the outskirts of a large city and being told to drive to a particular
home or office in that city. But here’s the catch. There are no road
signs and you have no map of the city. In fact, all you are given is a

very general description of the home or office that is your goal. Here
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is the question: How long do you think it would take you to find a

home or office in a city without a road map or without road signs?

The answer is: Probably your whole life. If you ever did find the
home or office, it would be very much a matter of luck. And sadly

enough, this is the way most people live their lives.

The average person starts life traveling through an unmapped and
uncharted world with no road map. This is the equivalent of starting
off in life with no goals and plans. He or she simply figures things
out as he or she goes along. Often, ten or twenty years of work will
go past and the individual is still broke, unhappy in his or her job,
dissatisfied with his or her marriage and making little progress. And
still, he or she goes home every night and watches television, wishing
and hoping that things would get better. But they seldom do. Not by

themselves.

Happiness Requires Goals

Earl Nightingale once wrote: Happiness is the progressive realization of a

worthy ideal, or goal.

You only feel truly happy when you are making progress, step-by-
step, toward something that is important to you. Victor Frankl, the
founder of Logotherapy, wrote that the greatest need of the human

being is for a sense of meaning and purpose in life.
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Goals give you a sense of meaning and purpose. Goals give you a
sense of direction. As you move toward your goals you feel happier
and stronger. You feel more energized and effective. You feel more
confident and competent in yourself and your abilities. Every step
you take toward your goals increases your belief that you can set and

achieve even bigger goals in the future.

More people today fear change, and worry about the future, than at
any other time in our history. One of the great benefits of goal setting
is that goals enable you to control the direction of change in your life.
Goals enable you to assure that the changes in your life are largely
self-determined and self-directed. Goals enable you to instill meaning

and purpose into everything you do.

One of the most important teachings of Aristotle, the Greek
philosopher, was that man is a teleological organism. The word
“teleos” in Greek means goals. What Aristotle concluded was that all
human action is purposeful in some way. You are only happy when
you are doing something that is moving you toward something that
you want. The great questions then become: What are your goals?
What purposes are you aiming at? Where do you want to end up at
the end of the day?

Clarity Is Everything
Your inborn potential is extraordinary. You have within you, right

now, the ability to achieve almost any goal that you can set for

yourself. Your greatest responsibility to yourself is to invest the
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whatever time is required to become absolutely clear about exactly
what it is you want, and how you can best achieve it. The greater
clarity you have regarding your true goals, the more of your potential

you will unleash for good in your life.

You have probably heard it said that the average person uses only
10% of his or her potential. The sad fact is that, according to Stanford
University, the average person functions with only about 2% of his or
her mental potential. The remainder just sits there in reserve, being
saved up for some later time. This would be exactly as if your parents
had left you a trust fund with $100,000 in it, but all you ever took out
to spend was $2,000. The other $98,000 dollars simply sat in the

account unused throughout your life.

Develop A Burning Desire

The starting point of all goal attainment is desire. You must develop
an intense, burning desire for your goals if you really want to achieve
them. It is only when your desire becomes intense enough that you
will have the energy and the internal drive to overcome all the

obstacles that will arise in your path.

The good news is that almost anything that you want long enough

and hard enough, you can ultimately achieve.

The great oil billionaire, H. L. Hunt, was once asked the “secret of
success.” He replied that success required two things, and two things

only. First, he said, you must know exactly what it is you want. Most
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people never make this decision. Second, he said, you must
determine the price that you will have to pay to achieve it, and then

get busy paying that price.

The Cafeteria Model of Success

Life is more like a buffet or cafeteria than it is a restaurant. In a
restaurant, you eat the complete dinner and then you pay the bill. But
in a buffet or cafeteria, you have to serve yourself, and pay in full
before you enjoy the meal. Many people make the mistake of
thinking that they will pay the price after they have experienced the
success. They sit in front of the stove of life and say, “First give me

some heat, and then I'll put in some wood.”

As motivational speaker Zig Ziglar once said, “The elevator to

success is out of service. But the stairs are always open.”

Another important observation from Aristotle was his conclusion
that the ultimate purpose of all human action is the achievement of
personal happiness. Whatever you do, he said, it is aimed at
increasing your happiness in some way. You may or may not be
successful in achieving happiness, but your happiness is always your

ultimate aim.

The Key To Happiness

Setting goals, working toward them day-by-day, and ultimately

achieving them is the key to happiness in life. Goal setting is so
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powerful that the very act of thinking about your goals makes you
happy, even before you have taken the first step toward achieving

them.

To unlock and unleash your full potential, you should make a habit
of daily goal setting and achieving for the rest of your life. You
should develop a laser-like focus so that you are always thinking and
talking about the things you want rather than the things that you
don’t want. You must resolve, from this moment on, to be a goal-
seeking organism, like a guided missile, or a homing pigeon, moving

unerringly toward the things that are important to you.

There is no greater guarantee of a long, happy, healthy and
prosperous life than for you to be continually working on being,
having and achieving more and more of the things you really want.
Clear goals enable you to release your full potential for personal and
professional success. Goals enable you to overcome any obstacle, and

to make your future unlimited.

Unlock Your Potential:

1. Imagine that you have the inborn ability to achieve any goal

you could ever set for yourself. What do you really want to

be, have and do?

2. What are the activities that give you your greatest sense of

meaning and purpose in life?
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Look at your personal and work life today and identify how
your own thinking has created your world. What should you,

could you change?

What do you think and talk about most of the time, what you

want, or what you don’t want?

What is the price you will have to pay to achieve the goals

that are most important to you?

What one action should you take immediately as the result of

your answers to the above questions?
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CHAPTER TWO
Take Charge of Your Life

“A man, as a general rule, owes very little to what he is born with —
a man is what he makes of himself.”
Alexander Graham Bell

When I was 21, I was broke and living in a small one-room
apartment, in the middle of a very cold winter, working on a
construction job during the day. I usually couldn’t afford to go out of
my apartment in the evenings, where at least it was warm, so [ had a

lot of time to think.

One night as I sat there at my small kitchen table, I had a great flash
of awareness. It changed my life. I suddenly realized that everything
that happened to me for the rest of my life was going to be up to me.
No one else was ever going to help me. No one was coming to the

rescue.

I was thousands of miles from home with no intentions of going back
for a long time. I saw clearly at that moment that if anything in my
life were going to change, it would have to begin with me. If I didn’t

change, nothing else would change. I was responsible.

The Great Discovery

I still remember that moment. It was like a first parachute jump. It

was both scary and exhilarating. There I was, standing on the edge of
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life. And I decided to jump. From that moment onward, I accepted
that I was in charge of my life. I knew that if I wanted things to be

different, I would have to be different. Everything was up to me.

I later learned that when you accept complete responsibility for your
life, you take the giant step from childhood to adulthood. Sadly
enough, most people never do this. I have met countless men and
women in their 40s and 50s who are still grumbling and complaining
about earlier unhappy experiences, and still blaming their problems
on other people and circumstances. Many people are still angry about
something that one of their parents did or did not do to or for them-
twenty, or thirty, or even forty years ago. They are trapped in the
past and they can’t get free.

Your Worst Enemy

The greatest enemies of success and happiness are negative emotions,
of all kinds. It is negative emotions that hold you down, tire you out
and take away all your joy in life. It is negative emotions, from the
beginning of time, that have done more harm to individuals and

societies than all the plagues of history.

One of your most important goals, if you want to be truly happy and
successful, is to free yourself from negative emotions, and

fortunately, this can be done, if you learn how.

The negative emotions of fear, self-pity, envy, jealousy, feelings of

inferiority, and ultimately anger, are mostly caused by four factors.
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Once you identify and remove these factors from your thinking, your
negative emotions stop automatically. When your negative emotions
stop, the positive emotions of love, peace, joy and enthusiasm flow in
to replace them, and your whole life changes for the better,

sometimes in a matter of minutes, or even seconds.

Stop Justifying

The first of the four root causes of negative emotions is justification.
You can only be negative as long as you can justity, to yourself and
others, that you are entitled to be angry or upset for some reason. This
is why angry people are continually explaining and elaborating on
the reasons for their negative feelings. However, if you cannot justify

your negativity, you cannot be angry.

For example, a person is laid off from a job due to a change in the
economy and declining sales in the company. However, the
individual is angry with his boss for this decision and justifies his
anger by describing all the reasons why his being laid off was unfair.
He can even get himself so incensed that he decides to sue, or get
even in some way. As long as he continues to justify his negative
feelings toward his boss and the company, his negative emotions

control him and absorb much of his life and thinking.

However, as soon as he says, “Well, I've been laid off. These things
happen. It's not personal. People get laid off all the time. I guess I'd
better get busy finding a new job.” His negative emotions vanish. He

becomes calm, clear and focused on the goal, and on the steps he can
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take to get back into the workforce. As soon as he stops justifying, he

becomes a more positive and effective person.

Refuse to Rationalize And Make Excuses

The second cause of negative emotions is rationalization. When you
rationalize, you attempt to give a “socially acceptable explanation for

an otherwise socially unacceptable act.”

You rationalize to explain away or put a favorable light on something
that you have done that you feel bad or unhappy about. You excuse
your behavior or actions by creating an explanation that sounds good,
even though you know that you were an active agent in whatever
occurred. You often create complex ways of putting yourself in the
right by explaining that your behavior was really quite acceptable, all
things considered. This rationalizing keeps your negative emotions

alive.

Rationalization and justification always require that you make
someone or something else the source or cause of your problem. You
cast yourself in the role of the victim, and you make the other person

or organization into the oppressor, or the “bad guy.”
Rise Above the Opinions of Others
The third cause of negative emotions is an over concern or

hypersensitivity to the way other people treat you. For some people,

their entire self-image is determined by the way other people speak
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to them, talk to them or about them, or even look at them. They have
little sense of personal value or self-worth apart from the opinions of
others, and if those opinions are negative for any reason, real or
imagined, the “victim” immediately experiences anger,
embarrassment, shame, feelings of inferiority and even depression,
self-pity and despair. This explains why psychologists say that
almost everything we do is to earn the respect of others, or at least to

avoid losing their respect.

No One Else Is Responsible

The fourth cause of negative emotions, and the worst of all, is
blaming. When I draw the “Negative Emotions Tree” in my seminars,
I illustrate the trunk of the tree as the propensity to blame other
people for our problems. Once you cut down the trunk of the tree, all
the fruits of the tree, all the other negative emotions, die immediately,
just as when you jerk the plug out of the wall that lights up the
Christmas lights in the tree, all the lights go out instantly.

Responsibility Is The Antidote

The antidote for negative emotions of all kinds is for you to accept
complete responsibility for your situation. You cannot say the words,
“I am responsible!” and still feel angry. The very act of accepting
responsibility short-circuits and cancels out any negative emotions

you may be experiencing.

PAGE 27



GOALS!

The discovery of this simple but powerful affirmation, “I am
responsible” and its instant ability to eliminate negative emotions
was a turning point in my life, as it has been for many hundreds of

thousands of my students.

Just imagine! You can free yourself from negative emotions and
begin taking control of your life by simply saying, “I am

'II

responsible!” whenever you start to feel angry or upset for any

reason.

It is only when you free yourself from negative emotions, by taking
complete responsibility that you can begin to set and achieve goals in
every area of your life. It is only when you are free, mentally and
emotionally, that you can begin to channel your energies and
enthusiasms in a forward direction. This is why, without the
acceptance of complete personal responsibility, no progress is
possible. On the other hand, once you accept total responsibility for

your life, there are no limits on what you can be, do and have.

Stop Blaming Others

From now on, refuse to blame anyone for anything - past, present or
future. As Eleanor Roosevelt said, No one can make you feel inferior
without your consent. Buddy Hacket, the comedian, once said, I never

hold grudges; while you're holding grudges, they re out dancing!

From this point forward, refuse to make excuses or to justify your

behaviors. If you make a mistake, say, “I'm sorry,” and get busy
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rectifying the situation. Every time you blame someone else or make
excuses, you give your power away. You feel weakened and

diminished. You feel negative and angry inside. Refuse to do it.
Control Your Emotions

To keep your mind positive, refuse to criticize, complain about or
condemn other people for anything. Every time you criticize
someone else, complain about something you don’t like, or condemn
someone else for something that they have done or not done, you
trigger feelings of negativity and anger within yourself. And you are
the one who suffers. Your negativity doesn’t affect the other person
at all. Being angry with someone is allowing him or her to control
your emotions, and often the entire quality of your life, at long

distance. This is just plain silly.

Remember, as Gary Zukacs says in his book, Seat of the Soul, Positive
emotions empower; negative emotions disempower. Positive emotions of
happiness, excitement, love and enthusiasm make you feel more
powerful and confident. Negative emotions of anger, hurt or blame
weaken you and make you hostile, irritable and unpleasant to be

around.

Once you decide to accept complete responsibility for yourself, your
situation, and for everything that happens to you, you can turn
confidently toward your work and the affairs of your life. You

become “the master of your fate and the captain of your soul.”
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Hello, Mr. President!

In a study done in New York some years ago, researchers found that
the top 3% of people in every field had a special attitude that set them
apart from average performers in their industries. It was this: they
viewed themselves as self-employed throughout their careers, no
matter who signed their paychecks. They saw themselves as
responsible for their companies, exactly as if they owned the

companies personally. You should do the same.

From this moment forward, see yourself as the President of your own
personal services corporation. View yourself as self-employed. See
yourself as in complete charge of every part of your life and career.
Remind yourself that you are where you are and what you are
because of what you have done or failed to do. You are very much

the architect of your own destiny.

You Choose, You Decide

You have determined your entire life up to now by the choices and
decisions you have made, or failed to make. If there is anything in
your life that you don’t like, you are responsible. If there is anything
that you are unhappy about, it is up to you to take the necessary

steps to change and improve it so that it is more to your liking.

As the president of your own personal services corporation, you are
completely responsible for everything you do, and for the results of

what you do. You are responsible for the consequences of your
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actions and your behaviors. You are where you are and what you are

today because you have decided to be there.

In a large sense, you are earning today exactly what you have
decided to earn, no more and no less. If you are not happy with your
current income, decide to earn more. Set it as a goal, make a plan and

get busy doing what you need to do to earn what you want to earn.

As the president of your own career and your own life, as the
architect of your own destiny, you are free to make your own

decisions. You are the boss. You are in charge.

Develop Your Own Strategy

Just as the president of a corporation is responsible for the strategy
and activities of that corporation, you are also responsible for the
personal strategic planning of your own life and career. You are
responsible for overall management strategy, setting goals, making

plans, establishing measures and performing to get results.

You are responsible for achieving certain outputs, for the quality and
quantity of the work that you produce, and the results you are

expected to get.

As president, you are responsible for marketing strategy, for self-
promotion and advancement, for creating your image and packaging
yourself to be able to sell yourself for the very highest price in a

competitive market.
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You are responsible for financial strategy, for deciding exactly how
much of your services you want to sell, how much you want to earn,
how rapidly you want to grow your income year by year, how much
you want to save and invest, and how much you want to be worth
when you retire. These numbers are entirely up to you. You are

responsible.

You are responsible for your people strategy and your relationships,
both at home and at work. One piece of advice I give my students is
to “choose your boss with care.” Your choice of a boss is going to
have a major impact on how much you earn, how fast you get ahead,

and how happy you will be at your job.

Make New Choices, New Decisions

By the same token, your choice of a mate and friends will have as
much or more to do with your success and happiness than any other
decisions you make. If you are not happy with any of your current
choices, it is up to you to begin taking steps to improve or change

them.

Finally, as president, you are in complete charge of personal research
and development, personal training and learning. It is up to you to
determine the talents, skills, abilities and core competencies you will
need to earn the kind of money you want to earn in the months and
years ahead. It is then your responsibility to make the investment and

take the time to learn and develop these skills. No one is going to do
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it for you. The unavoidable truth is that no one really cares as much

as you do.

Become A “Growth Stock”

To take this analogy a little further, see yourself as a company with a
stock that trades on the market. Is your stock the kind of stock that
people could invest in, confident that it will continue to grow in
value and profitability in the months and years ahead? Are you a

“growth stock” or has your value leveled off in the marketplace?

If you have decided to be a “growth stock,” what is your strategy for
increasing your income 25% - 30% every year, year after year? As the
president of your own life, as the spouse or parent in your own
family, you owe it to the important people in your life, to be on a
growth curve, to be continually increasing in value, income and

profitability as the years progress.

Take The Wheel of Your Own Life

From this point forward, see and think about yourself as the master
of your own fate. See yourself as completely in charge of your own
life. See yourself as the president of your own personal services
corporation. See yourself as a powerful person, completely self-

determined and self-directed.

Refuse to whine and complain about things that happened in the

past, which cannot be changed. Instead, orient yourself toward the
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future and think of what you want and where you are going. Above
all, think about your goals. The very act of thinking about your goals

makes you positive and purposeful again.

Determine Your Locus of Control

There is a large body of psychological literature that revolves around
the concept of “Locus of Control Theory.” In more than 50 years of
research, psychologists have determined that your “Locus of
Control” is the determining factor of your happiness or unhappiness

in life. Here is why.

A person with an internal locus of control is a person who feels that
he or she is in complete control of his or her life. This person feels
strong, confident and powerful. He or she is generally optimistic and
positive. He or she feels terrific about him or herself and feels very

much in charge of his or her destiny.

On the other hand, a person with an external locus of control is a
person who feels controlled by external factors, by their boss, their
bills, their marriage, their childhood problems and their current
situation. They feel “out of control” and as a result, they feel weak,

angry, fearful, negative, hostile and disempowered.

The good news is that there is a direct relationship between the
amount of responsibility you accept and the amount of control you

feel. The more you say, “I am responsible!” the more of an internal
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locus of control you develop within yourself, and the more powerful

and confident you feel.

The Golden Triangle

There is also a direct relationship between responsibility and
happiness. The more responsibility you accept, the happier you
become. It seems that all three —responsibility, control and happiness-

go together.

The more responsibility you accept, the greater amount of control
you feel you have. The greater amount of control you feel you have,
the happier and more confident you become. When you feel positive
and in control of your life, you will set bigger and more challenging
goals for yourself. You will also have the drive and determination to
achieve them. You will feel as if you hold your life in your own

hands, and that you can make it into whatever you decide to.

It Is In Your Hands

The starting point of goal setting is for you to realize that you have
virtually unlimited potential to be, have or do anything you really
want in life, if you simply want it badly enough, and are willing to

work long enough and hard enough to achieve it.

The second part of goal setting is for you to accept complete
responsibility for your life, and for everything that happens to you,

with no blaming and no excuses.
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With these two concepts clearly in mind, that you have unlimited
potential and that you are completely responsible, you are now ready
to move to the next step, which is to begin designing your ideal

future.

Take Charge of Your Life:

1. Identify your biggest problem or source of negativity in life

today. In what ways are you responsible for this situation?

2. See yourself as the President of your own company. How

would you act differently if you owned 100% of the shares?

3. Resolve today to stop blaming anyone else for anything and
instead accept complete responsibility in every area of your

life. What actions should you be taking?

4. Stop making excuses and start making progress. Imagine that
your favorite excuses have no basis in fact, and act

accordingly.

5. See yourself as the primary creative force in your own life.
You are where you are and what you are because of your own

choices and decisions. What should you change?

6. Resolve today to forgive anyone who has ever hurt you in any
way. Let it go. Refuse to discuss it again. Instead, get so busy
working on something that is important to you that you don’t

have time to think about it again.
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CHAPTER THREE

Create Your Own Future

“You will become large as your controlling desire;
or as great as your dominant aspiration.”

James Allen

In more than 3300 studies of leaders conducted over the years, there
is a special quality that stands out, one quality that all great leaders
have in common. It is the quality of vision. Leaders have vision. Non-

leaders do not.

Earlier I said that the most important discovery in all of human
history is that, “You become what you think about — most of the
time.” What is it then that leaders think about, most of the time? And
the answer is that leaders think about the future and where they are

going, and what they can do to get there.

Non-leaders, on the other hand, think about the present, and the
pleasures and problems of the moment. They think and worry about

the past, and what has happened that cannot be changed.

Think About The Future

We call this leadership quality “Future-Orientation.” Leaders think
about the future and what they want to accomplish, and where they
want to arrive sometime down the road. Leaders think about what

they want, and what can be done to achieve it. The good news is that,

PAGE 37



GOALS!

when you begin to think about your future as well, you begin to think

like a leader, and you will soon get the same results that leaders get.

Dr. Edward Banfield of Harvard concluded, after more than 50 years
of research, that “long-time perspective” was the most important
determinant of financial and personal success in life. Banfield defined
long-time perspective as the “ability to think several years into the
future while making decisions in the present.” This is one of the most
important discoveries ever made. Just think! The further you think
into the future, the better decisions you will make in the present to

assure that that future becomes a reality.

Become A Millionaire

For example, if you save $100 per month from the age of 20 to the age of
65, and you invested that money in a mutual fund earning an average of
10% per annum over time, you would be worth more than $1,118,000

dollars when you retired.

Anyone who really wanted to could save $100 per month, if he or she
had a long enough time perspective. What this means is that every
single person starting work today can become a millionaire over time
if they begin early enough, save consistently enough, and hold to

their long-term vision of financial independence.
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Create A Five Year Fantasy

In personal strategic planning, you should begin with a long-term
view of your life, as well. You should begin by practicing
idealization in everything you do. In the process of idealization, you
create a five-year fantasy for yourself, and begin thinking about what
your life would look life in five years if it were perfect in every

respect.

The biggest single obstacle to setting goals is “self-limiting beliefs.”
These are areas where you believe yourself to be limited in some way.
You may believe yourself to be inadequate or inferior in areas such as
intelligence, ability, talent, creativity, personality or something else. As
a result, you sell yourself short. By underestimating yourself, you set
either no goals, or low goals that are far below what you are truly

capable of accomplishing.

Imagine No Limitations

By combining idealization and future-orientation, you cancel or
neutralize this process of self-limitation. You imagine for the moment
that you have no limitations at all. You imagine that you have all the
time, talents and abilities you could ever require to achieve any goal
you could set for yourself. No matter where you are in life, you
imagine that you have all the friends, contacts and relationships you
need to open every door and achieve anything you could really want.

You imagine that you have no limitations whatsoever on what you
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could be, have or do in the pursuit of the goals that are really

important to you.

Practice Blue Sky Thinking

In Charles Garfield’s studies of “Peak Performers,” he made an
interesting discovery. He analyzed men and women who had
achieved only average results at work for many years, but who
suddenly exploded into great success and accomplishment. He found

that at the “take-off point,” every one of them began engaging in
what he called “Blue Sky Thinking.”

In blue-sky thinking, you imagine that all things are possible for you,
just like looking up into a clear blue sky, with no limits. You project
forward several years and imagine that your life were perfect in
every respect sometime in the future. You then look back to where
you are today and ask yourself these this question: “What would
have to have happened for me to have created my perfect future?”
You then come back to where you are in the present in your own
mind, and you ask, “What would have to happen from this point

forward for me to achieve all my goals sometime in the future?”

Refuse To Compromise Your Dreams

When you practice idealization and future-orientation, you make no
compromises with your dreams and visions for yourself and your
future. You don’t settle for smaller goals or half successes. Instead,
you “dream big dreams” and project forward mentally as though you

are one of the most powerful people in the universe. You create your
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perfect future. You decide what you really want, before you come
back to the present moment and deal with what is possible for you

within your current situation.

Start with your business and career. Imagine that your work life was

perfect five years from now. Answer these questions:

1. What would it look like?
2. What would you be doing?
3. Where would you be doing it?

4. Who would you be working with? What level of

responsibility would you have?
5. What kind of skills and abilities would you have?
6. What kind of goals would you be accomplishing?

7. What level of status would you have in your field?

Practice No Limit Thinking

When you answer these questions, imagine that you have no limits.
Imagine that everything is possible for you. Peter Drucker once said,
“We greatly overestimate what we can accomplish in one year. But we
greatly underestimate what we can accomplish in five years.” Don’t let this

happen to you.
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Now, idealize your perfect financial life sometime in the future:

How much do you want to be earning five years from today?

What sort of lifestyle do you want to have? What kind of

home do you want to live in?
What kind of car do you want to drive?

What kind of material luxuries do you want to provide for

yourself and your family?
How much do you want to have in the bank?

How much do you want to be saving and investing each

month and each year?

How much do you want to be worth when you retire?
Imagine that you have a “magic slate.” You can write down
anything you want. You can erase anything that may have
happened in the past, and create whatever picture you desire
for your future. You can clean the slate at any time and start

over. You have no limits.

Imagine Your Perfect Family Life

Look at your family and relationships today, and project five years

into the future:

If your family life were perfect five years from now, what

would it look like?
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2. Who would you be with? Who would you no longer be with?

3. Where and how would you be living?
4. What kind of living standards would you have?
5. What kind of relationships would you have with the most

important people in your life, five years from now, if

everything were perfect in every respect?

When you fantasize and imagine your perfect future, the only
question you ask is, “How?” This is the most powerful question of
all. Asking it repeatedly stimulates your creativity and triggers ideas
to help you accomplish your goals. Unsuccessful people always
wonder whether or not a particular goal is possible. High achievers
on the other hand only ask the question, “How?” They then set to

work to find ways to make their visions and goals into realities.

Ideal Health and Fitness

Review your levels of health and fitness in every area:

1. If you were a perfect physical specimen five years from now,
how would you look, feel and appear?

2. What would be your ideal weight?

3. How much would you exercise each week?

4. What would be your overall level of health?
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5. What changes would you have to start making today in your
diet, exercise routines and health habits to enjoy superb

physical health sometime in the future?

You then imagine that you are an important and influential person, a
“player” in your community. You are making a significant
contribution to the world around you. You are making a difference
with your life and in the lives of other people. If your social and

community status and involvement were ideal:

1. What would you be doing?

2. What organizations would you be working with or

contributing to?

3. What are the causes that you strongly believe in and support,

and how could you become more involved in those areas?

Just Do It!

The primary difference between high achievers and low achievers is
“action-orientation.” Men and women who accomplish tremendous
things in life are intensely action oriented. They are moving all the

time. They are always busy. If they have an idea, they take action on

it immediately.

On the other hand, low achievers and non-achievers are full of good
intentions, but they always have an excuse for not taking action

today. It is well said that, “the road to hell is paved with good intentions.”
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Examine yourself in terms of your personal inventory of skills,
knowledge, talent, education and ability. If you were developed to
the highest level possible for you (and there is virtually no limit),

answer these questions:

1. What additional knowledge and skills would you have

acquired five years from now?

2. In what areas would you be recognized as absolutely excellent

in what you do?

3. What would you be doing each day in order to develop the
knowledge and skills you need to be one of the top

performers in your field sometime in the future?

Once you have answered these questions, the only question you ask
is, “THow?” How do you attain the skills and expertise you will

require to lead your field in the years ahead?

Design Your Perfect Calendar

Especially, decide how you would like to live, day in and day out,
your ideal lifestyle. Design your perfect calendar, from January 1* to

December 31°%*

1. What would you like to do on your weekends and vacations?
2. How much time would you like to take off each week, month
and year?
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3. Where would you like to go?

4. How would you organize your year if you had no limitations,

and complete control over your time?

In the Bible it says, “Where there is no vision, the people perish.” What
this means is that, if you lack an exciting vision for your future, you
will “perish” inside in terms of lacking motivation and enthusiasm
for what you are doing. But the reverse of this is that, with an
exciting future vision, you will be continuously motivated and
stimulated every day to take the actions necessary to make your ideal

vision a reality.

The Key To Happiness

You remember that, “Happiness is the progressive realization of a worthy
ideal.” When you have clear, exciting goals and ideals, you will feel
happier about yourself and your world. You will be more positive
and optimistic. You will be more cheerful and enthusiastic. You will
feel internally motivated to get up and get going every morning,
because every step you are taking will be moving you in the direction

of something that is important to you.

Resolve to think about your ideal future most of the time. Remember,
the very best days of your life lie ahead. The happiest moments you
will ever experience are still to come. The highest income you will
ever earn is going to materialize in the months and years ahead. The
future is going to be better than anything that may have happened in

your past. There are no limits.
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The clearer you can be about your long term future, the more rapidly

you will attract people and circumstances into your life to help make

that future a reality. The greater clarity you have about who you are

and what you want, the more you will achieve and the faster you will

achieve it in every area of your life.

Create Your Own Future:

Imagine that there is a solution to every problem, a way to
overcome every limitation, and no limit on your achieving
every goal you can set for yourself. What would you do

differently?

Practice “back from the future thinking.” Project forward five
years and look back to the present. What would have to have
happened for your world to be ideal?

Imagine your financial life were perfect in every way. How
much would you be earning? How much would you be
worth? What steps could you take, starting today, to make

these goals a reality?

Imagine your family and personal life was perfect. What
would it look like? What should you start doing more of, or

less of, starting today?

Plan your perfect calendar. Design your year from January to
December as if you had no limitations. What would you

change, starting today?
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6.

Imagine that your levels of health and fitness were perfect in
every way. What could you do, starting today, to make your

vision for yourself into a reality?
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CHAPTER FOUR

Clarify Your Values

“One universe made up of all that is: and one God in it all,
and one principle of being, and one law, the reason shared by
all thinking creatures, and one truth.”

Marcus Aurelius

One of the most important characteristics of leaders, and top people
in every area of life, is that they know who they are, what they believe
in and what they stand for. Average people are usually confused
about their goals, values and ideals, and as a result, they go back and
forth and accomplish very little. Men and women who become
leaders, on the other hand, with the same or even fewer abilities and
opportunities, go onto accomplish great things in whatever they

attempt.

Life is lived from the inside out. The very core of your personality is
your values. Your values are what make you the person you are.
Everything you do on the outside is dictated and determined by your
values on the inside, whether clear or fuzzy. The greater clarity you
have regarding your values on the inside, the more precise and

effective will be your actions on the outside.

The Five Levels Of Personality

You can imagine your personality by thinking of a target with

concentric rings, from the inside to the outside. Your personality is
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also made up of five rings, starting from the center, your values, and

radiating outward to the next circle, your beliefs.

Your values determine your beliefs, about yourself and the world
around you. If you have positive values, such as love, compassion
and generosity, you will believe that people in your world are

deserving of these values, and you will treat them accordingly.

Expect The Best

Your beliefs in turn determine the third ring of your personality, your
expectations. If you have positive values, you will believe yourself to
be a good person. If you believe yourself to be a good person, you
will expect good things to happen to you. If you expect good things
to happen to you, you will be positive, cheerful and future oriented.

You will look for the good in other people and situations.

The fourth level of your personality, determined by your
expectations, is your attitude. Your attitude will be an outward
manifestation or reflection of your values, beliefs and expectations.
For example, if your value is that this is a good world to live in, and
your belief is that you are going to be very successful in life, you will
expect that everything that happens to you is helping you in some
way. As a result, you will have a positive mental attitude toward
other people and they will respond positively toward you. You will
be a more cheerful and optimistic person. You will be someone that

others want to work with and for, buy from, sell to and generally
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help to be more successful. This is why a positive mental attitude

seems to go hand in hand with great success in every walk of life.

The fifth ring, or level of life, is your actions. Your actions on the
outside will ultimately be a reflection of your innermost values,
beliefs and expectations on the inside. This is why what you achieve
in life and work will be determined more by what is going on inside

of you than by any other factor.

As Within, So Without

You can always tell how a person thinks, most of the time, by looking
at the conditions of their outer lives. A positive, optimistic, goal and
future oriented person — on the inside — will enjoy a happy,

successful and prosperous life on the outside, most of the time.

Aristotle said that the ultimate aim or purpose of human life is to
achieve your own happiness. You are the very happiest when what
you are doing on the outside is congruent with your values on the
inside. When you are living in complete alignment with what you
consider to be good and right and true, you will automatically feel

happy and positive about yourself and your world.

Your goals must be congruent with your values, and your values
must be congruent with your goals. This is why clarifying your
values is often the starting point to high achievement and peak

performance. Values clarification requires that you think through
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what is really important to you in life. You then organize your entire

life around these values.

Any attempt to live on the outside in a manner that contradicts the
values you hold on the inside will cause you stress, negativity,
unhappiness, pessimism and even anger and frustration. Your chief
responsibility to yourself in the creation of a great life is therefore for

you to develop absolute clarity about your values in everything you
do.

Know What You Really Want

Stephen Covey once said, “Be sure that, as you scramble up the
ladder of success, it is leaning against the right building.” Carly
Simon once sang a famous line, “Is this all there is?” Many people
work hard on the outside to achieve goals that they think they want,
only to find, at the end of the day, that they get no joy or satisfaction
from their accomplishments. This occurs when the outer
accomplishment is not in harmony with your inner values. Don’t let

this happen to you.

Socrates said, “The unexamined life is not worth living.” This applies to
your values as much as to any other area of your life. Values
clarification is something you do on a “go-forward” basis. You
continually stop the clock, like a time out in a football game, and ask,

“What are my values in this area?”
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In the Bible it says, “What does it benefit a man if he achieves the whole
world but loses his own soul?” The happiest people in the world today
are those who are living in harmony with their innermost convictions
and values. The unhappiest people are those who are attempting to

live incongruent with what they truly value and believe.

Trust Your Intuition

Self-trust is the foundation of greatness. Self-trust comes from
listening to your intuition, to your “still, small voice” within. Men
and women begin to become great when they begin to listen to their
inner voices, and absolutely trust that they are being guided by a

higher power, each step of the way.

Living in alignment with your true values is the royal road to self-
confidence, self-respect and personal pride. In fact, almost every
human problem can be resolved by returning to values. Whenever
you experience stress of any kind, look into yourself and ask, “In
what way am I compromising my innermost values in this

situation?”

Watch Your Behavior

How can you tell what your values really are? The answer is simple.
You always demonstrate your true values in your actions, and
especially your actions under pressure. Whenever you are forced to
choose between one behavior and another, you will always act
consistent with what is most important and valuable to you at that

moment.
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Values, in fact, are organized in a hierarchy. You have a series of
values, some of them very intense and important, and some of them
weaker and less important. One of the most important exercises you
can engage in, to determine who you really are, and what you really
want, is to organize your values by priority. Once you are clear about
the relative importance of your values, you cans then organize your

outer life so that it is in alignment with them.

Examine Your Past Behavior

There are some insightful ways to help you to determine your true
values. First of all, you can look at your past. How have you behaved
under pressure in the past? What choices did you make with your
time or money when you were forced to choose? Your answers will

give you an indication of your predominant values at that time.

Dale Carnegie once wrote, “Tell me what gives a person his greatest
feeling of importance, and I will tell you his entire philosophy of life.” What
makes you feel important? What raises your self-esteem? What
increases your sense of self-respect and personal pride? What have
you accomplished in your past life that has given you the greatest
sense of pride and satisfaction? These answers will give you good

indications of your true values.

Determine Your Heart’s Desire

The spiritual teacher Emmet Fox wrote about the importance of
discovering your “Heart’s Desire.” What is your heart’s desire? What

is it that, deep down in your heart, more than anything else, you
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would like to be, have or do in life? As a friend of mine asks, “What

do you want to be famous for?”

What words would you like people to use to describe you when you
are not there? What would you like people to say about you when
you have passed on? What would you like someone to say about you
at your funeral? How do you want your family, friends and children
to remember you? How would you want them to talk about you after
you had left this earth? How would you like people to talk to them

about you?

What kind of a reputation do you have today? What kind of a
reputation would you like to have sometime in the future? What
would you have to begin doing today in order to create the kind of

reputation that you desire?

Your Past Is Not Your Future

Many people have had difficult experiences growing up. They have
fallen onto hard times and become associated with the wrong people.
They have behaved in ways that were illegal or socially unacceptable.
Sometimes they have even been convicted and sent to prison for their
crimes. But at a certain point in life, they decided to change. They
thought seriously about the kind of person that they wanted to be
known as, and thought of, in the future. They decided to change their
lives by changing the values that they lived by. By making these
decisions and sticking to them, they changed their lives. And what

others have done, you can do as well.
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Remember, “It doesn’t matter where you're coming from; all that

really matters is where you're going.”

If you were an outstanding person, in every respect, how would you
behave toward others? What sort of impression would you leave on
others after you had met them and spoken with them? Imagine you
could be a completely excellent person, how would you be different

from today?

How Much You Like Yourself

In psychology, your level of self-esteem determines your level of
happiness. Self-esteem is defined as: “How much you like yourself.”
Your self-esteem, in turn, is determined by your self-image. This is
the way you see yourself and think about yourself in your day-to-day
interactions with others. Your self-image is shaped by your self-
ideal. Your self-ideal is made up of the virtues, values, goals, hopes,
dreams and aspirations that you have for yourself sometime in the

future.

Here is what psychologists have discovered: The more your behavior
in the moment is consistent with what you feel your ideal behavior
should be, the more you like and respect yourself, and the happier

you are.

On the other hand, whenever you behave in a way that is inconsistent
with your ideal of your very best behavior, you experience a negative

self-image. You feel yourself to be performing below your best, below
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what you truly aspire to. As a result, your self-esteem and your level

of happiness decrease.

Perform At Your Best

The moment that you begin walking, talking and behaving in ways
that are consistent with your highest ideals, your self-image
improves, your self-esteem increases and you feel happier about

yourself and your world.

For example, whenever you are complimented or praised by another
person, or given a prize or an award for accomplishment, your self-
esteem goes up, sometimes dramatically. You feel happy about
yourself. You feel that your whole life is in harmony, and that you
are living congruent with your highest ideals. You feel successful and

valuable.

Your aim should be to deliberately and systematically create the
circumstances that raise your self-esteem in everything you do. You
should live your life as if you were already the outstanding person

that you intend to be sometime in the future.

Know What You Believe

What are your values today with regard to your work and your
career? Do you believe in the values of integrity, hard work,
dependability, creativity, cooperation, initiative, ambition, and

getting along well with people? People who live these values in their
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work are vastly more successful and more highly esteemed than

people who do not.

What are your values with regard to your family? Do you believe in
the importance of unconditional love, continuous encouragement
and reinforcement, patience, forgiveness, generosity, warmth and
attentiveness? People who practice these values consistently with the
important people in their lives are much happier than people who do

not.

What are your values with regard to money and financial success? Do
you believe in the importance of honesty, industry, thrift, frugality,
education, excellent performance, quality and persistence? People
who practice these values are far more successful in their financial

lives than those who do not, and far faster as well.

What about your health? Do you believe in the importance of self-
discipline, self-mastery, and self-control, with regard to diet, exercise
and rest? Do you set high standards for your levels of health and
fitness and then work every day to live up to those standards? People
who practice these values live longer, healthier lives than people who

do not.

Think Only About What You Want

Remember, you become what you think about — most of the time.
Successful, happy people think about their values, and how they can live

and practice those values in every part of their lives, every single day.
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The big payoff is that, the more you live your life consistent with your

values, the happier, healthier, more positive and energetic you will be.

Be True To Yourself

Perhaps the most important value of all is that of integrity. A
billionaire once said to me, “Integrity is not so much a value in itself;
it is rather the value that guarantees all the other values.”

Wow! This was a great insight for me. Once you have decided that
you are going to live consistent with a value, your level of integrity
determines whether or not you follow through on your commitment.
The more you discipline yourself to live consistent with the very best
you know, the greater is your level of personal integrity. And the
higher your level of integrity, the happier and more powerful you

will feel in everything you do.

Truly great men and women are always described as having high

levels of integrity. They live their lives consistent with their highest
values, even when no one is looking. Mediocre men and women on
the other hand, are always cutting corners and compromising their

integrity, especially when no one is watching.

Live In Truth With Yourself and Others

Decide today to be a man or woman of honor. Resolve to tell the truth,
and to live in truth with yourself and others. Crystallize your values

in each area of your life. Write them down. Think of how you would
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behave if you were living consistent with those values, and then,

refuse to compromise them for any reason.

Once you accept complete responsibility for your life, and for
everything that happens to you, and then create an ideal picture of
your perfect future and clarify your values, you are now ready to
begin setting clear, specific goals in every area of your life. You are

now on the launching ramp and ready to take off toward the stars.
Clarify Your Values:
1. Make a list of your 3-5 most important values in life today.

What do you really believe in, and stand for?

2. What qualities and values are you best known for today among

the people who know you?

3. What do you consider to be the most important values guiding

your relationships with others in your life?

4. What are your values regarding money and financial success?

Are you practicing these values daily?

5. Describe your picture of an ideal person, the person you would

most want to be, if you had no limitations?

6. Write your own obituary, to be read to your friends and family

at your funeral, exactly as you would like to be remembered.

7. What one change could you make in your behavior today that

would help you to live in greater harmony with your values?
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CHAPTER FIVE

Determine Your True Goals

“Realize what you really want. It stops you from chasing butterflies
and puts you to work digging gold.”
William Moulton Marsden

My favorite word in goal setting, and in success in general, is the
word “Clarity.” There is a direct relationship between the level of
clarity you have about who you are and what you want, and virtually

everything you accomplish in life.

Superior men and women invest the time necessary to develop
absolute clarity about themselves and what they really want, like
designing a detailed blueprint for a building, before they begin
construction. Average people just throw themselves at life, like a dog
chasing a passing car, and wonder why they never seem to catch

anything, or keep anything worthwhile.

Henry David Thoreau once wrote, “Have you built your castles in the
air? Good. That is where they should be built. Now, go to work and build

foundations under them.”

In this chapter, you begin to crystallize your visions and values into

concrete goals and objectives that you can work on, every single day.
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Make Your Goals Personal

Earlier I mentioned that intense, burning desire is absolutely essential
to the overcoming of obstacles and the achieving of great goals. For
your desire to be intense enough, your goals must be purely
personal. They must be goals that you choose for yourself, rather
than goals that someone else wants for you, or that you want to
achieve to please someone in your life. In goal setting, for the process
to be effective, you must be perfectly selfish about what is that you

really, really want for yourself.

This doesn’t mean that you cannot do things for other people, either
at home or at work. This simply means that, in setting goals for your

life, you start with yourself, and work forward.

The Great Question

One of the most important questions in goal setting is this: “What do
I really want to do with my life?” If you could do or be or have
anything at all in life, what would it be? Remember, you can’t hit a
target you can’t see. You should return to this question, over and
over again, in the months and years ahead. “What do I really want to do

with my life?”

In determining your true goals, you start with your vision, your
values and your ideals. When you begin, these will often feel a bit
like fantasies, detached from reality. However, now your job is to

make them concrete, like designing a dream house on paper.
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Decide What You Really Want

You start with your general goals and then move to more to more

specific goals:

1. What are your three most important goals in your business

and career, right now?

2. What are your three most important financial goals right
now?
3. What are your three most important family or relationship

goals, right now?

4. What are your three most important health and fitness goals,

right now?

Identify Your Major Worries

The flipside of the above questions is for you to ask, “What are my
three biggest worries or concerns in life, right now?” What bothers you,
worries you, concerns you, and preoccupies you, in your day-to-day
life? What aggravates or irritates you? What is robbing you of
happiness, more than anything else? As a friend of mine often asks,
“Where does it hurt?”

Once you have identified your biggest problems, worries or concerns,

ask yourself:
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1. What are the ideal solutions to each of these problems?

2. How could I eliminate these problems or worries
immediately?

3. What is the fastest and most direct way to solve this
problem?”

A Great Thinking Tool

In 1142, William of Ockham, a British philosopher, proposed a
method of problem solving that has come to be referred to as
“Ockham’s Razor.” This way of thinking has become famous and
popular throughout the ages. What Ockham said was that, “The
simplest and most direct solution, requiring the fewest number of

steps, is usually the correct solution to any problem.”

Many people make the mistake of over-complicating goals and
problems. But the more complicated the solution, the less likely it is
ever to be implemented, and the longer the time it will take to get any
results. Your aim should be to simplify the solution and go directly to

the goal, as quickly as possible.

Double Your Income

For example, many people tell me that they would like to double
their incomes. If they are in sales, I ask them, “What is the fastest and
most direct way to double your income?” After they have come up

with a series of suggestions, I give them what I consider to be the best
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answer. “Double the amount of time that you spend face to face with

qualified prospects.”

The most direct way to increase your sales has always been the same.
“Spend more time with better prospects.” If you don’t upgrade your
skills or change anything else about what you are doing, but you
double the number of minutes that you spend face to face with

prospects each day, you will probably double your sales income.

According to studies that go back as far as 1928, the average
salesperson today spends 90 minutes each day face to face with
prospects. The highest paid salespeople spend two or three times that
amount. They organize their days efficiently to assure that they
spend more minutes in the presence of people who can and will buy
their products or services. And the more time they spend with
prospects and customers, the more skilled they become at selling. The
better they get, the more they sell and the more they earn, and in less

time.

Double Your Productivity

If you examined your work, you would find that 20% of what you do
accounts for 80% of the value of all the things you do. In my
Advanced Coaching Programs, we teach our clients to identify those
20% of activities that contribute the very most value and then do

twice as many of them.
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Instead of using their intelligence to juggle their time and accomplish
a greater number of tasks, we teach them to do fewer tasks, but tasks
of higher value. Some of our clients double their productivity, and
subsequently, their income in as little as 30 days with this approach,

even if they have been working for many years in the same position.

Always look for the simplest and most direct way to get from where
you are to where you want to go. Look for the solution that has the
fewest number of steps. And most of all, take action! Get going. Get
busy. Develop a “sense of urgency.” The best ideas in the world are
of no value until they are implemented. As the poet said, “The saddest

words of mice and men are these: it might have been.”

Wave A Magic Wand

In determining your true goals, use the “Magic Wand” technique.
Imagine that you have a magic wand that you can wave over a
particular area of your life. When you wave this magic wand, your

wishes come true!

Wave a magic wand over your business and career. If you could have
any three wishes in your work, what would they be? Wave a magic
wand over your financial life. If you could have any three wishes in

your financial life, what would they be?

Wave a magic wand over your family life and your relationships. If
you could have any three wishes in this area, what would they be? If

your family life were ideal in every respect, what would it look like?
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Wave a magic wand over your health and fitness. If you could have
any three wishes with regard to your body and your physical well-
being, what would they be? If your health were perfect, how would it
be different from today?

Wave a magic wand over your skills and abilities. If you could have
any three skills or abilities, developed to a high level, what would

they be? In what areas would you like to excel?

The magic wand technique is fun on the one hand, but quite
revealing on the other. Whenever you imagine that you have a magic
wand, your true goals in that area emerge. You can also use this
exercise for other people who are not sure about what they want or
where they are going. It is amazing what comes out when you ask

this question.

Six Months To Live

Here is another goal setting question that reflects your true values.
Imagine that you went to a doctor for a full medical check-up. Your
doctor calls you back a few days later and says, “I have good news
for you and I have bad news for you. The good news is that, for the
next six months, you are going to live the healthiest and most
energetic life you could possibly imagine. The bad news is that, at the

end of 180 days, because of an incurable illness, you will drop stone
dead.”
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If you learned today that you only had six months left to live, how
would you spend your last six months on earth? Who would you
spend the time with? Where would you go? What would you strive

to complete? What would you do more of, or less of?

When you ask yourself this question, what comes to the top of your
mind will be a reflection of your true values. Your answer would

almost always include the most important people in your life. Very
few people in this situation would say, “Well, I'd like to get back to

the office and return a few phone calls.”

Make Up Your Dream List

In setting your true goals as an extension of imagining that you have
no limitations, make up a “Dream List.” A dream list is a list of
everything you would like to be, have or do in your life, sometime in

the future, if you had no limitations at all.

Mark Victor Hansen, co-author of Chicken Soup For the Soul,
recommends that you sit down with a pad of paper and make a list of
at least 100 goals that you want to accomplish in your lifetime. Then
imagine that you have all the time, all the money, all the friends, all
the abilities and all the resources necessary to achieve these goals. Let
yourself dream and fantasize. Just write down everything that you

would like to have as if you had no limitations at all.

The amazing discovery you will make is that, within 30 days after

writing out this list of 100 “Dreams,” remarkable things will begin to
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happen in your life, and your goals will start to be achieved, at a rate
that you cannot even imagine today. This seems to happen to
virtually once they have written down at least 100 goals. You should

give it a try. You could be amazed at the results.
The Instant Millionaire

Here is another goal setting question; “If you won a million

dollars tomorrow, cash, tax free, how would you change your life?”
What would you do differently? What would you get into or out of?
What would you do more of or less of? What would be the first thing
you would do if you learned today that you had just received one

million dollars cash?

This is a way of asking the question, “How would you change your
life if you were completely free to choose? The primary reason that we
stay in situations that are not the best for us is because we fear
change. But when you imagine that you have all the money that you
will ever need, to do or be whatever you want, your true goals often

emerge.

For example, if you were currently in the wrong job for you, the idea
of winning a large amount of money would cause you to think about
quitting that job immediately. If you were in the right job for you
however, winning a lot of money would not affect your career choice
at all. So ask yourself, “What would I do if I won a million dollars cash,

tax free, tomorrow?”
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No Fear Of Failure

Here is another question to help you clarify your true goals: What
have you always wanted to do but been afraid to attempt? When
you look around your world, and you look at other people who are
doing things that you admire, what have you always wanted to do as
well, but you have been afraid of taking the chance?

Have you wanted to start your own business? Have you wanted to
run for public office? Have you wanted to embark on a new career?

What have you always wanted to do but been afraid to attempt?

Do What You Love To Do

In setting goals for your life, short and long-term, you should
continually ask yourself, “What do I most enjoy doing, in each area
of my life?” For instance, if you could do just one thing all day long
in your work, what would it be? If you could do any job or full time
activity all the time, without pay, what would it be? What sort of

work or activity gives you the greatest joy and satisfaction?

The psychologist Abraham Maslow identified what he called “peak
experiences,” those moments or times when the individual feels the
happiest, most elated and exhilarated. One of your aims in life is to
enjoy as many peak experiences as possible. You achieve this by

thinking back and identifying those moments of peak experience in
your past, and by then by imagining how you could repeat them in

your present and future. What have been your happiest moments in
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life up to now? How could you have more of those moments in the

future? What do you really love to do?

Make A Difference

You should have goals for social and community involvement and
contribution as well. Think about what kind a difference you would
like to make in your world. What organizations, causes, needs or
social problems would you like to work on or in? What changes
would you like to see? Who is there who is less fortunate than you

that you would like to help?

If you were independently wealthy, what causes would you support?
Most of all, what could you do today to begin making a difference in
your world? Don’t wait until some future date when everything will

be ideal. Instead, start today in some way.

Set Clear Financial Goals

One of the most important areas of goal setting is your financial life.
If you could earn and accumulate all the money you need, you could
probably achieve most of your non-financial goals faster and easier

than you can today.

If your life were ideal, how much money would you like to earn each
month, each year? How much would you like to save and invest each
month and year? How much would you like to be worth sometime in

the future? What sort of estate would you like to accumulate by the
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time you retire, and when would you like that to be? Most people are
hopelessly confused about their financial goals, but when you
become absolutely clear about them for yourself, your ability to

achieve them increases dramatically.

Clarity Makes Your Dreams Become Your Realities

When you are absolutely clear about what you want, you can then
think about your goals, most of the time. And the more you think

about them, the faster they will materialize in your life.

This process of asking yourself questions about your goals in each
part of your life begins to clarify your thinking and make you a more
focused and definite person. As Zig Ziglar says, “You move from being
a wandering generality to becoming a meaningful specific.”

Most of all, you reach the point where you can determine your major
definite purpose in life. This is the springboard for great achievement

and extraordinary accomplishment.

Your major definite purpose will be the topic of the next chapter, and

how to achieve it will be the subject of the chapters to come.

Determine Your True Goals:

1. Write down your three most important goals in life right now.
2. What are your three most pressing problems or worries right
now?
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If you won a million dollars cash, tax free, tomorrow, what

changes in your life would you make immediately?

What do you really love to do? What gives you the greatest

feelings of value, importance and satisfaction?

If you could wave a magic wand over your life and have

anything you wanted, what would you wish for?

What would you do, how would you spend your time, if you

only had six months left to live?

What would you really want to do with your life, especially if

you had no limitations?
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CHAPTER SIX
Decide Upon Your Major Definite Purpose

“There is one quality which one must possess to win,
and that is definiteness of purpose, the knowledge of what one wants,
and a burning desire to possess it.”

Napoleon Hill

Since you become what you think about most of the time, a major
definite purpose gives you a focus for every waking moment. As
Peter Drucker said, “Whenever you find something getting done, you find

a monomaniac with a mission.”

The more you think about your major definite purpose, and how to
achieve it, the more you activate the Law of Attraction in your life.
You begin to attract to you people, opportunities, ideas and resources
that help you to move more rapidly toward your goal, and move

your goal more rapidly toward you.

By the Law of Correspondence, your outer world of experience will
correspond and harmonize with your inner world of goals. When
you have a major definite purpose that you think about, talk about
and work on all the time, your outer world will reflect this, like a

mirror image.

A major definite purpose also activates your subconscious mind on
your behalf. Any thought, plan or goal that you can clearly define in

your conscious mind, will immediately start to be brought into reality
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by your subconscious mind (and your superconscious mind, as we

will discuss later).

Activate Your Reticular Cortex

Each person has within his or her brain a special organ called a
“reticular cortex.” This small finger-like part of the brain functions in
a way similar to a telephone switchboard in a large office building.
Just as all phone calls are received by the central switchboard and
then rerouted to the appropriate recipient, all incoming information
to your senses is routed through your reticular cortex to the relevant

part of your brain, or your awareness.

Your reticular cortex contains your reticular activating system. When
you send a goal message to your reticular cortex, it starts to make you
intensely aware of and alert to people, information and opportunities

in your environment that will help you to achieve your goal.

A Red Sports Car

For example, imagine that you decided that you wanted a red sports
car. You write this down as a goal. You begin to think about and
visualize a red sports car. This process sends the message to your
reticular cortex that a “red sports car” is now important to you. This

picture immediately goes up onto your mental radar screen.

From that moment onward, you will start to notice red sports cars

wherever you go. You will even see them driving and turning
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corners several blocks away. You will see them parked in driveways
and in showrooms. Everywhere you go, your world will seem to be

full of red sports cars.

If you decided to buy a motorcycle, you would start to see
motorcycles everywhere. If you decided to take a trip to Hawaii, you
would begin to notice posters, advertisements, brochures and
television specials with information on Hawaiian vacations.
Whatever goal message you send to your reticular cortex activates
your reticular activating system to make you alert to all possibilities

to make that goal a reality.

Achieve Financial Independence

If you decide to become financially independent, you will suddenly
begin to notice all kinds of opportunities and possibilities around you
that have to do with achieving your financial goals. You will see
stories in newspapers and recognize books on the subject wherever
you go. You will receive information and solicitations in the mail.
You will find yourself in conversations about earning and investing
money. It will seem as though you are surrounded by ideas and
information that can be helpful to you in achieving your financial

goals.

On the other hand, if you do not give clear instructions to your
reticular cortex and your subconscious mind, you will go through life

as though you were driving in a fog. You will be largely unaware of
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all these opportunities and possibilities around you. You will seldom

see them or notice them.

It has been said that, “Attention is the key to life.” Wherever your
attention goes, your life goes as well. When you decide upon a major
definite purpose, you increase your level of attentiveness and become
increasingly sensitive to anything in your environment that can help

you to achieve that goal faster.
Your Major Definite Purpose

Your major definite purpose can be defined as the one goal that is the
most important to you at the moment. It is usually the one goal that
will help you to achieve more of your other goals than anything else

you can accomplish. It must have the following characteristics:

1. It must be something that you personally really, really want.
Your desire for this goal must be so intense that the very idea
of achieving your major definite purpose excites you and

makes you happy.

2. It must be clear and specific. You must be able to define it in
words. You must be able to write it down with such clarity
that a child could read it and know exactly what it is that you
want, and be able to determine whether or not you have

achieved it.
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3. Your major definite purpose must be measurable and
quantifiable. Rather than “make a lot of money,” it must be

more like, “I earn $100,000 per year by (a specific date).”

4. It must be both believable and achievable. Your major definite
purpose cannot be so big or so ridiculous that it is completely

unattainable.

Keep Your Feet On The Ground

A woman approached me at one of my seminars and told me that she
had decided upon her major definite purpose. I asked her what it

was. She said, “I am going to be a millionaire in one year.”

Curiously, I asked her approximately how much she was worth
today. It turned out that she was broke. I asked her what kind of
work she did. It turned out that she had just been fired from her job
because of incompetence. I then asked her why she would set a goal

to acquire a million dollars in one year under these circumstances?

She informed me that I had said that you could set any major goal
you wanted as long as you were clear, and she was therefore
convinced that was all she needed to be successful. I had to explain to
her that her goal was so unrealistic and unattainable in her current
circumstances that it would only discourage her when she found
herself so far away from it. Such a goal would actually end up
demotivating her rather than motivating her to do the things she

would need to be financially successful in the years ahead.
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Be Honest With Yourself

A man at one of my seminars told me that his major definite purpose
was “world peace.” I explained to him that, unless he was the head of
a major super power, there was very little influence he could have on
“world peace.” Such a goal would only keep him from setting a
personal goal that was attainable, something he could work on every
day. He was visibly irritated and walked away, unhappy with my

reluctance to encourage him in his fantasy.

In both of these cases, they were using goal setting against
themselves. They were setting themselves up for failure by creating
goals that were so unachievable that they would soon become

discouraged and quit making any efforts at all.

This is a real danger when you begin setting big goals for yourself,
and you must be careful to avoid it. It can be a blind alley that leads
you into discouragement and demotivation rather than to enthusiasm

and excitement.

Don’t Sabotage Yourself

I made this mistake myself when I was younger. When I first started
setting goals, I set an income goal that was ten times what [ had ever
earned in my life. After many months, and no progress at all, I
realized that my goal was not helping me. Because it was so far
beyond anything that I had ever achieved, it had no motivating
power. In my heart of hearts, although I wanted it, I really did not
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believe it was possible. And since I did not believe it was possible, my
subconscious mind rejected it and my reticular cortex simply failed to

function. Don’t let this happen to you.

5. Your major definite purpose should have a reasonable
probability of success, perhaps 50:50 when you begin. If you
have never achieved a major goal before, set a goal that has an
80% or 90% probability of success. Make it easy on yourself, at
least at the beginning. Later on, you can set huge goals with
very small probabilities of success, and you will still be
motivated to take the steps necessary to achieve them. But in
the beginning, set goals that are believable, achievable and
which have a high probability of success so that you can be

assured of winning right from the start.

6. Your major definite purpose must be in harmony with your
other goals. You cannot want to be financially successful in
your career on the one hand, and play golf most of the time on
the other. Your major goals must be in harmony with your

minor goals, and congruent with your values.
The Great Question
Here is the key question for determining your major definite

purpose: “What one great thing would you dare to dream if you

knew you could not fail?”
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If you could be absolutely guaranteed of successfully achieving any
goal, large or small, short term or long term, what one goal would it
be? Whatever your answer to this question, if you can write it down,
you can probably achieve it. From then on, the only question you ask
is, “How?” The only real limit is how badly you want it, and how

long you are willing to work toward it.

A Nobel Prize Winner

One of my seminar participants, a professor of chemistry at a leading
university, had won a Nobel Prize in Chemistry two years before, in
partnership with two other scientists. He told me that, when he
started his university career in his twenties, he decided that he
wanted to make a major contribution in the field of chemistry. That
was his major definite purpose. He focused on it for more than 25

years. And eventually he was successful.

He told me, “I was clear from the very beginning. I never doubted
that I would eventually make such a significant contribution to
chemistry that I would win the Nobel Prize. I was happy when it

happened, but it was not a surprise.”

Be Willing To Pay The Price

Everyone wants to be a millionaire, or a multi-millionaire. The only
question is whether or not you are willing to do all the things
necessary, and invest all the years required, to achieve that financial

goal. If you are, there is virtually nothing that can stop you.
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The Ten Goal Exercise

Here is an exercise for you. Take out a sheet of paper and write down
a list of ten goals you would like to accomplish in the foreseeable
future. Write them in the present tense, as though you had already
achieved these goals. For example, you would write, “I weigh XXX

pounds.” Or, “I earn XXX dollars per year.”

After you have completed your list of ten goals, go back over the list and
ask yourself this question: “What one goal on this list, if I were to accomplish

it immediately, would have the greatest positive impact on my life?”

In almost every case, this one goal is your major definite purpose. It
is the one goal that can have the greatest impact on your life, and on

the achieving of most of your other goals, at the same time.

Whatever goal you choose, write it on a separate sheet of paper.
Write down everything that you can think of that you can do to
achieve this goal, and then take action on at least one item on your
list. Write this goal on a 3 x 5 index card that you carry around with
you and review it regularly. Think about this goal morning, noon and
night. Continually look for ways to achieve it. And the only question

you ask is, “How?”

Think About Your Goal

Your selection of a major definite purpose, and your decision to

concentrate single mindedly on that purpose, overcoming all
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obstacles and difficulties until it is achieved, will do more to change
your life for the better than any other decision you ever make.
Whatever your major definite purpose, write it down and begin

working on it today.

Decide Upon Your Major Definite Purpose:

1. What one great thing would you dare to dream if you knew

you could not fail?

2. Make a list of ten goals you would like to achieve in the
months and years ahead, in the present tense. Select the one
goal from that list that would have the greatest positive

impact on your life.

3. Determine how you will measure progress and success in the

achieving of this goal. Write it down.

4. Make a list of everything you can think of to do that will
move you toward your goal. Take action on at least one thing
immediately.

5. Determine the price you will have to pay in additional work,

time and commitment to achieve your goal, and then get busy

paying that price.
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CHAPTER SEVEN
Analyze Your Beliefs

“The only thing that stands between a man and what he wants from life is
often merely the will to try it and the faith to believe that it is possible.”
Richard M. DeVos

Perhaps the most important of all mental laws is the Law of Belief.
This law says that, whatever you believe, with conviction, becomes
your reality. You do not believe what you see; you see what you
already believe. You actually view your world through a lens of
beliefs, attitudes, prejudices and preconceived notions. “You are not

what you think you are, but what you think, you are.”

In the Old Testament, it says, “As a man thinketh in his heart, so is he.”
This means that, you always act on the outside based on your

innermost beliefs and convictions about yourself.

In the New Testament, Jesus says, “According to your faith, it is done
unto you.” This is another way of saying that your intense beliefs

become your realities. They determine what happens to you.

Dr. William James of Harvard said in 1905, “Belief creates the actual
fact.” He went on to say, “The greatest revolution of my generation is the
discovery that individuals, by changing their inner attitudes of mind, can

change the outer aspects of their lives.”
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Change Your Thinking, Change Your Life

All improvement in your life comes from changing your beliefs about
yourself and your possibilities. Personal growth comes from
changing your beliefs about what you can do and about what is
possible for you. Would you like to double your income? Of course
you would! Here is the question; do you believe that it is possible?
How would you like to triple your income? Do you believe that that

is possible as well?

Whatever your level of skepticism, let me ask you a question. Since
you started your first job, haven’t you already doubled or tripled
your income? Aren’t you already earning vastly more than you
earned when you started? Haven’t you already proven to yourself
that it is possible to double and triple your income? And what you
have done before, you can do again, and probably over and over, if

you just learn how. You simply have to believe that it is possible.

Napoleon Hill said, “Whatever the mind of man can conceive and believe,

it can achieve.”
Your Master Program For Success

Perhaps the greatest breakthrough in the 20™ century in the field of
human potential was the discovery of the self-concept. Everything
you do or achieve in your life, every thought, feeling or action, is
controlled and determined by your self-concept. Your self-concept

precedes and predicts your levels of performance and effectiveness in
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everything you do. Your self-concept is the master program of your
mental computer. It is the basic operating system. Everything that

you accomplish in your outer world is a result of your self-concept.

What psychologists have discovered is that your self-concept is made
up of the sum total of all of your beliefs, attitudes, feelings and
opinions about yourself and your world. Because of this, you always
operate in a manner consistent with your self-concept, whether

positive or negative.

Garbage In, Garbage Out

Here is an interesting discovery about the self-concept. Even if your
self-concept is made up of erroneous beliefs about yourself or your
world, as far as you are concerned, these are facts and you will think,

feel and act accordingly.

As it happens, your beliefs about yourself are largely subjective. They
are often not based on fact at all. They are the result of information
you have taken in throughout your life, and the way you have
processed that information. Your beliefs have been shaped and
formed by your early childhood, your friends and associates, your
reading and education, your experiences, both positive and negative,

and a thousand other factors.

The worst of all beliefs are self-limiting beliefs. If you believe yourself
to be limited in some way, whether or not it is true, it becomes true

for you. If you believe it, you will act as if you were deficient in that
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particular area of talent or skill. Overcoming self-limiting beliefs and
self-imposed limitations is often the biggest obstacle standing

between you and the realization of your full potential.
Ignore The Experts

Albert Einstein was sent home from school as a young man with a
learning disability. His parents were told that he was incapable of
being educated. They refused to accept this diagnosis and eventually

arranged for him to get an excellent education.

Dr. Albert Schweitzer had the same problems at school as a boy. His

parents were encouraged to apprentice him to a shoemaker so that he
would have a safe, secure job when he grew up. Both men went on to
earn doctorates before the ages of twenty, and to leave their marks on

the history of the twentieth century.

According to an article in Fortune Magazine on learning disabilities
in business, many presidents and senior executives of Fortune 500
corporations today were diagnosed in school as being not
particularly bright or capable. But by virtue of hard work, they went

on to achieve great success in their industries.

Thomas Edison was expelled from school in the 6™ Grade. His
parents were told that it would be a waste of time to spend any
money educating him, because he was not particularly smart or

capable of being taught anything. Edison went on to become the
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greatest inventor of the modern age. This kind of story has been

repeated thousands of times.

Self-limiting beliefs, sometimes based on a single experience or a
casual remark, can hold you back for years. Almost everyone has had
the experience of mastering a skill in an area where they thought they
had no ability, and being quite surprised at themselves. Perhaps this
has happened to you. You suddenly realize that your limiting ideas

about yourself in that area were not based on fact at all.

You Are Better Than You Know

Louise Hay, the writer, says that the roots of most of our problems in
life are contained in the feeling, “I'm not good enough.” Dr. Alfred
Adler said that it is the natural inheritance of western man to have
feelings of “inferiority” that start in childhood and often continue

through adult life.

Many people, because of their negative beliefs, most of which are
erroneous, falsely consider themselves to be limited in intelligence,
talent, capability, creativity or skill of some kind. In virtually every

case, these beliefs are false.

The fact is that you have more potential than you could ever use in
your entire lifetime. No one is better than you and no one is smarter than
you. People are just smarter or better in different areas at different

times.
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You Could Be A Genius

According to Dr. Howard Garner of Harvard University, the founder
of the concept of multiple intelligences, you are possessed of at least

ten different intelligences, in any one of which you might be a genius.

Unfortunately, only two intelligences are measured and reported
throughout school and university: verbal and mathematical. But you
could be a genius in the areas of visio-spatial intelligence (art, design,),
entrepreneurial intelligence (business startups), physical or kinesthetic
intelligence (sports), musical intelligence (playing musical
instruments, writing music), interpersonal intelligence (getting along
well with others), intra-personal intelligence (understanding yourself
at a deep level), intuitive intelligence (ability to sense the right thing
to do or say), artistic intelligence (creating works of art) or abstract

intelligence(physics, science).

As the saying on the wall of the inner city school reads, “God don't
make no junk.” Each person is capable of achieving excellence in some
way, in some area. You have within you, right now, the ability to
function at genius or exceptional levels in at least one, and perhaps
several different intelligences. Your job is to find out what it could be

for you.

Your responsibility to yourself is to cast off all these self-limiting
beliefs and accept that you are an extraordinarily capable and
talented person. You are engineered for greatness and designed for

success. You have competencies and capabilities that have never been
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tapped. You have the ability within yourself, right now, to
accomplish almost any goal you can set for yourself if you are willing

to work long enough and hard enough to achieve it.

Your Beliefs Are Acquired, Not Inborn

The good news about beliefs is that all beliefs are learned. They can
therefore be unlearned, especially if they are not helpful. When you
came into the world, you had no beliefs at all - about yourself, your
religion, your political party, other people, or the world in general.
Today, you “know” a lot of things. But, as the comic Josh Billings
once wrote, “It ain’t what a man knows what hurts him. It's what he

knows what ain’t true.”

There are many things that you know about yourself that are simply
not true. And these are almost always in the area of self-limiting
beliefs. The starting point of unlocking more of your potential is for
you to identify your self-limiting beliefs and then ask, “What if they
were not true, at all?”

What if you were possessed of an extraordinary ability in an area
where you didn’t think you were very good at all, such as selling,

entrepreneurship, public speaking or money making?

Think Of Yourself Differently

Everywhere I go, throughout the world, I have taught these
principles to many tens of thousands of people. I have filing drawers

full of letters and emails from people who had never heard this idea
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of self-limiting beliefs before. But once they heard it, they changed
their entire attitudes towards themselves. They began to see
themselves as far more competent and capable in key areas of their

lives than they had ever been before.

In no time at all, they began transforming their lives and changing
their results. Their incomes doubled and tripled and quadrupled.
Many of them became millionaires and multi-millionaires. They went
from the bottom of their companies to the top, from the worst
performer in their sales forces to the highest earning person in their

companies.

After they changed their beliefs about themselves and their personal
potentials, they learned new skills and took on new challenges. They
set bigger goals and threw their whole hearts into achieving them. By
questioning their beliefs, and by refusing to accept that they were
limited in any way, they took complete charge of their lives and
careers, and created new realities for themselves. And what countless

others have done, you can do as well.

Select The Beliefs You Want

Imagine that there was a “Belief Store,” very much like a computer
software store that you could visit and purchase a belief to program
into your subconscious mind. If you could choose any set of beliefs at

all, which beliefs would be the most helpful to you?
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Here is my suggestion. Select this belief: “I am destined to be a big

success in life.”

If you absolutely believe that you are destined to be a big success, you
will walk, talk, and act as if everything that happens to you in life is
part of a great plan to make you successful. And as it happens, this is

how the top people think in every field.

Look For The Good

Top people look for the good in every situation. They know that it is
always there. No matter how many reversals and setbacks they
experience, they expect to get something good out of everything that
happens to them. They believe that every setback is part of a great
plan that is moving them inexorably toward achieving the great

success that is inevitable for them.

If your beliefs are positive enough, you will seek the valuable lesson in
every setback or difficulty. You will confidently believe that there are
many things that you have to learn on the road to achieving and
keeping your ultimate success. You therefore look upon every
problem as a learning experience. Napoleon Hill wrote, “Within
every difficulty or obstacle, there is the seed of an equal or greater

advantage or benefit.”

With this kind of an attitude, you benefit from everything that
happens to you, positive or negative, as you move upward and

onward toward achieving your major definite purpose.
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Act Your Way Into Feeling

There is a Law of Reversibility in psychology and metaphysics that
says, “You are more likely to act yourself into feeling a particular

way than you are to feel yourself into acting.”

What this means is that, when you start off, you may not feel like the
great success that you desire to be. You will not have the self-
confidence that comes from a record of successful achievement. You
will often doubt your own abilities, and fear failure. You will feel that

you are not good enough, at least, not yet.

But if you “act as if” you were already the person you desire to be,
with the qualities and talents that you desire to have, your actions
will generate the feelings that go with them. You will actually act
yourself into feeling the way you want to feel by the Law of

Reversibility.

If you want to be one of the top people in your business, dress like
the top people. Groom like the top people. Organize your work
habits the way they do. Pick the most successful people in your field
and use them as your role models. If possible, go to them and ask
them for advice on how to get ahead more rapidly. And whatever

advice they give you, follow it immediately. Take action.

When you start to walk, talk, dress and behave like the top people,
you soon begin to feel like the top people. You will treat other people
like the top people do. You will work the way the top people work.
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You will start to get the results that the top people get. In no time at
all, you will be one of the top people yourself. It may be trite to say

“Fake it until you make it!” but there is a lot of truth to it.
The Secret Of A Sales Manager

A friend of mine is a very successful sales manager. After he had
carefully interviewed and then selected a new salesman, he would
take the salesman to a Cadillac dealership and insist that he trade in
his old car for a new Cadillac. The salesman would usually balk at
the idea. He would be frightened of the cost of the car and the huge
monthly payments involved. But the sales manager would insist that

he buy the Cadillac as a condition of employment.

What do you think happened afterwards? First, the salesman would
drive the car home, and his wife would almost have a heart attack
when she saw that he had bought a new Cadillac. But after she had
settled down, he would take her for a ride around the neighborhood
in the new Cadillac. The neighbors would see them driving in a new
Cadillac as he waved on the way past. He would park his new
Cadillac in front of his house or in his driveway. People would come
over and admire it. Gradually, imperceptibly, at a subconscious level,
his attitude toward himself and his earning potential would begin to

change.

Within a few days, he began to see himself as the kind of person who
drove a new Cadillac. He saw himself as a big money earner in his

field. He saw himself as one of the top performers in his industry.
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And time after time, almost without fail, average salespeople in this
organization became sales superstars. Their sales performance
jumped and they earned more than they had ever before. Soon, the
payments on the new Cadillac were of no concern because their

incomes were so much greater.

Create The Mental Equivalent

Emmet Fox, the spiritual teacher, once said that, “Your main job in life
is to create the mental equivalent within yourself of what you want to realize

and enjoy in your outer world.”

Your focus must be on creating the beliefs within yourself that are
consistent with the great success you want to be in your outer world.
You achieve this by challenging your self-limiting beliefs, rejecting

them and then acting as if they did not exist.

You reinforce the development of new, life-enhancing beliefs by
increasing your knowledge and skills in your field to the point where
you feel equal to any demand or challenge. You accelerate the
development of new, positive beliefs by setting bigger and more
exciting goals in every area. Finally, you act continually as if you

were already the person that you desire to be.

Your aim is to reprogram your subconscious mind for success by

creating the mental equivalent in everything you do or say.
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Behave Consistent With Your New Self Image

You develop new beliefs by taking actions consistent with those
beliefs. You act as if you already believed that you have these
capabilities and competences. You behave like a positive, optimistic
and cheerful person toward everyone. You act as if your success were
already guaranteed. You act as if you have a secret guarantee of

success, and only you know about it.

You realize that you are developing, shaping and controlling the
evolution of your own character and personality by everything that

you do and say, every single day.

Since you become what you think about, you should only say and do
those things that are consistent with your self-ideal, the person you
most aspire to be, and your long-term future ideals. You should only
think and talk about the things that are moving you toward
becoming the person you want to be and toward achieving the goals

that you want to achieve.

Make A Decision

Make a decision this very day to challenge and reject any self-limiting
beliefs that you might have that could be holding you back. Look into
yourself and question the areas of your life where you have doubts
about your abilities or talents. You might ask your friends and

family members if they see any negative beliefs that you might have.
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Often, they will be aware of negative self-limiting beliefs you have
that you are not aware of yourself. In every case, once you have
identified these negative beliefs, ask yourself, “What if the opposite

were true?”

What if you had the ability to be extraordinarily successful in an area
where you currently doubt yourself? What if you had been
programmed from infancy with genius ability in a particular area?
For example, what if you had within you, right now, the ability to
earn and keep all the money you could ever want, throughout your

life? What if you had a “golden touch” with regard to money?

If you absolutely believed these things to be true, what would you do

differently from what you are doing today?

Keep Your Words and Actions Consistent

Your beliefs are always manifested in your words and actions. Make
sure that everything you say and do from now on is consistent with
the beliefs that you want to have, and the person that you want to
become. In time, you will replace more and more of your self-limiting
beliefs with life-enhancing beliefs. Over time, you will completely
reprogram yourself for success. When this occurs, the transformation
that takes place in your outer life will amaze you, and all the people

around you.
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Analyze Your Beliefs:

“Act as if!” If you were one of the most competent and highly
respected people in your field, how would you think, act and

feel differently from today?

Imagine that you have a “golden touch” with regard to
money. If you were an extremely competent money manager,

how would you handle your finances?

Identify the self-limiting beliefs that could be holding you

back. How would you act if they were completely untrue?

Select a belief that you would most like to have about yourself
at a deep inner level. Pretend as if you already believe this to

be true about you.

Look into the most difficult situation you are dealing with
right now. What valuable lessons does it contain that can help

you to be better in the future?
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CHAPTER EIGHT
Start at the Beginning

“Your problem is to bridge the gap between where you are now
and the goals you intend to reach.”

Earl Nightingale

Imagine that you were going to take a long trip across the country.
The first thing you would do would be to choose your destination
and then get a road map to determine the very best way to get there.
Each day, before you started out, you would locate yourself on a map
relative to where you are and where you plan to go in the hours

ahead. Life is very much the same.

Once you have decided upon your values, vision, mission, purpose
and goals, the next step is for you to analyze your starting point.
Exactly where are you today, and how are you doing, in each of the

important areas of your life, especially as they relate to your goals?

Practice The Reality Principle

Jack Welch, CEO of General Electric for many years, once said that
the most important quality of leadership is the “reality principle.” He
defined this as the ability to see the world as it really is, not as you
wish it were. He would begin every meeting to discuss a goal or a

problem with the question, “What's the reality?”
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Peter Drucker refers to this quality as “intellectual honesty,” dealing
with the facts exactly as they are before attempting to solve a
problem or make a decision. Abraham Maslow once wrote that the
first quality of the self-actualizing person was the ability to be
completely honest and objective with himself, or herself. It is the

same with you.

If you want to be the best you can be, and to achieve what is truly
possible for you, you must be brutally honest with yourself and your
point of departure. You must sit down and analyze yourself in detail

to decide exactly where you are today in each area.

Start At The Beginning

For example, if you decided to lose weight, the very first thing you
would do is to weigh yourself to determine how much you weight
today. From then on, you continually use that weight as your
measure for whether or not you are making progress in weight

reduction.

If you decide to begin a personal exercise program, the first thing you
do is to determine how much you are exercising today. How many
minutes per day and per week are you exercising, and how intensely
each time? What kind of exercises are you doing? Whatever your
answer, it is important that you be as accurate as you possibly can.
You then use this answer as a starting point and make your exercise

plans for the future based on it.
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Determine Your Hourly Rate

If you want to earn more money, the first thing you do is sit down
and determine exactly how much you are earning right now. How
much did you earn last year, and the year before? How much will
you earn this year? How much are you earning each month? The best
measure of all is for you to determine how much you are earning

each hour, right now.

You can determine your hourly rate by dividing your annual income
by 2000, the approximate number of hours that you work each year.
Even better, you can divide your monthly income by 172, the number

of hours you work, on average, each month.

Many of my coaching clients calculate their hourly rate each week,
and compare it against previous weeks. They then set a goal to
increase the value of what they do each hour so as to increase the
amount they earn each hour on a go-forward basis. You should do

the same.

Tight Time or Financial Measures Improve Performance

The tighter and more accurate your calculations regarding your
income, or any other area, the better and faster you can improve in
each one of them. For example, the average person thinks in terms of
monthly and annual salary. This is hard to analyze and increase.
Conversely, the high performer thinks in terms of hourly rate, which

is amenable to improvements on a minute-to-minute basis.
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Since you are the president of your own personal services
corporation, you should view yourself as being on your own payroll.
Imagine you are paying yourself by the hour. Be just as demanding
on yourself as you would be on someone else who was working for

you. Refuse to do anything that doesn’t pay your desired hourly rate.

Your Current Net Worth

If you have set a long-term financial goal, the next step is for you to
determine exactly how much you are worth today, in financial terms.
If your goal is to become a millionaire in the years ahead, you must

calculate exactly how much you have accumulated as of today’s date.

Most people are confused or dishonest about this calculation. Your
true dollar net worth is the amount that you would have left over if
you sold everything you own today at what the market would pay,

and then paid off all your bills, prior to leaving the country.

Many people place a high value on their personal possessions. They
think that their clothes, cars, furniture and electronics are worth a lot
of money. But the true value of these items is usually not more than

10% or 20% of what you paid, and sometimes less.
Develop Long Term Financial Plans
For accurate financial planning, calculate your net worth today and

then draw a line from that point to your long-term financial goal.

Divide the line by the number of years you intend to spend to
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achieve that financial goal. In this way, you will know exactly how
much you have to save, invest and accumulate each year in order to

become financially independent.

Is your goal realistic, based on where you are today and the time that
you have allocated to get to where you want to go? If your goal is not
realistic, force yourself to be completely honest and revise both your

calculations and your projections.

Practice Zero Based Thinking

When you begin to plan your long-term future, one of the most
valuable exercises you can engage in is called “zero based thinking.”
In zero based thinking, you ask this question, “Knowing what I now
know, is there anything that I am doing today that I wouldn't start

up again today, if I had to do it over, knowing what I now know?”

No matter who you are or what you are doing, there are certain
things in your life that, knowing what you now know, you wouldn’t

get into again today if you had them to do over.

It is difficult, if not impossible, for you to make progress in your life if
you allow yourself to be held back by decisions you have made in the
past. If there is something in your life that you wouldn’t get into

again today, your next question is, “How do I get out, and how fast?”

Apply zero based thinking to the people in your life, both business

and personal. Is there any relationship in your life, that knowing what
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you now know, you wouldn’t get into? Is there any person that you
have hired, assigned or promoted that, knowing what you now
know, you wouldn’t hire back again today? Is there any person that
you are working with or for that, knowing what you now know, you
wouldn’t get involved with again today? Be perfectly honest with

yourself when you ask and answer these questions.

Evaluate Each Area of Your Life

Examine every aspect of your work life and career. Is there any job that
you have taken on that, knowing what you now know, you wouldn’t
get into? Is there any part of your business or work, that knowing
what you now know, you wouldn’t start up again? Is there any
activity, process, product, service or expenditure in your business
that, knowing what you now know, you wouldn’t embark upon

again today, if you had to do it over?

After people and work considerations, look at your investments. Is
there any investment of time, money or emotion that, knowing what
you now know, you wouldn’t get into again today, if you had to do it

over? If the answer is “no”, how do you get out, and how fast?

Be Prepared to Make Necessary Changes

I have a good friend who was a golfer in high school and university.
As a bachelor, he played golf several times a week. He organized his
entire life around golf, even flying south in the winter to golf courses

that had no snow on them.
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Over time, he started and built a business, got married and had
children. But he was still “locked in” to the idea of playing golf
several times a week. Eventually, the enormous time commitment of
playing golf began to affect his business, his married life and his

relationship with his children.

When the stress became too great, he sat down and zero based his
activities. He realized that, knowing what he now knew, in his
current situation, the golf would have to be cut back dramatically if
he was going to achieve other things in his life that were now more
important. By reducing his golfing time, he got his whole life back
into balance in just a few weeks. How might this principle apply to
you? What major time consuming activities should you reduce or

eliminate?

Circumstances Are Continually Changing

Fully 70% of the decisions that you make will turn out to be wrong in
the fullness of time. When you made the decision or commitment, it
was probably a good idea, based on the circumstances of the
moment. But now, the situation may have changed and it is time to

“zero base” it based on the way things are today.

You can usually tell if you are in a zero based thinking situation
because of the stress that it causes. Whenever you are involved in
something that knowing what you now know, you wouldn’t get into,

you experience ongoing stress, aggravation, irritation and anger.
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Sometimes people spend an enormous amount of time trying to
make a business or personal relationship succeed. But if you zero
base this relationship, the correct solution is often to get out of the
relationship altogether. The only real question is whether or not you
have the courage to admit that you were wrong and take the

necessary steps to correct the situation.

What Is Holding You Back?

If you want to earn a certain amount of money, ask yourself, “why
am I not I earning this amount of money already?” What is holding
you back? What is the major reason that you are not already earning
what you want to earn? Again, you must be perfectly honest with

yourself.

Look around you and identify people who are earning the kind of
money that you want to earn. What are they doing differently from
you? What special skills and abilities have they developed that you
have not yet developed? What skills and abilities do you need to
acquire if you want to earn the same kind of money they are earning?
If you are not sure, go and ask them. Find out. This is too important

for guesswork or chance.

Determine Your Level of Skills And Ability

Do a skills inventory on yourself. First, identify the key result areas of

your work. These are the tasks that you absolutely, positively have to
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fulfill in an excellent fashion in order to do your job well. What are

they?

In every job there are seldom more than 5-7 key result areas. These
are critical tasks. You must be excellent at each one of them in order
to do the whole job for which you are paid. You must be good at
every one of these tasks if you want to earn the kind of money that

you are capable of earning.

Here is an important discovery: Your weakest key skill sets the height
at which you can use all your other skills. Your weakest key result
area, whatever it is, determines your income in your field. You can be
absolutely excellent at everything except for one key skill, and that
skill will hold you back, every step of the way.

In what area, at which skill are you the very best at what you do?
What particular skill, or combination of skills, is responsible for your
success in your career to date? What is it that you do as well or better

than anyone else?

Identify Your Weakest Areas

Once you have answered these questions, you then look at yourself
in the mirror and ask, “What are my weakest skill areas?” Where are
you below average or poor? What is it that you do poorly that
interferes with your ability to use your other skills? What is it that
you do poorly, that other people do better than you? Especially, what

key skills do you lack that are essential for your success? Whatever
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they are, you need to identify them accurately and honestly and then
make a plan to improve in each area. (We will discuss this in depth in

a later chapter.)

Imagine Starting Over

When you embark on the achievement of any great goal, you should
imagine that, at any time, you could start your career over again.
Never allow yourself to feel locked in or trapped by a particular

decision from the past. Keep focused on the future.

Many people today are walking away from their educations, their
businesses, their industries and their years of experience and getting
into something completely new and different. They are honest
enough to recognize that there is a limited future in the direction they
are going, and they are determined to get into something where the

future possibilities are far greater. You must do the same.

In doing a baseline assessment of yourself and your life, you must
face the facts, whatever they are. As Harold Geneen of ITT once said,
“Facts don’t lie.” Seek out the real facts, not the obvious facts, the
apparent facts, the hoped for facts or the wished for facts. The true

facts are what you need to make good decisions.

Be Prepared to Reinvent Yourself

Take a hard look at your current company and industry. Take a hard

look at your current job situation. Take a hard look at your market

PAGE 108



GOALS!

relative to your competitors. In reinventing yourself, stand back and
think about starting your career over again today, knowing what you

now know.

Imagine that your job and your industry disappeared overnight.
Imagine that you had to make brand new career choices. If you were
starting over again today, with your special combination of talents
and skills, what would you choose to do that is different from what

you are doing now?

Your Most Valuable Asset

Your most valuable financial asset is your earning ability. It is your
ability to apply your talents and skills in the marketplace to earn
money. In reality, you could lose your home, your car, your bank
account, and your furniture, and be left with nothing but the clothes
on your back. But as long as your earning ability was intact, you
could walk across the street and begin generating a good living

almost immediately.

Your earning ability is extremely precious to you. And your earning
ability can be either an appreciating asset or a depreciating asset. Your
earning ability can grow in value if you continue to invest in it and
develop it. It can decline in value if you begin to take it for granted

and start to coast on the basis of what you have done in the past.
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Bundle of Resources

See yourself as a “bundle of resources,” capable of doing many
different things. You have a wide variety of skills, abilities,
knowledge, talents, education and experience. There are many jobs
and tasks that you could do, or learn to do, extremely well. Never
allow yourself to get locked in to a particular course of action,

especially if you are not happy with the way things are going today.

In mentally starting over, as though you were beginning your career
anew, look deeply into yourself as well. What good habits do you
have that are helping you and moving you toward your goals? What
bad habits have you developed that may be holding you back? What
are your very best qualities of character and personality? What are
your weakest qualities? What new habits and qualities do you need
to develop to get the very most out of yourself, and what is your plan
to begin developing them? What bad habits do you need to get rid of,
and replace with good habits?

Go From Good to Great

Jim Collins in his best selling business book, Good to Great, says that
you must be willing to ask the “brutal questions” of yourself and
your business if you are going to identify and remove the obstacles
that are preventing you from moving ahead. What are some of the
brutal questions that you have to ask yourself before you launch

wholeheartedly toward your goals?
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Whenever I do strategic planning for a company, we start off the
session with four questions. First, where are we now? We gather data
and information from every part of the company to develop a crystal
clear picture of our starting point, especially with regard to sales,

market position and profitability.

Second, we ask, “where would we ideally like to be in the future?”
We idealize and practice future orientation. We imagine that we can
make the company into anything we like in the years ahead, and we
create a perfect vision of what the company would look like if we

were successful in every respect.

Third, we ask, “How did we get to where we are today? What did we
do right? What would we do differently? What have been our biggest
successes so far, and why did they occur? What have we failed at,
and what were the reasons for it? As George Santayana wrote,

“Those who do not learn from history are doomed to repeat it.”

The fourth question we ask and answer is always, “What do we do
now, to get from where we are to where we want to go?” Based on our
experience, what should we be doing more of, or less of? What
should we start doing that we are not doing today? What should we
stop doing altogether?

Put Together Your Own Strategic Plan

The good news is that if we have answered the first three questions

accurately, the strategic plan or blueprint comes together more easily
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than if we were trying to plan without being clear about where we

were or how we got there.

There is an old saying, “Well begun is half done.” Doctors say,
“Accurate diagnosis is half the cure.” Taking the time to honestly
evaluate each part of your situation before you launch toward your
goal will save you months and even years on your journey. In many
cases, it will force you to reevaluate your goals in the light of superior
analysis and knowledge. It will dramatically improve the speed at

which you achieve your goals once you get going.

Start At The Beginning;:

1. Determine the reality of your current situation relative to your
major goals. Where are you now, and how far do you have to

go?

2. Apply the zero based thinking principle to every area of your
life. What are you doing today that you wouldn’t get into

again if you had it to do over, knowing what you now know?

3. Do a complete financial analysis of your life. How much are
you earning today, and how much are you worth? What are

your goals in these areas?

4. Do a complete skills analysis on yourself and your work.

Where are you good? Where do you need to improve?
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Determine exactly how much you earn each hour, and what it
is you do to earn that amount. What do you have to do to

increase your hourly rate in the months ahead?

Imagine your future was perfect in every way. What would

have to happen to make that vision a reality?
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CHAPTER NINE

Measure Your Progress

“There is no road too long to the man who advances deliberately
and without undue haste; there are no honors too distant to the man
who prepares himself for them with patience.”

Jean de la Bruyere

You have incredible mental powers that you habitually fail to use to
their full extent. By systematically setting goals for your life and
making detailed plans to achieve them, you will save yourself years
of hard work in reaching the same level of success. Goal setting
enables you to use vastly more of your thinking powers than the

average persomn.

Your conscious mind is the “head office” of your life. Its role is to
deal with the information in your environment and then to identify,
analyze, compare it against other information and then to decide

what actions to take.

But it is your subconscious mind that contains the great powers that
can enable you to accomplish vastly more than you ever have before.
At least 90% or more of your mental powers are “below the surface.”
It is essential that you learn to tap into these powers to motivate,
stimulate and drive you forward toward the achievement of your

goals.
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Program Yourself With Goals

Your subconscious mind functions best with clear goals, specific
tasks, deliberate measures and firm deadlines. The more of these
with which you program your subconscious computer, the better it
functions for you and the more you will accomplish in a shorter

period of time.

As you set your goals and begin moving toward them, it is essential
that you establish a series of benchmarks or measures that you can
use to evaluate your progress, day-by-day and hour-by-hour. The
more clear and specific the measures you set, the more accurate you

will be in hitting your targets on schedule.

Your subconscious mind requires a “forcing system,” composed of
deadlines that you have imposed on yourself for task
accomplishment and goal attainment. Without a forcing system, it
becomes easy for you to procrastinate and delay, and to put off

important tasks until much later, if at all.

Three Keys To Peak Performance

There are three keys to peak performance in achieving your goals.

They are commitment, completion and closure.

When you make a firm commitment to achieve a particular goal, and
you put aside all excuses, it is very much like stepping on the

accelerator of your subconscious mind. You will be more creative,
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determined and focused than ever before. Great men and women are
those who make clear, unequivocal commitments and then refuse to

budge from them, no matter what happens.

Completion is the second ingredient in peak performance. There is an
enormous difference between doing 95% of a task and doing 100% of
a task. In fact, it is very common for people to work very hard up to
the 90% or 95% level and then to slack off and delay the final
completion of the task. This is a temptation that you must fight
against. You must continually force yourself, discipline yourself, to

resist this natural tendency and push through to completion.

Nature’s Wonder Drug

Every time you complete a task of any kind, your brain releases a
small quantity of endorphins. This natural morphine gives you a
sense of well-being and elation. It makes you feel happy and
peaceful. It stimulates your creativity and improves your personality.

It is nature’s “wonder drug.”

The more important the task that you complete, the greater is the
quantity of endorphin that your brain releases, very much like a
reward for success and achievement. Over time, you can develop a
positive addition to the feelings of well being that you receive from this

“endorphin rush.”

Even when you complete a small task, you feel happier. When you

complete a large task, you feel happier still. When you finish the
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various steps on the way to the completion of a large task, at every
achievement, you get an endorphin rush. You feel continuously
happy and exhilarated when you are working steadily toward the

completion of an important job.

Create the Winning Feeling

Everyone wants to feel like a “winner.” And feeling like a winner
requires that you win. You get the feeling of the winner by
completing a task 100%. When you do this repeatedly, eventually
you develop the habit of completing the tasks that you begin. When
this habit of task completion locks in, your life will begin to improve

in ways that you cannot today imagine.

In psychology the reverse is always true. The “incomplete action” is a
major source of stress and anxiety. In fact, much of the unhappiness
that people experience is because they have not been able to
discipline themselves to follow through and complete an important

task or responsibility.

The Pain of Procrastination

If you have ever had a major assignment that you have been putting
off, you know what I am referring to. The longer you wait to get
started on an assignment and the closer the deadline approaches, the
greater stress you experience. It can start to keep you up at night, and

affect your personality. But when you finally launch into the task and
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push it through to completion, you feel a great sense of relief and

well being.

It is almost as if nature rewards you for everything that you do that is
positive and life enhancing. At the same time, nature penalizes you
with stress and dissatisfaction when you fail to do the things that

move you toward the goals and results that are important to you.

The Balanced Scorecard

One of the most popular movements in modern management is
toward the “balanced scorecard.” Using these scorecards, every
person, at every level of the business, is encouraged to identify the
key measures that indicate success, and then to give themselves

scores every day and every week in each of those key areas.

Here is an important point. The very act of identifying a number or
score, and then paying close attention to it will cause you to improve
your performance in that area. For example, if someone were to tell
you, before a meeting, that you were going to be evaluated on how
well you listened in that meeting, your listening skills would
improve dramatically within a few moments. You would listen far
more carefully and attentively throughout the meeting because you

knew that this behavior was being observed.

In the same way, whenever you select a goal, measure or activity that
is important to you, and begin observing, or paying attention to it in

your day-to-day life, your performance in that area improves.
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One of the most helpful actions you take in your own career is to set
benchmarks, and create scorecards, measures, metrics and deadlines
for every key task that you must complete on the way to one of your
goals. In this way, you activate your subconscious forcing system.
This forcing system will then motivate you and drive you, at an
unconscious level, to start earlier, work harder, stay later and get the

job done.

Close The Loop

The third “C”, after commitment and completion, is “closure.” This is
the difference between an “open loop” and a “closed loop.” Bringing
closure to an issue in your personal or business life is absolutely

essential for you to feel happy and in control of your situation.

Lack of closure, unfinished business, an incomplete action of any
kind, are all major sources of stress, dissatisfaction and even failure in
business. They consume enormous amounts of physical and

emotional energy.

The Key Ability

Perhaps the most important ability in the world of work is “depend-
ability.” There is nothing that will get you paid more and promoted
faster than to develop a reputation for getting your tasks done
quickly and well, and on schedule.

Whatever your goals, make a list of all the tasks that you will have to

accomplish in the achievement of those goals. Put a deadline on
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every one of those tasks. Then, work every day and every hour to hit
your deadlines. Measure your progress each day as you go along.
Speed up or slow down where necessary. But remember, you can’t
hit a target that you can’t see. The greater clarity that you have with
regard to deadlines and measures, the more you will accomplish and

the faster you will get it done.

A goal or a decision without a deadline is merely a discussion. It has
no energy behind it. It is like a bullet with no powder in the cartridge.
Unless you establish deadlines to which you are committed, you will

end up “firing blanks” in life and work.

Sometimes people ask, “What if I set a deadline and I don’t achieve

the goal by the deadline?”

Simple. Set another deadline, and then another, if necessary.
Deadlines are “best guess” estimates of when the task will be
completed. The more you set and work toward deadlines, the more
accurate you will become in predicting the time necessary to
complete them. You will become better and better at achieving your

goals and completing your tasks on schedule, every time.

Eating An Elephant

You have heard the question, “How do you eat an elephant?”

And the answer is, “One bite at a time.”
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This metaphor applies to achieving any big goal, as well. How do
you achieve a huge goal? You accomplish it one step, one task, one

measure at a time.

Break your long-term goals down into annual, monthly, weekly and
even hourly goals. Even if your long-term goal is financial
independence, look for a way to break that down into how you are
going to use each hour of the coming day in such a way that long-

term financial independence is far more likely.

If you want to increase your income, you know that all income is a
result of “added value.” Look at everything you do and then ask
yourself how you could add more value so that you can be worth

more than you are earning today.

Identify Your Most Valuable Task

Go and ask your boss, “What one thing do I do that is more valuable
than anything else?” Whatever his or her answer, look for ways to
perform more and more of that task, and to get better and better at

doing it.

It is absolutely amazing how much you can accomplish if you break
your tasks down into bite sized pieces, set deadlines and then do one
thing at a time, every single day. You have heard the old saying, “By
the yard it’s hard; but inch by inch, anything’s a cinch.”
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Continuous and Never Ending Improvement

If you want to increase your hourly rate and your income, look for
ways to get a little bit better at the most important things you do,
every single day. Read one hour per day in your field. Listen to audio
programs on your way to and from work. Take additional courses
whenever you can. These activities will propel your entire career onto
the fast track. When you invest an extra one or two hours per day in
self-improvement, the cumulative effect on your greater ability to get

results can be extraordinary.

Get Healthy and Fit

If you want to lose weight, there is a simple five-word formula: “Eat

Less and Exercise More.”

If you discipline yourself to eat a little bit less, but eat higher quality
foods, and simultaneously exercise a little bit more each day, you can
get into the rhythm of losing one ounce per day. No matter how much
you weigh today, if you lose one ounce each day that will equal about
two pounds per month. Two pounds per month will be 24 pounds per
year. In no time at all, you can retrain your body and your appetite so

that you lose the weight and keep it off for the rest of your life.

Save Your Pennies and the Dollars Will Save Themselves

If you want to become wealthy, begin to question every single

expense. Set a goal to save $3, $5, or $10 per day. Put this money
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away in a savings account and never touch it. As it grows, invest it
carefully in well-chosen mutual funds or index funds. Make daily,
weekly and monthly saving and investment into a habit and keep it

up for the rest of your working life.

In no time at all, you will become comfortable living on slightly less
than you are spending today. As your income increases, increase the
amount that you save. In a few weeks, a few months, a few years,
you will be out of debt and have a large amount of money put away
and working for you. A few years down the road, you will be

financially independent.

Become A Learned Person

If you read 15 minutes each evening, rather than watching television,
you will complete about 15 books per year. If you read in the great
classics of English literature for 15 minutes each day, in seven years
you will have read the 100 greatest books ever written. You will be
one of the best-educated and most erudite people of your generation.
And you can achieve this just by reading 15 minutes each evening

before you go to bed.

Increase Your Income

If you are in sales and you want to increase your income, keep careful
track of how many calls, how many presentations, how many
proposals and how many sales you are making each day, each week

and each month at the present time. Then, set a goal to increase your

PAGE 123



GOALS!

number of calls, presentations and proposals per day. Set a goal to
increase your number of sales each week and each month. Every day,

measure yourself against your own standards.

If You Measure It, You Can Manage It

In each area of your life, analyze your activities carefully and select a
specific number that, more than anything else, determines your level
of success in that area. Then focus all of your attention, all day long,
on that specific number. The very act of focused attention will cause
you to perform better in that area, both consciously and

unconsciously.

If you want to be healthier, you could focus on the number of
minutes per week that you exercise, or the number of calories per day
that you eat. If you want to be successful financially, you can focus on
the amount you earn each hour, or the amount that you save each
month. If you want to be successful in sales, you could focus on the
number of calls you make each day, or the number of sales, or the
size of sales, you make each month. If you want to be successful in
your relationships, you can focus on the number of minutes that you
spend face to face with the most important people in your life, each

day and each week.

You have heard the saying, “What gets measured gets done.” There
is another saying, “If you can’t measure it, you can’t manage it.” Your
ability to set specific measures on your goals and then to keep an

accurate record and track your performance each day will assure that
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you achieve your goals exactly when you have decided to, or even

before.

Measure Your Progress:

1. Determine a single measure that you can use to grade your

progress and success in each area of life. Refer to it daily.

2. Determine the most important part of your job as it affects

your income, and measure your daily activities in that area.

3. Set a minimum, specific amount for daily, weekly, monthly
saving and investment, and discipline yourself to put away

those amounts.

4. Break every large goal down into measurable, controllable
parts, and then focus on accomplishing each part on a fixed

deadline.

5. Make it a game with yourself to set benchmarks, measures,
scorecards, targets and deadlines for every goal, and then
focus on those numbers and dates. The goals will take care of

themselves.

6. Resolve to accomplish at least one specific part of a larger goal

each day, and never miss a day.
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CHAPTER TEN
Remove the Roadblocks

“The person interested in success has to learn to view failure as a healthy,
inevitable part of the process getting to the top.”
Joyce Brothers

How many times do you think that people try to achieve their new
goals before they give up? The average is less than one time. Most
people give up before they even make the first try. And the reason
they give up is because of all of the obstacles, difficulties, problems
and roadblocks that immediately appear as soon as you decide to do

something that you have never done before.

The fact is that successful people fail far more often than unsuccessful
people. Successful people try more things, fall down, pick themselves
up and try again, over and over again before they win through.
Unsuccessful people try a few things, if they try at all, and very soon

quit and go back to what they were doing before.

Temporary Failure Always Precedes Success

You should expect to fail and fall short many times before you
achieve your goals. You should look upon failure and temporary
defeat as a part of the price that you pay on your road to the success
that you will inevitably achieve. As Henry Ford once said, “Failure is

merely an opportunity to more intelligently begin again.”
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Once you have decided upon your goal, ask yourself, “Why am I not
there already?” What is holding you back? Why haven’t you

achieved that goal up to now?

Identify all the obstacles that stand between you and your goal. Write
down every single thing that you can think of that might be blocking

you or slowing you down from moving ahead.

Think In Terms of Solutions

Remember, “You become what you think about — most of the time.” In the
area of problems and difficulties, successful people have a particular

way of thinking that we call “solution-orientation.”

Successful people think about solutions, most of the time.
Unsuccessful people think about problems and difficulties most of
the time. Solution-oriented people are constantly looking for ways to
get over, around and past the obstacles that stand in their ways.
Problem oriented people talk continuously about their problems,
about who or what caused them, how unhappy or angry they are and
how unfortunate it is that they have occurred. Solution oriented
people, on the other hand, simply ask the question, “How can we

solve this?” and then take action to deal with the problem.

Between you and anything you want to accomplish, there will always
be problems or obstacles of some kind. This is why success is
sometimes defined as the ability to solve problems. Personal leadership

is the ability to solve problems. Effectiveness is the ability to solve
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problems. All men and women who accomplish anything of
importance are people who have developed the ability to solve the

problems that stand between them and their goals.
Problem Solving Is A Skill

Fortunately, problem solving is a skill, like riding a bicycle or typing
with a typewriter, which you can learn. And the more you focus on
solutions, the more and better solutions will come to you. The better
you get at solving problems, the faster you will be at solving each
subsequent problem. And as you get better and faster at solving
problems, you will attract even bigger and more expensive problems
to solve. Eventually, you will be solving problems that can have
significant financial consequences for you and others. This is the way

the world works.

The fact is that you have the ability to solve any problem or to
overcome any obstacle on the path to your goal, if you desire the goal
intensely enough. You have within you, right now, all the intelligence
and ability you will ever need to overcome any obstacle that could

possibly hold you back.
The Theory of Constraints
One of the most important breakthroughs in thinking in the last few

decades was described by Elihu Goldratt in his book The Goal as “The
Theory of Constraints.” This theory says that, between you and
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anything you want to accomplish, there is a constraint, or limiting

factor, that determines how fast you get to where you want to go.

For example, if you are driving down the freeway and there is traffic
construction that is narrowing all the cars into a single lane, this
bottleneck or chokepoint becomes the constraint that determines how
fast you get to your destination. The speed at which you pass
through this bottleneck will largely determine the speed of your

entire journey.

In accomplishing any major goal, there is always a constraint or
bottleneck you must get through as well. Your job is to identify it
accurately and then to focus all of your energies on alleviating that
key constraint. Your ability to remove this bottleneck, or deal with
this limiting factor can help you move ahead faster than perhaps any

other step you can take.

Internal Versus External Constraints

The 80/20 Rule applies to the constraints between you and your
goals. This rule says that 80% of your constraints will be within
yourself. Only 20% of your constraints will be outside of yourself,
contained in other people and situations. To put it another way, it is
you personally who is usually the major roadblock that is setting the

speed at which you achieve any goal that you set for yourself.

For most people this is hard to accept. But superior people are more

concerned with what is right rather than who is right. Superior people
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are more concerned with the truth of the situation, and what they can

do to solve the problem, than they are with protecting their egos.

Look Into Yourself

Ask yourself, “What is it in me that is holding me back?” Look deep
within yourself and identify the key constraints in your personality,
temperament, skills, abilities, habits, education or experience that
might be holding you back from achieving the goals that you have set
for yourself. Ask the brutal questions. Be completely honest with

yourself.

The primary obstacles between you and your goals are usually
mental. They are psychological and emotional in character. They are
within yourself rather than within the situation around you. And it is
with these mental obstacles that you must begin if you want to

achieve everything that is possible for you.

Two Major Obstacles to Success

The two major obstacles to success and achievement are fear and
doubt. It is first of all, the fears of failure, poverty, loss,
embarrassment or rejection that holds the average person back from
trying in the first place. This is why the average number of times that
a person tries with a new goal is less than one. As soon as he thinks
of the goal, these fears overwhelm him and, like a bucket of water on

a small fire, extinguishes his desire completely.
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The second mental obstacle, closely aligned to fear, is that of self-
doubt. We doubt our own abilities. We compare ourselves
unfavorably to others, and think that others are somehow better,
smarter and more competent than we are. We think, “I'm not good
enough.” We feel inadequate and inferior to the challenges of

achieving the great goals that we so much want to accomplish.

Negative Emotions Can Be Unlearned

Fortunately, if there is anything good about doubt and fear it is that
they are both learned emotions. Have you ever seen a negative baby?
Children come into the world with no doubts or fears at all. And
whatever has been learned can be unlearned, through practice and

repetition.

The primary antidotes to doubt and fear are courage and confidence.
The higher your level of courage and confidence, the lower will be
your levels of fear and doubt, and the less effect these negative

emotions will have on your performance and behavior.

The Keys To Courage and Confidence

The way that you develop courage and confidence is with knowledge
and skill. Most fear and doubt arises out of ignorance and feelings of
inadequacy of some kind. The more you learn the things you need to
know to achieve your goals, the less fear you will feel on the one
hand, and the more courage and confidence you will feel on the

other.
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Think about learning to drive for the first time. You were probably
extremely tense and nervous, and made a lot of mistakes. You may
have driven erratically and been a danger to yourself and others. But
over time, as you mastered the knowledge and skills of driving, you

became better and better, and your confidence increased.

Today, you can quite comfortably get into your car and drive across
the country with no fear or worry at all. You are so competent at
driving that you can do it well without even thinking about it. The
same principles apply to any skills you need to learn to achieve any

goal you can set for yourself.

Powerful Versus Powerless

Doctor Martin Seligman of the University of Pennsylvania spent
more than 25 years studying the phenomenon of what he called
“Learned Helplessness.” What Seligman concluded, after
interviewing and studying many thousands of people, was that more
than 80% of the population suffers from learned helplessness to some

degree, and occasionally to a very high degree indeed.

A person suffering from learned helplessness feels that he or she is
incapable of achieving his or her goals, or improving his or her life.
The most common manifestation of learned helplessness is contained
in the words “I can’t.” Whenever the victim of learned helplessness is
offered an opportunity, possibility or new goal, he immediately
respond by saying, “I can’t.” He then goes on to give all the reasons

why a particular goal or objective is not possible for him. “I can’t
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move ahead in my career. I can’t get a better job. I can’t take time off
to study. I can’t save money. I can’t lose weight. I can’t start my own
business. I can’t start a second income business. I can’t change or

improve my relationship. I can’t get my time under control.”

Whatever it is, he always has a self-limiting reason that immediately
slams on the brakes of his potential. It short-circuits any attempt or
desire to set a new goal or to change things in any way. Another
famous observation of Henry Ford was, “If you believe you can do a

thing or you believe you cannot, in either case, you are probably right.”

Unlearning Helplessness

Learned helplessness is usually caused by destructive criticism in
childhood, negative experiences growing up and failure experiences
as an adult. The way you get over this natural tendency to sell
yourself short is by setting small goals, making plans and working on
them each day. In this way, you gradually develop greater courage
and confidence, like building up a muscle. As you become more
confident in yourself and your abilities, you can set even larger goals.
Over time, your doubts and fears will weaken and your courage and
confidence will grow and become the dominant force in your
thinking. Eventually, with a record of successes behind you, it won't

be long before you become unstoppable.
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The Trap of the Comfort Zone

The second mental obstacle that you need to overcome is the
“comfort zone.” Many people become complacent with their current
situations. They become so comfortable in a particular job or
relationship, or at a particular salary or level of responsibility, that

they become reluctant to make any changes at all, even for the better.

The comfort zone is a major obstacle to ambition, desire,
determination and accomplishment. People who get stuck in a
comfort zone, combined with learned helplessness, are almost

impossible to help in any way. Don’t let this happen to you.

Set Big Challenging Goals

The way that you get out of your comfort zone, and break loose from
learned helplessness, is by setting big, challenging goals. You then
break these goals down into specific tasks, set deadlines and work on
them every day. Like an ice flow breaking up in the spring, soon the
sluggishness and lethargy of learned helplessness and the comfort
zone breaks up and you begin moving faster and faster toward

accomplishing more and more of what is possible for you.
Organize Your Obstacles By Priority
Once you have made a list of all the obstacles that are standing in the

way of your achieving your major goals, organize the obstacles by

priority. What is the largest single obstacle? If you could wave a
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magic wand and remove one major obstacle from your path, which
one obstacle, if removed, would help you the most in moving ahead

more rapidly?

Management consultant Ian Mitroff has an interesting set of
observations with regard to problem solving and the removal of
obstacles. He says that, “Whatever the problem, define it several
different ways before you attempt to solve it. Beware of any problem

for which there is only one definition, or only one solution.”

When you ask the question, with regard to your goal, “why am I not
there already?” what answer comes to mind? What is holding you
back? What is standing in your way? It is at this point that you have
to drill down to determine the correct obstacle before you begin taking

steps to remove it.

You do this by asking the question, “What else could be the problem?”

after each definition of the problem.

Conducting A Sales Analysis

In my work with corporations, or with individuals, we start off with
the goal of doubling our profits or doubling our income. I then ask,
“Why is it that our profits or our income are not twice as high
already?” By repeated questioning, we often come up with an answer

that is quite different from the obvious answer.
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Here is an example of the questioning process:

“We are not making enough sales.” What else could be the problem?

“Our individual sales are not large enough per customer.” What else

could be the problem?

“Our advertising is not attracting enough customers.” What else could

be the problem?

As you can see, whichever of these obstacles turns out to be the
correct problem will require a completely different course of action to
solve it. If we don’t have enough sales, our solution is to increase the
number of sales. If our sales are not large enough per customer, our
solution is to increase the size of sale per customer. If our advertising
is not drawing enough customers, our solution is to improve the

quality of our advertising in some way.

Keep Drilling Deeper

You could say, “Our customers are not buying enough from us.”

What else could be the problem?”

“Our customers are not buying frequently enough from us.” What else

could be the problem?

“Our salespeople are not selling enough to our customers.” This

could lead to totally revamping the quality of the sales force through
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better recruiting, training and management. What else could be the

problem?

“Our customers are buying too many of our products from our

competitors.” What else could be the problem?

“Our competitors are selling too much of their products to our
customers.” This answer forces you to ask, “What value or benefit do
our prospective customers see in purchasing from our competitors?

How could we offset this perceived benefit?”

What else could be the problem? “We are not making enough profit

on our sales.” What else could be the problem?

“It costs us too much to make each sale.” What else could be the
problem? And so on. Each new definition of the problem suggests
different ways that the goal of increased sales or profitability could

be achieved.

Apply the Right Solution to the Right Problem

In the business book, The McKinsey Way, describing the management
consulting practices of McKinsey and Company, the authors point
out that one of the greatest wastes of time and money is in applying
the wrong solution to the wrong problem in the first place. This can

apply to your problems and obstacles as well.
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By identifying the constraints or reasons that you are not achieving
your personal income goals, each definition leads to a different set of
solutions. They require that you think in different ways.

In your personal life, it is the same. The accuracy with which you
identify the obstacles or bottlenecks that are holding you back will
determine the appropriateness of the various steps that you can take
to remove or alleviate those obstacles.

Increasing Your Income

You could start off by stating the problem in this way: “I'm not

earning enough money.”

What else is the problem?

“I'm not contributing enough value to be worth more money.”

What else could be the problem?

“I'm not good enough at what I do to be capable of getting results

that are worth more than I'm earning today.”

What else could be the problem?

“I don’t use my time efficiently enough during the work day.”

What else could be the problem?
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“I spend my evenings watching television, my weekends socializing
and I seldom read or learn anything that would help me to be better

at my job.”

Aha! Now you have found the real problem. Now you have a clear
idea of what you have to do differently if you are going to solve your

original problem, which was to earn more money.

Define the Obstacle As a Goal

Once you have determined the major obstacle that is holding you
back, rewrite that obstacle as a positive goal. For example, you could
now say, “My goal is to continually upgrade my skills and abilities so

that I am in the top 10% of money earners in my field.”

You then make a list of all the things that you could do to upgrade
your knowledge and skills, improve your time management, increase
your efficiency and effectiveness and make more sales for your

company.

You set deadlines and measures next to each step in your strategy to
achieve excellence in your field. You then select one key task and take
action on it immediately. From them on, you hold your own feet to
the fire. You become your own taskmaster. You discipline and drive
yourself to do the things that you need to do to become the kind of
person you need to become in order to achieve the goals that you

have set for yourself.
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This exercise of identifying what is holding you back and then setting
a clear, written goal to remove that obstacle puts you back in control

of your own life.

By following through on your resolution, you virtually guarantee
your ultimate success, and the achievement of almost any goal you

can set for yourself.

Strive For Accuracy

If you have any questions or concerns about the accuracy of your
problem definition, discuss it with someone you know and trust. Put
your ego aside. Invite honest feedback and criticism. Be open to the
possibility that you have fundamental flaws and weaknesses that are
standing in the way of your realizing your full potential. Be brutally

honest with yourself.

Once your problem or obstacle is clear to you, ideas, opportunities and
answers will come to you from various sources. You will begin to
attract into your life all kinds of resources that will help you to
overcome the obstacle or difficulty, either within yourself or within the

situation around you, and move you more rapidly toward your goal.
Almost Every Problem Can Be Solved
Remember the old poem, “For every problem under the sun, there is a

solution or there is none. If there is a solution, go and find it. If there isn’t,

never mind it.”
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For every problem or obstacle that is standing between you and what
you want to accomplish, there is a solution of some kind somewhere.
Your job is to be absolutely clear about what sets the speed at which
you achieve your goal and then to focus your time and attention on
alleviating that constraint. By removing your major obstacle, you will
often make more progress in a few months than the average person

might make in several years.

Remove the Roadblocks:

1. Identify a major goal and then ask, “Why aren’t I there
already? What is holding me back?” List everything you can
think of.

2. Look into yourself and face the possibility that it is your own

fears and doubts that are your biggest roadblocks to success.

3. Identify the constraint or limiting factor, in yourself or the

situation, that sets the speed at which you achieve your goal.

4. Develop several definitions of your major problem or

obstacle. Ask, “What else is the problem?”

5. Define your best solution as a goal, set a deadline, make a
plan of action and then get busy on your plan. Work on it
every day until the problem is solved or the obstacle is

removed.
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CHAPTER ELEVEN
Become An Expert In Your Field

“The uncommon man is merely the common man thinking and dreaming of
success and in more fruitful areas.”

Melvin Powers

Like the army recruiting poster, one of your goals is to, “Be All You
Can Be.” The market only pays excellent rewards for excellent
performance. It pays average rewards for average performance and
below average rewards, under achievement, failure and frustration

for below average results.

In our economic system, your income will be determined by three
factors: first, what you do; second, how well you do it; and third, the

difficulty of replacing you.

One of the qualities of top people is that, at a certain point in their
careers, they decided to “Commit to Excellence.” They decided to be
the best at what they do. They decided to pay any price, make any
sacrifice, and invest any amount of time necessary to become very
good in their chosen fields. And as a result of this decision, they
pulled away from the pack of average performers and moved
themselves upward into the income category where today they earn
three, four, five and ten times as much as their peers who have not

made this commitment.
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The 80/20 Rule Revisited

When I started my sales career many years ago, someone told me
about the 80/20 Rule as it applied to sales. He said that 20% of the
salespeople made 80% of the money. This means that 80% of the
salespeople only make 20% of the money, and they have to divide it
amongst themselves. At that point, many years ago, I decided that I
would prefer to be a member of the top 20% rather than the bottom

80%. This decision changed my life forever.

Because I had come from a difficult childhood and received below
average grades in school, I grew up with a poor self-image and a low
level of self-confidence. It never occurred to me that I could be good
at anything. If ever I attempted something and did it well, I
immediately dismissed it as an accident or a lucky break. For years, I
saw myself as an average or below average performer in any job I

worked at.

The Great Insight

Then one day I had a sudden flash of insight. I realized that
everybody who is in the top 10% of their field started in the bottom
10%. Everybody who is doing well today was once doing poorly.
Everyone who is at the front of the buffet line of life started at the back
of the line. And even more importantly, it dawned on me that
whatever others have done, within reason, I could do as well. And

this turns out to be true for just about everyone.
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No one is better than you and no on is smarter than you. People are just
better or smarter in different areas. In addition, all business skills are
learnable. People who are dong better in some area of business have
learned the essential skills, in combination with other skills, before
you have. If you are not achieving what others are achieving, it

simply means that you have just not learned these skills YET!

The Iron Law of Self-Development

Here was another breakthrough realization for me: “You can learn
anything you need to learn to achieve any goal you can set for yourself.”
There are no real limits on what you can accomplish, except for the
limits that you place on own your mind and imagination. If you
decide to become excellent, to join the top 10% of people in your
field, there is nothing on earth that can stop you from getting there,

except yourself.

Will it be easy? Of course not! I do not use the word “easy” in this
book. Everything worthwhile takes a long time and a lot of work to
accomplish. But it is possible if you want it badly enough and are
willing to work long enough. And it is worth every bit of the effort

once you get there!

Les Brown, the motivational speaker says, “To achieve something
that you have never achieved before, you must become someone that

you have never been before.”
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Wolfgang von Goethe, the German philosopher said, “To have more,

you must first be more.”

Once you decide to become one of the best people in your field, the
only question you ask is, “How do I achieve it?” The very fact that
hundreds of thousands, and even millions of people, have gone from
the bottom to the top in every field is ample proof that you can do it
as well. Many of these people, if not most of them, may not even have
the natural talents and abilities that you have. In most areas of life, it
is more hard work and dedication than natural ability and talent that

leads to excellence and great success.

Is Education Essential For Success?

In an analysis of the members of the Forbes 400, the 400 richest men
and women in America, conducted a couple of years ago, they found
that a person who dropped out of high school and who made it into
the Forbes 400 was worth, on average, $333 million dollars more than

those who had completed college or university.

The reason I mention this is because many people feel that, if they
didn’t get good grades in school, they are permanently limited in
what they can accomplish later in life. Nothing could be further from
the truth. Some of the wealthiest, most successful men and women in

America, and throughout the world, did poorly in school.

Remember the question, “How do you eat an elephant?” And the

answer was, “One bite at a time.” This is the same way that you
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become absolutely excellent at what you do. You move to the top one

step, one skill, one small improvement at a time.

Appreciating or Depreciating Asset?

The fact is that your current level of knowledge and skill is becoming
obsolete at a faster rate today than ever before. I mentioned earlier
that your “earning ability” can be an appreciating or a depreciating
asset, depending upon whether or not you are upgrading it or simply
allowing it to become obsolete. This is a choice you are making, or

failing to make, every day.

The good news is that when you start to aggressively upgrade your
knowledge and skills on the road to becoming one of the best people
in your field, it will be as if you are in a race and you are the only one
who is really running. You very soon move ahead of the pack and
into the lead position. Meanwhile, most of your competitors are
simply strolling along, doing just what they need to do to keep their
jobs. The idea of committing to excellence has never even occurred to

them, as it has to you.

Identify The Knowledge You Will Need

You begin your journey to excellence by asking the question, “What
additional knowledge, skills, and information will I need to lead my

field in the months and years ahead?”
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Project yourself forward three to five years and imagine that you are
one of the very best, highest paid people in your industry. What
would have to have happened? What would you have to have done,
learned or accomplished to reach this point? What skills would you

have had to master to lead your field?

Make A Career Move

Once upon a time, I had a good friend who was a lawyer in a small
firm. His father had been a lawyer so he had taken law when he went
to university. When he got out of school in his early 20s, he began
practicing law amongst his friends and associates. But he soon
decided that law was not for him. He decided to make a career in

business instead.

By this time he was about 26 years old. In the face of considerable
opposition, he gathered all his resources and concentrated single

mindedly in getting into Harvard University to attend their MBA
program. It took him two years, but he finally achieved it. It then

took him two more years to complete the required courses and

graduate with the coveted Harvard MBA.

He returned to his home city and interviewed for various jobs, finally
taking an entry-level management position at a rapidly growing
airline. It turned out to be a perfect career move. Within ten years he
was the President of the airline and earning ten times as much as any

of the lawyers that he had graduated with some years before. He
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became one of the youngest and most respected executives in charge

of a major company in the country.

You Will Have Multiple Jobs and Careers

It is estimated that the average person starting work today will have
14 full time jobs lasting two years or more, and four or five full time
careers, in completely different businesses or industries. Fully 40
million Americans will be contingency workers for most of their
careers. They will never work long-term for a single company but
will instead move from company to company doing professional or

technical jobs.

It is almost inevitable that your career will change continually as you
grow and mature. You must be constantly looking down the road
and thinking about the skills and competencies you will need to earn

the kind of money you want to earn in the years ahead.

Identify Your Key Result Areas

As I mentioned before, every job is made up of about five to seven
key result areas. In sales, for example, these seven key result areas
consist of first, prospecting; second, establishing rapport; third,
identifying needs; fourth, presenting solutions; fifth, answering
objections; sixth, closing the sale; and seventh, getting re-sales and

referrals from satisfied customers.
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If you are in sales, you should give yourself a grade of one to ten,
with one being the lowest and ten being the highest, in each of these
areas. You need to have a minimum score of seven across the board

to be in the top 20% of your field.

Once you have graded yourself in these seven areas, you should take
the list to your boss, or even better, to one of your customers, and ask
them to give you a grade as well. This could be a real eye-opener for
you. Very often, your evaluation of yourself is much different and

higher than the way you are evaluated by others.

Whatever your final grades, you must then select your weakest key
skill and go to work on that skill to bring it up so that it is equal or
greater than the others. Your weakest key skill sets the height of your

income and determines how fast and how far you go in your career.

Move Onto the Fast Track

Here is the great go-forward question for the rest of your working
life: “What one skill, if you developed and did it in an excellent fashion,

would have the greatest positive impact on your career?” This becomes
your focal point for personal and professional development. Your
answer to this question is essential to your achieving excellence in

your field.

Keep asking yourself: “What one skill, if I developed and did it in an
excellent fashion, would have the greatest positive impact on my

income and on my future in my current job?”
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If you are at all unsure about the answer to this question, go to your
boss and ask him or her. Ask your coworkers. Ask your staff. Ask
your spouse and your friends. It is absolutely essential that you find
out the answer to this question and then focus all of your energies on
improving your performance in this particular area. This becomes
your major definite purpose for personal and professional
improvement. You write it down, set a deadline, make a plan, take
action on your plan, and then do something every day to get better in

this particular skill.

Once you have achieved mastery in your weakest key result area,
you then ask the question again. “Now, what one skill will help me
the most?” And whatever your answer to that question, you go to

work on that skill until you achieve mastery in that area as well.

The highest paid people in every field score an 8, 9 or 10 across the

board in each of their key result areas. This must also be your goal.

The Excellent Executive

If you are in management, there are seven key result areas that
determine your success or failure at your job. These are: 1) Planning;
2) Organizing; 3) Staffing; 4) Delegating; 5) Supervising; 6) Measuring
and 7) Reporting.

All top managers are excellent in every one of these areas. All poor

managers are weak in one or more of these areas. A serious weakness
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in any one of these key result areas can be fatal to your success in

your work.

For example, if you were absolutely excellent in every part of
managing except for delegating, that would hold you back, every day
of your career. I have worked with managers who were so poor at
delegating that they could get nothing done. They eventually had to
be fired because of the damage they were causing to the rest of the

business.

Give yourself a grade of one to ten in each of these key result areas.
Ask people around you to grade you as well. And be honest. Seek for

the truth rather than a diplomatic answer from a polite co-worker.

Perform a 360-Degree Analysis

One of the popular management tools being used today is called a
“360 Degree Analysis.” In this type of analysis, a survey is given to
several people who report to a particular manager. The survey is
filled out anonymously and all the surveys are returned to an outside
consultant who summarizes the answers on the survey. This
summary of answers is then given to the manager so that he or she
can see how he or she is perceived by others. It often comes as quite a

shock to the manager.

For example, the manager will say, “I make careful and thoughtful
decisions.” But the staff will say, “He is weak, indecisive and

insecure when it comes to making decisions.”
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In a recent management study, 75% of all managers rated themselves
in the top 25% of managers in terms of effectiveness. Most managers
rated themselves in the top 20% in terms of personality and
intelligence, as well. We have a natural tendency to rate ourselves
very highly, no matter what the quality or characteristic. This is why
it is so helpful for a person to be rated by his or her peers on a regular

basis.

Set Personal Improvement As A Goal

Once you have determined the key result area where you want and
need to improve the most, you set it as a goal, make a plan,
determine a standard and set a deadline. Then, you go to work to
improve yourself in that area every day. In a week, a month or a year,
you will look back and you will be absolutely excellent in that skill

area. You will have become an expert.

Accept Yourself the Way You Are

One of the most popular business books in recent years is called First,
Discover Your Strengths! This book follows from an earlier best seller,
First, Break All The Rules! The common conclusion of both of these

books is that, “People don’t change.”

You are born with certain natural skills, abilities, tendencies,
strengths, weaknesses and talents. These emerge in early life and
usually crystallize in your late teens. They do not change very much

over the course of your lifetime.
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One of the most important things you do in your career is to identify
what it is that you are really good at, or what you can become good
at, and then put your whole heart into becoming excellent in that

area.

Mary Baker Follett, a management consultant in the 1920’s, once
wrote, “The very best direction to ride a horse is in the direction it is
going.” The very best way to develop yourself is in the direction of
your natural talents and interests. Jim Cathcart, the author and
speaker, says, “Nurture your nature.” This is extremely important

advice that you should follow throughout your career.

You are put on this earth with special talents and abilities that make
you unique and different from all other people who have ever lived.
Throughout your life, you have often found yourself to an area of
activity where your special talents and abilities have enabled you to
accomplish more, and to enjoy what you are doing at a higher level,
than anything else you could do. One of your great goals in life is to
identify and isolate the one or two things that you can do better, and
enjoy more, than anything else, and then concentrate on becoming

absolutely excellent in those areas.

Develop Your Talents

Michael Jordan, the basketball player, once said, “Everybody has
talent, but ability takes hard work.” The poet Longfellow once wrote,
“The great tragedy of the average man is that he goes to his grave

with his music still in him.”
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You could struggle for years at a job for which you were ill suited,
and then find yourself in the perfect field, and make more progress in

a couple of years than you had made in the 20 years preceding.

Napoleon Hill once wrote that the key to success in America is for
you to “find out what you really love to do, and then find a way to

make a good living doing it.”

Most self-made millionaires say, “I never worked a day in my life.”
What they did was to find out what they really enjoyed, and then

they did more and more of it.

Identify Your Special Talents

There are eight ways for you to identify and determine your special

talents, and what you are uniquely suited to do. Here they are:

First, you will always be the best and happiest at something that you
love to do. If you could afford it, you would do it without pay. It
brings out the very best in you and you get a tremendous amount of
satisfaction and enjoyment when you are engaged in that particular

work.

Second, you do it well. You seem to have a natural ability to perform

in this area.

Third, this talent has been responsible for most of your success and

happiness in life, up until now. From an early age, it is something

PAGE 154



GOALS!

that you have enjoyed to do and from which you got the greatest

rewards and compliments from other people.

Fourth, it is something that was easy for you to learn and easy to do. In
fact, it was so easy to learn that you actually forget when and how
you learned it. You just found yourself doing it easily and well one

day.

Fifth, it holds your attention. It absorbs you and fascinates you. You
like to think about it, read about it, talk about it and learn about it. It

seems to attract you, like a moth to a flame.

Sixth, you love to learn about it and become better at it all your life.

You have a deep inner desire to really excel in this particular area.

Seventh, when you do it, time stands still. You can often work in your
area of special talent for long periods without eating or sleeping,

hour after hour, because you get so involved in it.

And eighth, you really admire and respect other people who are good at
what you are most suited to do. You want to be like them and be

around them and emulate them in every way.

If the above descriptions apply to anything that you are doing, or
anything that you have done in the past, they can lead you into what

you were uniquely put on this earth to do, to your “heart’s desire.”
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You Are Born To Excel

Your natural talents are inborn and easy to develop. They are
programmed into your subconscious mind. They are what you were
put on this earth to do. Your job is to discover this area of natural

talent and ability and then to develop it throughout your life.

Many skills are complementary. They are dependent on each other.
This means that you must have one skill at a certain level in order to
use your other skills at a higher level. Sometimes, you have to learn
and develop skills that you do not particularly love and enjoy. But
this is the price you pay to be able to achieve excellence in your

chosen field.

One Skill Away

Here is the rule: You could be only one skill away from doubling your
productivity, performance and income. You may only need to bring up
your skill level in one area for you to be able to use all of your other

skills at a higher level.

Remember that all business skills are learnable. Business skills are not
genetically determined. If there is any business skill that you need to
learn to realize and utilize your full potential, you can learn it by

practice and repetition.
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Avoid the Trap Of the Poor Performer

It is quite common that, if you are weak in a particular skill, you will
avoid taking action in that skill. You will fall into the trap of “learned
helplessness.” You will say, “I'm not really very good in that area.”

Or, “I don’t have any natural talent or ability in that skill.”

But this is merely rationalization and justification. If the skill is
important enough to you, you can learn it. The very worst decision of
all is for you to allow yourself to be held back for months or years
because you lack a single, simple skill that is readily learnable

through dedication and determination. Don’t let this happen to you.

Excellence Is A Journey

There is an old saying, “Anything worth doing well, is worth doing
poorly at first.” It is not practice that makes perfect; it is imperfect

practice that eventually makes perfect.

Whenever you start something new, you can expect to do it poorly.
You will feel clumsy and awkward at first. You will feel inadequate
and inferior. You will often feel silly and embarrassed. But this is the
price that you pay to achieve excellence in your field. You will
always have to pay the price of success, in advance, and that price
often involves the hard work of mastering a difficult skill that you

need to move to the top of your field.
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Wave Your Magic Wand

Use the magic wand technique. Imagine that you could wave a magic
want and be absolutely excellent at any particular skill. What would
it be? If you could wave a magic wand and have any wish at all with

regard to your talents and skills, what would you wish for?

Whatever your answer to these questions will often be an indication
of the new goals that you have to set with regard to the skills and
abilities that you need to develop to be the best at what you do.

Become a lifelong “do-it-to-yourself” project. Be prepared to invest
one, two or three years to become absolutely excellent in a critical
area. Be willing to pay any price, make any sacrifice to be the best at

what you do.
The Three Plus One Formula

There is a three plus one formula for mastering any skill. It is simple,
and it works every single time. First, read in the skill area each day,
even if only for 15 to 30 minutes. Knowledge is cumulative. The more
you read and learn, the more confident you will become that you can

do this job in an excellent fashion.

Second, listen to educational audio programs on the subject in your
car. The average driver today spends 500 to 1000 hours each year in
his car driving around during the day. Turn driving time into

learning time. You can become one of the best educated people in
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your field by simply listening to audio programs in your car rather

than music.

Third, attend seminars and workshops on your subject. Many
people’s lives have been changed completely by attendance at a
single one or two day seminar on a key subject. Forever after, they

were completely different in that area.

And the final factor is to practice what you learn at the earliest
possible opportunity. Every time you hear a good idea, take action on
it. The person who hears one idea and takes action on it is more
valuable than a person who hears a hundred ideas but takes action

on none of them.

Practice Make Perfect

The more you practice what you are learning, the faster you will
become competent and skilled in that area. The more you practice,
the more confidence you will develop. The more you practice, the
more rapidly you will overcome your feelings of inadequacy in that
skill and the faster you will master it. The more you practice, the
more rapidly you will add that skill to your mental toolbox where

you will possess it for the rest of your career.

Resolve today, right now, to join the top 10% of people in your field.
Determine who they are, what they earn and what they do differently
from you. Determine the special knowledge and skills they have

developed and resolve to develop them yourself. Remember,
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anything that anyone has done, within reason, you can do as well. No
one is better than you and no one is smarter than you. The very fact
that the top people in your field were at one time not even in your
field at all, is proof that whatever they have achieved, you can
achieve yourself, if you simply set it as a goal, and work at it long

enough and hard enough. There are no limits.

Become An Expert In Your Field:

1. Resolve to day to join the top 10% of people in your field.

Make a lifelong commitment to excellence.

2. Identify the key result areas of your job, the things you
“absolutely, positively” have to do well to be successful in
your field.

3. Identify your weakest key area and start a “do-it-to-yourselt”

project to become excellent in that area.

4. Determine the additional knowledge you will need to get to
the top of your field and then develop a plan to acquire that
knowledge.

5. Dedicate yourself to lifelong learning. Read, listen to audio
programs, attend courses and seminars, and then put what

you learn into action as quickly as you can.
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CHAPTER TWELVE
Associate With The Right People

“Your outlook upon life, your estimate of yourself,
your estimate of your value are largely colored by your environment.
Your whole career will be modified, shaped molded by your surroundings,
by the character of the people with whom you come in contact every day.”

Orison Swett Marden

Everything in life and business is relationships. Everything you
accomplish or fail to accomplish will be bound up with other people
in some way. Your ability to form the right relationships, with the
right people, at every stage of your life and career, will be the critical
determinant of your success and achievement, and will have an

inordinate impact on how quickly you achieve your goals.

The more people you know, and who know you in a positive way,
the more successful you will be at anything you attempt. One person,
at the right time, in the right place, can open a door for you that can

change your life and save you years of hard work.

No One Does It Alone

A key part of goal setting is for you to identify the people, groups
and organizations whose help you will require to achieve your goals.
To accomplish goals of any kind, you will need the help of lots of
people. Who are they?
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There are three general categories of people whose help and
cooperation you will require in the years ahead. These are the people
in and around your business, your family and friends, and people in
groups and organizations outside your business or social circle. You

need to develop a strategy to work effectively with each group.

Your Key Business Relationships

Start with your business. Who are the most important people in your
business life? What is your plan to develop higher quality
relationships with them? Make a list of everyone who works inside
and outside of your business - your boss, colleagues, co-workers, sub-
ordinates and especially, your customers, supplies and vendors.
Which of these people have the greater ability to help you or hurt you

in the achievement of your business or career goals?

Sometimes I ask my audiences how many of the people present are in
customer service? Only a few hands go up. I then point out that
everyone is in the business of customer service, no matter what they

call it, or what they do.

Identify Your Customers

A customer can be defined as anyone who you depend upon for
success and advancement in your job or business. A customer can
also be defined as anyone who depends on you, in any way. By this
pair of definitions, almost everyone around you is a customer in

some way.
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For example, your boss is your primary customer at work. Your
ability to satisfy your boss will have more of an impact on your
future, your income and your career, than any other single action you
take. If you displease everyone else, but your boss is delighted with
you, you will be safe and secure in your job. If you please everyone
inside and outside your company, but your boss is unhappy with

you, that problem alone can short-circuit your future.

Your Customer Service Strategy

One of the best strategies you can use is to make a list of everything
that you believe that you have been hired to do. Answer the question,
“Why am I on the payroll?” and write down everything you can think
of. Then, take this list to your boss and ask your boss to organize this
list in order of his or her priority. What is most important to your
boss? What is second most important? What is third most important?

And so on.

From that moment onward, discipline yourself to work on your
boss’s top task all day long. Make sure that, whenever your boss sees
you or talks to you, you are working on what he or she has told you
is his or her top priority for you. This will do more to help you in

your career than any other single decision you make.

Two Key Qualities For Promotability

In a survey of 104 Chief Executive Officers reported in Success

Magazine a few years ago, they were presented with 20 qualities of

PAGE 163



GOALS!

an ideal employee, and asked to select the most important. 86% of the
senior executives selected two qualities as being more important for
career success and advancement than any others. They were first, the
ability to set priorities, to separate the relevant from the irrelevant.

Second, it was the ability to get the job done fast, to execute quickly.

There is nothing that will help you more in your career than to get
the reputation for being the kind of person who gets the most

important job done quickly and well.

Hard Work On The Wrong Task?

But here’s the catch. Many people are working very hard at their jobs,
but they are not working on what their boss considers to be the most
important job that they could possibly be doing. The sad thing is that
if you do an unimportant job very well, this could hurt your career
and even threaten your job. But if you work on your boss’s top
priority, and you get it done quickly and well, this can help you more

than any other single task you could perform.

As conditions change, keep the lines of communication open with
your boss. Be sure that what you are doing today is still your boss’s
top priority. And then make a game of doing it fast. There is nothing
that makes a boss happier than to have someone who gets the job

done quickly. Be sure that you are that person.
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Your Other Key Customers

Your co-workers, who also depend on your work, are your customers
as well. Go to each one of them and ask them if there is anything that
you can do to help them. Ask them if there is anything that you could
do more of, less of, start or stop that would help them do their jobs
better.

The fact is that people think about themselves and their own jobs all
day long. Anytime you offer to help someone to do his or her job

better or faster, he or she will be wide open to helping you later.

The Law of Sowing and Reaping is not the Law of Reaping and Sowing.
There is a particular order to this law. First you put in, and then you

get out. First you sow, and then you reap.

You should look for every opportunity in your work to help people
and to do nice things for others. Every honest effort you make to help
other people will come back to you, in some way, at some time, and

often when you least expect it.

The most popular people in every organization are those who are

always willing to lend a helping hand.

The more the people next to you, above you and below like you and
support you, the more you will get paid and the faster you will be
promoted. Develop a reputation as a go-giver, as well as being a go-

getter.
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Look for ways to be a valuable resource to the people around you
and they will automatically look for ways to help you and support

you when you most need it.

Be A Team Player

Perhaps the most important quality you can develop for long-term
success in your business is that of being a good team player. In a
multi-year study at Stanford University, researchers found that the
ability to function well as part of a team was the most outwardly
identifiable quality of a person who was marked for rapid

advancement.

Team dynamics are very interesting. First of all, 20% of the team
members do 80% of the work. The other 80% contribute very little to
the meetings and very seldom raise their hands or volunteer for

anything. Your job is to be a member of the top 20%.

To be a good team player, always come prepared to every meeting.
Sit opposite and in direct eye contact with the person who is running
the meeting. Speak early and ask questions. Volunteer for
assignments. And when you offer to do something, do it quickly and

well so that it is clear who the go-to person is in the company.

The Most Important Ability Is Depend-Ability

You can create a positive, attractive force field of energy around you

by developing a reputation for being the person that everyone can
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depend upon to get the job done. As a result, you will be given more
and bigger jobs, and both the authority and the rewards that go with
those jobs.

Take time to get to know your subordinates and the people who are
below you on the corporate ladder. Talk to them and ask them
questions. Offer to help them, if you can. Be especially kind and
courteous with them. Go out of your way to compliment them and
recognize them for their work. You will be amazed at the difference

this makes in your career.

Invest In Relationship Building

In every organization, the person who knows the most people is
usually the person who, like cream, rises to the top. Initially, it may
seem that relationship building takes a lot of time. But it will pay for

itself over and over again in the months and years ahead.

Outside of your business, you should get involved with your
industry and with your industry associations. The most successful
executives and sales professionals network regularly with other
business people and in other business groups. They keep expanding

their professional contacts and friendships.

Look at the business organizations in your community. Select one or
two organizations that contain people that it would be helpful for
you to know in the years ahead. Attend their meetings and introduce

yourself to them. Once you have decided that it would be useful for
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you to be a member of one of these organizations, join up and begin

attending every meeting.

Network Professionally

Here is the best strategy of all for networking. Select an important
committee within the organization and volunteer to work on that
committee. Choose a committee that has other members on it that
you would like to get to know over time. Choose a committee that is
engaged in activities that will bring you into contact with other key

people, both inside and outside the organization.

Once you join the committee, volunteer for assignments. Even
though this work is unpaid, these activities give you an opportunity
to work with and perform before other key people who can help you

in your career sometime down the road.

Fully 85% of new positions are filled in America through word of
mouth and personal contacts. The more people that you know and
work with in your industry, the more doors of opportunity there are

that will open for you when the time is right.

Think and Plan Long Term

Take a long-term perspective on your career. As you read your local
newspapers, make a list of the top people in your community.
Assemble the names, titles and businesses of 100 of the “players” in

your city.
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As you gather these names, write each of them a letter and send them
something that is non-business related. Send a copy of a small book, a
poem, a newspaper clipping or anything that might be of interest to

them, based on what you have read about them in the papers.

Each time you see a reason to communicate with that person, drop
them a note. Sometimes, I will make a phone call or write a letter to
an executive who has just done something noteworthy that was
reported in the business press. Often, I don’t get through or make
direct contact. But I continue to sow seeds, and sooner or later, “what
goes around, comes around.” Eventually I will end up meeting a key
person socially or in business and they remember that I dropped

them a letter a week, a month or even a year ago.

One of my most important clients remembered that I had written him
a letter more than three years ago when I met him for the first time at
a business convention. He said, “Aren’t you the one that wrote me

the letter about such and such?” That led to a conversation, a meeting

and many years of work with his organization.

Give Of Yourself

There is a rule that says, “The more you give of yourself with no
expectation of return, the more that will come back to you from the most

unexpected sources.”

No effort that you make to expand your contacts will ever be

completely lost. Like seeds, various contacts have different periods of
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germination. Some will yield results immediately. Some will not
yield results for many months or even years. You must be prepared

to be patient.

Dr. David McClelland of Harvard University did many years of
research into the qualities and characteristics of high achievers in our
society. What he found was that your choice of a “reference group,”
the people with whom you habitually associate, was more important
in determining your success or failure than any other single factor. As
Zig Ziglar says, “If you want to fly with the eagles, you can’t

continue to scratch with the turkeys.”

Get Around The Right People

Get around the right people. Make it a point to associate with the
kind of people that you like, admire, respect and want to be like
sometime in the future. Associate with the kind of people that you
look up to and would be proud to introduce to your friends and
associates. The choice of a positive, goal-oriented reference group can

do more to supercharge your career than any other factor.
Fly With The Eagles

There are countless examples where an average person working at an
average job, getting average results and earning average pay has
changed positions and gone to work with a highly progressive
company. In a few weeks, that person’s attitude has completely

changed. By continued association with optimistic, results-oriented,
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go-ahead people, the previously average individual begins to
perform at extraordinary levels. This is why almost every major
change in your life will be associated with a change in the people you

live or work with.

The Turning Points

At every turning point in your life, there is usually someone standing
there guiding you in one direction or another, opening or closing a
door for you or helping you in some way. Baron de Rothschild once
wrote, “Make no useless acquaintances.” If you are really serious
about being the best and moving to the top of your field, you cannot
afford to spend your time with people who are going nowhere in
their 