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Introduction 
 

elcome! Have you ever considered that not succeeding at 

something important to you...? 

 

... Even for a REALLY good reason... 

 

... Is not the same as achieving your goal? 

 

Have you ever said or thought, “I wish I had more time,” “If I had more 

time, I would _____,” or “If there were a few more hours in this day, I 

could _____.”  Most of us, at some time or another, have asked these 

very questions. 

 

It has become a cliché, but stop for a moment & consider the power of 

the phrase, “Work smarter and not harder.”  

 

You can have whatever level of success you desire and the quality of 

life you truly want by making some adjustments to the way you are 

currently operating in your professional and personal life.  Those who 

are truly successful understand this fact and are committed to refining 

their "operation" to continually improve their success.   

 

All you need are proven systems with easy to understand processes, a 

real desire to achieve your goals, belief that you can do whatever you 

set your mind to, focus and (the key) Accountability. 

 

Wouldn’t it be great if our ‘good intentions’ worked the way that we 

think they should?  Not even enthusiasm guarantees positive results. 

There’s often a wide gap between our intentions and our actions.  Poor 

follow through – consciously deciding to do something, but then not 

doing it – is a fact of life for many of us.  We fail to take the action 

necessary to be in alignment with our good intentions. 

  

Procrastination takes a toll on virtually every aspect of our lives and 

can be very frustrating. It not only threatens our health, but it also 

prevents us from achieving personal, financial, and career goals that 

are well within our reach.  

 

W 
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The phenomenon of procrastination is what separates outstanding 

performance from mediocre performance.  A business associate of mine 

recently conducted a series of interviews with 15 of their most 

successful clients.  The question was asked of these successful clients, 

"If you knew then what you know now, what would you have done 

differently?" There was a recurring theme, which can be paraphrased 

as follows:  

 

"Life happens ... and if I knew then what I know now, I 
wouldn't have used it as an excuse not to do the work. When I 
finally stopped using everything that normally occurs in life 
and business as an excuse not to do the work, my results 
dramatically improved ... my life dramatically improved ... 
and the work got easier." 

 

We all have challenges we have to deal with on a professional and 

personal level, “life happens” and “life gets in the way” at certain times 

in all of our lives.  You have to deal with the issues at hand while 

continuing to stay focused on what is truly important.  Live your life on 

purpose.    

 

Do not stop the forward momentum that you have worked so hard to 

build.  It is harder, sure, but you will persevere anyway.  Good 

intentions don’t magically lead to good results.  They are a start; 

however, they are unfortunately not enough.  This is just the truth!   

 

Now more than ever, people feel their lives are out of balance and out 

of control. Goals are left unaccomplished and potential is left untapped, 

only to spend the entire day running at maximum speed, and have to 

do it all over again the next day. 

 

Life isn’t about continually being on a roller coaster ride.  The ups and 

downs are the pits.  How about enjoying a nice carriage ride – a smooth 

ride that encompasses all areas of your life? 

 

The 34 lessons in this course serve as a valuable tool to show you how 

you can regain control and maintain balance for a better quality of life 

– in all areas of your life. Having a great personal and professional life 

can become reality with the principles and systems outlined in this 

course.   
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When you learn how to manage everyday life, you will have the best of 

both worlds and do not have to sacrifice one life for the other.  You do 

not have to sacrifice anything, even your happiness, to create a life that 

most only dream about. 

 

You are about to embark on a fun and enlightening journey that can 

bring you even greater personal and professional success.  The goal of 

the lessons in this course is to help you achieve your personal and 

professional goals so you can experience what is truly important to you.  

 

Some people say it takes a consecutive 21 days to form a new habit.  I 

believe you can change a habit or create one in just one second.  It 

simply comes down to your level of desire.  When you want something 

bad enough and make the choice to achieve it, you are on your way to 

even greater success! 

 

The 34 lessons contained in this course are designed to invoke your 

desire, complemented by interactive exercises and practical principles 

that can be applied to everyday life.  This journey will have a positive 

impact on your life. 

 

Keep in mind when you review your lessons, think about what you 

truly want out of life and how you envision your ideal life.  As you will 

learn, envisioning the end results will help you achieve goals easier and 

faster.   

 

What makes the systems in this 34-lesson course unique is a unique 

formula designed from years of results-oriented action and powerful 

accountability principles. 

 

Because not everyone is in the same place, personally and 

professionally, you may want to complete the lessons in the order of 

what will have the biggest impact on your life.  It is strongly 

recommended that you go through the first 14 lessons to help get you 

started and focused. These lessons alone will provide value to you – 

personally and professionally.  
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After that, feel free to complete the lessons in the order that has the 

most impact on you achieving your goals so you can fulfill what is truly 

important to you in your life – personally and professionally.  

 

Belief + Focus + Action + Structure + Accountability = 

Extraordinary RESULTS! 
 

Results do Rule! 

 

 
 
 
 
 
 
 
 

 
  

“If you are working on something exciting that you really care about, you 
don’t have to be pushed.  The vision pulls you.”     
       --Steven Jobs 
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Lesson One:  Am I Coachable? 
 

ACTION:  Complete The ‘Am I Coachable?’ Assessment 

 

ccountability is about getting things done -- lots of things, and the 

right things -- on time. Creating a better quality of life and 

increasing both personal and professional success starts with a simple 

question – Are you coachable? 

 

Each year, people spend millions of dollars on books, personal 

development courses, seminars and coaching in hopes of finding the 

‘silver bullet,’ the magic that will propel them to where they want to be, 

personally and professionally.  Yet, only few actually see real results. If 

you find there is a gap between what you want and your current 

reality, professional coaching will help bridge that gap. 

 

Accountability coaching focuses intensely on the very things that are 

blocking you from achieving goals, and unlike traditional coaching, 

holds you accountable for every action or inaction. The habits and 

perceptions that have been holding you back will no longer stop you 

once you are made aware of them. When you know what is holding you 

back, you can dissolve the ties that bind you and achieve goals in the 

timeframe you set. 

 

However, this process does require you to think outside the box and 

break free of the habits and perceptions that have created your current 

reality. The very things that have created your current reality are not 

the things that will get you where you want to be.   

 

This will be a journey that at certain points may be scary, because the 

process will require you to be brutally honest. The process of exploring 

your true self and examining the habits and perceptions that have been 

holding you back takes courage. Some “bad” habits you may already be 

aware of, yet have chosen to ignore, while others you may be 

completely unaware exist. 

 

For each statement below, put a number from 1 to 5, that best reflects 

how you feel right now. Number 1 reflecting what is Less True for you, 

while number 5 reflects what is More True. 

 

A 

1 
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“The future never just happened. It was created.” 
       --Will & Ariel Durant 
 

Take this Assessment online now and instantly receive your 

results!   

 

Go to https://www.AccountabilityCoach.com to take the free 'Am I 

Coachable?' assessment.  It is located under the Free Silver 

Membership section on this website.  

(https://www.AccountabilityCoach.com/coaching-store/inner-circle-

store/)  

 

1. I have goals that I’m serious about achieving. 

2. I believe that I can be successful at anything I sent my mind to 

achieving. 

3. I will do what is required to achieve my goals. 

4. I can be relied upon to take coaching seriously. 

5. I believe coaching can help achieve my goals. 

6. I will be very candid with myself and my coach. 

7. I will give the coach the benefit of the doubt and try out new 

ideas (stretch outside the box). 

8. I am willing to change and will change self-defeating behaviors 

which limit my success. 

9. I view coaching as a worthwhile investment in my life 

(personally and professionally). 

10. I will not make excuses when I am not doing the work required 

to hit the goals I set. 

11. I want an even better quality of life and more balance in my life. 

 

What was your score? Does the scoring description match your mental 

perception of how coachable you believe yourself to be? 

 

There is no right or wrong way to answer the questions, nor is there 

anything right or wrong with the category classification – it is merely a 

way to gauge your willingness to consider coaching as a real solution to 

the challenges you face. 

 

 

 

 

 

 

http://www.accountabilitycoach.com/
http://www.accountabilitycoach.com/coaching-store/inner-circle-store/
http://www.accountabilitycoach.com/coaching-store/inner-circle-store/
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A strong desire must be the driving force behind wanting to go from 

where you are to where you want to be. Creating the life you want 

simply comes down to being open to explore what is holding you back. 

If you are not ready, that is okay; but realizes nothing will change until 

your desire to create your ideal life outweighs your desire to remain 

where you are.   

 

Achieving goals is nothing more than finding out what has been 

holding you back and replacing whatever those things are with the 

habits and perceptions that need to change in order to get you where 

you want to be.  Accountability coaching helps you identify those 

actions working against you and transforms them into positive actions 

so you can achieve the goals you desire. 

 

Seeking the guidance of a professional accountability coach is not a 

sign of weakness; it is quite the opposite.  Even the very best Olympic 

competitors and professional athletes cannot become champions 

without professional coaching – and it is the same for you.  The most 

prominent success comes from exploring your true self and identifying 

the self-sabotaging habits and perceptions that have been holding you 

back. 

 

Accountability Coaching helps support The Law of Effect, which simply 

states that behaviors that are reinforced are most likely to be repeated.  

In this case, we will be eliminating the negative (or non-productive) 

behaviors and replacing them with positive ones.  Staying focused and 

accomplishing goals is only possible when there are positive 

reinforcements – there will be no negative self-talk.  

 

Believing in yourself is vital to your success and the lessons in this 

course will help you to realize that you can do almost anything you set 

your mind to.  Attitude plays a very important role in the success of 

this program and we'll be talking more about it as we progress. 

 

Your own success and security depend on your ability to perform, not 

upon any organization or group of people, but on your ability to 

perform. Others may help you along the way, but ultimately it is up to 

you to execute those activities that will produce the results you want. 

Accountability coaching will improve your ability to perform and 
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“The future you see, defines the person you’ll be.”   
       --Jim Cathcart 
 
“The future belongs to those who prepare for it.”   
       --Ralph Waldo Emerson 

eliminate the excuses that have prevented you from achieving the level 

of success you desire. 

 

Keep in mind that after you take the Am I Coachable assessment and 

realize for sure that you really aren’t the kind of person who is 

coachable, that is okay.  Whether you work with an accountability 

coach one-on-one or in a group, find peers to work with, or try it out on 

your own, it is up to you and what works best for you.  You may realize 

that going at the pace you are moving, is comfortable.  No matter what 

you choose, continue working on the lessons in this course and you will 

make progress to even greater successes.  

 

If you are ready to create a life filled with more balance, success and 

happiness – and let's dive in now! 

 

When you join the Free Silver Inner Circle Membership you 

receive useful resources, my thought-provoking e-newsletter, and more 

so you can be even more successful, professionally and personally.  In 

addition to the many complimentary resources, you also receive 10% off 

on all products and services.  Go to 

https://www.AccountabilityCoach.com/coaching-store/inner-circle-store/ 

now to join, if you haven’t done so already. 

 

I strongly recommend you subscribe to my Blog 

(https://www.AccountabilityCoach.com/blog/), iTunes Podcasts 

(http://itunes.apple.com/podcast/accountabilitycoach.com/id290547573) 

and youtube videos (http://www.youtube.com/annebachrach). These are 

all free resources to help you on your goal achievement journey.  You 

can easily subscribe to these from my website 

(https://www.AccountabilityCoach.com).  

 

 

 

 

 

 

 

 

http://www.accountabilitycoach.com/coaching-store/inner-circle-store/
http://www.accountabilitycoach.com/blog/
http://itunes.apple.com/podcast/accountabilitycoach.com/id290547573
http://www.youtube.com/annebachrach
http://www.accountabilitycoach.com/
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Lesson Two:  Values Clarification for Success 
 

ACTION:  Define Core Values to Align Successful Behavior and Goals 

 

n order to successfully apply the principles and systems in this 

course, it is vital that you first identify your values so you can then 

create behaviors that support your values.  When there is conflict or a 

discrepancy between your values and behavior or goals, success is 

impossible.  Your values are basically the “why” behind your goals.  

 

Values, Goals, and Behaviors must all be focused in the same direction 

for successful goal achievement, and when any one of them is out of 

alignment with the other, you will find yourself spinning your wheels.  

 

Your values will lead you in one direction, while your behavior leads 

you in a completely different direction, never allowing for your energies 

to complement each other. This exercise will help align your goals and 

behavior with your values so that everything is heading in the same 

direction. 

 

When goals and behavior are aligned with core values, you have the 

winning formula for success.  

 

Values --   Goals --   Behavior 

 

Values:  What’s really important to you in order of priority. 

 

Goals: The tangible things you want to achieve in your personal and 

professional life. (i.e.: the amount of money you want to make, the kind 

of car you want to drive, the home you want to live in, the specific 

places you want to travel, sending your children to college, retirement, 

a vacation home, sky diving, etc.) 

 

Behavior:  The daily tasks and activities that must be consistently done 

in order to achieve your goals, and derive the values satisfaction and 

fulfillment you truly desire. 

 

 

 

I 

2 
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SUCCESS TIP…  
 

The world’s most successful business owners, top executives, and 

entrepreneurs know that success relies on aligning Behaviors and Goals with 

Values.  In each top performer, you will find that all three energies align with 

one another to lead to a single focal point.  There is no conflict and they know 

exactly what they need to do in order to get where they want to be, whether 

they feel like it or not. 

 

Lesser performers find reasons and excuses not to do what they need to, often 

seeking comfort versus success.  Whether you use your values as a magnet to 

pull your desired reality closer or your fear of not satisfying them to push 

yourself into action – either strategy will create the same result: Values 

Gratification. 

 

Values:  Before your goals and behaviors can be defined, we must first 

begin with identifying your values.  This is the vital starting point 

since your values are the core of who you are.  They are the things you 

find most important in your life and they in turn define your desires 

and goals.  

 

Make a list of what’s really important to you in order of priority.  See 

below for examples of common values. 

 

1.  2.  

3.  4.  

5.  6.  

7.  8.  

9.  10.  

11.  12.  

13.  14.  

15.  16.  

17.  18.  

19.  20.  

 

 

 

 

“When values are clear, decisions are easy.” 
       -- Roy Disney 
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Partial listing of some common values:  

family money honesty attainment 

love fun fulfillment satisfaction 

health accomplishment destiny integrity 

relationship spouse/partner security independence 

freedom respect euphoria individualism 

friends stability possessions recognition 

happiness time achievement power 

contribution children caring control 

self-esteem help others fulfill purpose peace of mind 

enjoyment inner peace give back spiritual growth 

attain spiritual 

enlightenment 

oneness with God 

or Creator 

make a 

difference 

financial freedom 

 

Next, write a short definition/description for each of your values.   

 

Examples: 

 Making a difference – It makes me feel good to help others in need. I 

want to make a positive difference in the world and I believe that to 

one of the reasons why God put me on this earth.  

 

 Health – I feel my best when I am at my ideal weight of 128 lbs and 

body fat at 18% or lower. 

 

 Partner/Spouse – A life partner relationship is important to me and 

we both are very much in love and support each other in all that we 

do. 

 

 Spiritual growth – I have a strong relationship with God and want 

to do what he intends for me. 

 

 Satisfaction – I want to feel like I have done the best I can do in my 

personal and professional life. 

 

 Recognition – I would like to be recognized from friends, peers and 

family for my accomplishments. 

 

 Money – Attaining financial freedom is a main focus; I want to have 

enough to do what I want, when I want, within reason. 
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 Achievement – Achieving goals makes me feel good and it’s 

important that I continue to achieve what I set out to do at each 

stage of my life (personally and professionally). 

 

 Fun – I want to live life to its fullest and enjoy all I do each and 

every day.  Today is the day the Lord has made, I will rejoice and be 

glad in it. 

 

 Peace of Mind – Having P.O.M. makes me feel a sense of calmness 

when I know that I have done the best I could with my family and 

my life. 

 

 Travel – There is so much to learn about different cultures and 

people of the world.  I want to be able to see the world and be 

immersed in cultures, and experience it the best I can.  

 

Now it’s your turn.  Write a short description for each of your values.   

(One or two sentences for each value you listed on the previous page. 

 

Core Value: 
  

Description: 
  

 
  

Core Value: 
  

Description: 
  

 
  

Core Value: 
  

Description: 
  

 
  

Core Value: 
  

Description: 
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Core Value: 
  

Description: 
  

 
  

Core Value: 
  

Description: 
  

 
  

Core Value: 
  

Description: 
  

 
  

Core Value: 
  

Description: 
  

 
  

Core Value: 
  

Description: 
  

 
  

Core Value: 
  

Description: 
  

 
  

Core Value: 
  

Description: 
  

 
  

Core Value: 
  

Description: 
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Core Value: 
  

Description: 
  

 
  

Core Value: 
  

Description: 
  

 
  

Core Value: 
  

Description: 
  

 
  

Core Value: 
  

Description: 
  

 
  

Core Value: 
  

Description: 
  

 
  

Core Value: 
  

Description: 
  

 
  

Core Value: 
  

Description: 
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How did this exercise get you to think or feel differently? 

 

  

 

 

How will knowing what is truly important to you, and writing it down, 

help you? 

 

  

 

 

What were you thinking and feeling as you completed this exercise? 

 

  

 

 

Will you share this exercise with anyone else that might benefit? 

If yes, who?  When will you share it with them? 

 
  

 

“Values are the food for more intelligent choices.” 
       -- Bill Bachrach 
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© Anne Bachrach                          www.AccountabilityCoach.com                              23 

 

Lesson Three:  Aligning Behaviors and Goals with Values 

 
ACTION:   Define Goals and Behaviors that Align with Your Values 

 
ow that you have defined your values you can effectively identify 

the goals that align with your values.  From there, we will help 

identify the positive behaviors that support successful goal 

achievement – we will be do both of these exercises in this lesson. 

 

Quickly review the list of core values in the previous lesson and think 

of goals that you would like to achieve that are in alignment with the 

core values listed. Start with goals that are related to the most 

important values and work your way down the list. 

 

Goals: The tangible goals you want to achieve in your personal and 

professional life (i.e. the amount of money you want to make, the kind 

of car you want to drive, the home you want to live in, specific places 

you want to travel, sending your children to college, retirement or 

financial independence, vacation home, sky diving, etc.). 

 

As an example, if recognition is a core value you listed, then an aligned 

goal may be to obtain a degree or training that will allow you to obtain 

a really good paying job and get the recognition you deserve.  Maybe 

one of your top core values is family; in that case, an aligned goal may 

be to build a stronger relationship with your spouse or partner, 

children, parents, and siblings. 

 

The goals can be anything at all, but they must align with your 

values to have any chance of success.  Take a moment to write down 

your top 5 goals, short- or long-term, that align with some of your most 

important core values. 

 

EXAMPLE: 

Goal Name: Financial Independence / Retirement 

Goal Amount: $25,000 / month, net after tax (in today’s dollars)  

Goal Date: March 30, 2020 

 

N 

3 
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Goal #1  

  

  

 

Goal #2  

  

  

 

Goal #3  

  

  

 

Goal #4  

  

  

 

Goal #5  

  

  

 

As we discussed, aligning goals and behavior with core values is the 

only way to ensure successful goal achievement. To review, here is the 

formula: 

 

Goals and Behaviors in alignment with core Values = Success! 

 

With your core values and goals defined, we can now identify the 

positive behaviors that are required to obtain successful goal 

achievement. 
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Behavior:  The daily tasks and activities that must be consistently 

practiced that support the successful achievement of anything you 

truly desire. 

 

Your daily behavior determines whether or not you achieve the goals 

you set. Understanding your values simply provides the clarification of 

which behaviors support your success or sabotage. When you know 

what you need to do in order to get where you want to go, you will be 

able to achieve your goals. 

 

As an example, say one of your core values is Health. The fact is health 

requires maintaining healthy eating habits and regular exercise. 

Lacking the positive behaviors that support the goal achievement will 

only result in failure.   

 

When your behavior is in direct conflict with your values, you are 

sabotaging your success each and every time.  However, when it is in 

direct support of your values, you achieve goals each and every time. 

 

Review the core values you listed in the previous lesson. With those 

values and goals in mind, identify those behaviors that are in 

alignment with your goals. 

 

EXAMPLE: 

Core Value: Health 

Goal: Lose 10 lbs and optimize health (decrease blood pressure from 

____ to ____, or increase my HDL from 40 to 60).  

Behavior: Reduce junk food intake, eat smaller portions, eliminate or 

reduce alcohol, and increase physical activity to 30 minutes 4 days per 

week. 

 

Now it’s your turn.  Review your top 5 goals and write the positive 

behavior that is in alignment with the achievement of the goal.  You 

can even note past failures, detailing what you learned and what you 

would do differently this time for success. 

 

Go to the next page to begin this exercise. 
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Core Value #1: 
  

Goal: 
  

 
  

Behavior: 
  

 
  

Core Value #2: 
  

Goal: 
  

 
  

Behavior: 
  

 
  

Core Value #3: 
  

Goal: 
  

 
  

Behavior: 
  

 
  

Core Value #4: 
  

Goal: 
  

 
  

Behavior: 
  

 
  

Core Value #5: 
  

Goal: 
  

 
  

Behavior: 
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While there are many benefits to this previous exercise, the ultimate 

benefit is, of course, that you learn to achieve your goals with precision 

and accuracy.   

 

The process becomes crystal-clear when you realize that the first step 

in goal achievement success requires alignment of Values, Goals and 

Behavior. When all three energies are focused in the same direction, 

goal achievement becomes easier and faster! 
 
 

 

 

 

 

 

 

 

 

 

 

“The coming together of your behavior with your values creates a 
feeling of inner peace.” 
       --Hyrum Smith 
 
“The will to win is important, but the will to prepare is vital.”    
       -- Joe Paterno 
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Lesson Four:  The Wheel of Life – Coming into Balance 
 

ACTION:  Complete the Wheel of Life Chart 

 

hen life is busy or all your energy is focused on a specific project, 

it's all too easy to find yourself off balance and not paying enough 

attention to the most important areas of your life. While you need to 

have drive and focus if you're going to get things done, taking this too 

far can lead to frustration and intense stress.  

 

When you find yourself in this type of situation, it is time to sit down 

and take a real look of your life so you can bring things back into 

balance. The Wheel of Life is a powerful tool to help you do this. Review 

Lesson 3 as you do this next exercise. The Wheel of Life gives you a 

clear visual representation of the way your life is currently, and how 

out of balance it may be. You can then compare it to the way you would 

ideally like it to be and know which areas need adjustment. 

 

The Wheel of Life covers 8 areas of your life: 

1. Money 

2. Career 

3. Friends/Family 

4. Fun/Recreation 

5. Personal Growth/Spiritual Development 

6. Romance/Significant Other 

7. Physical Environment/Home 

8. Fitness/Health 

 

Before you complete your Wheel of Life exercise on the upcoming page, 

take a look at the sample on the following page.   

 

In addition to the life categories, you will notice there are several other 

aspects to the chart. There is a number 0 in the center with the number 

10 on the outside of the Wheel for each category.   

 

Each category should be rated based on your current satisfaction, 

(where you are today – this very moment in time, not where you want 

to be) in each area in your life. Each category will be rated on a scale of 

0 to 10, with 10 being stupendous and 1 being dismal.   

 

W 

4 
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Take a look at the sample Wheel of Life below - you’ll see that Fitness 

& Health is rated at 6 and Money is rated at 9.  Each category will 

have its own rating (0-10) and then each category rating is connected.   

 

The goal is to end up with a near perfect circle (dashed lines); although 

this is not very likely the first time you complete this exercise.  A near 

perfect circle is good, but ideally, you would want each category to be 

rated as close to 10 as possible – so a large near perfect round circle. 
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With the blank Wheel of Life below, place a dot (between 0 and 10) 

in each of the 8 areas that best represents your current satisfaction 

with this area in your life.  Again, 10 represents stupendous and 0 

represents dismal.  

 

After you have rated each category with a dot and score, connect the 

dots to see how round (balanced) your life is at this time. 

 

You can also easily complete this exercise on-line at 

https://www.AccountabilityCoach.com/.   You will find this online 

exercise under the FREE Silver Membership section of this website, 

along with many other complimentary resources 

(https://www.AccountabilityCoach.com/coaching-store/inner-circle-

store/). 

 

 
Date completed: _______________________ 

http://www.accountabilitycoach.com/
http://www.accountabilitycoach.com/coaching-store/inner-circle-store/
http://www.accountabilitycoach.com/coaching-store/inner-circle-store/


© Anne Bachrach                          www.AccountabilityCoach.com                              32 

     (Month, Day, Year)  
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List the areas you would like to improve (Goals should be listed on the 

Goals Sheet that you will create in an upcoming lesson): 

__________________________________________________________________

__________________________________________________________________ 

__________________________________________________________________ 

 

Your Wheel of Life can be completed every six months to one year.  

This will give you a perspective on the progress you are making in each 

area, or at least review what has to be done to keep the higher areas 

maintained at that level while bringing the other lower areas up.  

Remember, the goal is to make progress in the lower areas while 

maintaining the areas that already are at a higher level.  Increasing 

one to two numbers in a year (12 months) is considered to be making 

great progress. 
  

  “Happiness is not an accident. Nor is it something you wish for.  
Happiness is something you design.”  
       --Jim Rohn 
 
“At some point in your life you will either have the things you want or the 
reasons why you don't.” 
       --Unknown 
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Lesson Five:  Quality of Life EnhancerTM Exercise 
 

ACTION:  Complete the Quality of Life Enhancer™ Exercise 

lmost everyone in the world has lamented, at one time or another, 

about not having enough time in the day. "If only I had an extra 

hour each day…I could spend more time with my kids, or have fun, or 

do something for myself."  

The truth is, even if we had FIVE extra hours each day, we would 

probably still misuse the time and bemoan our inability to finish 

everything with which we task ourselves.  

We can't change the number of hours we have each day.  It doesn't 

matter if we are rich, attractive, or brilliantly smart, 168 hours per 

week is what we all have to work with.  It's not a whole lot of time.  Or, 

is it?  

The Quality of Life Enhancer™ is designed to help you keep life in 

perspective.  The sample chart that follows shows how you can 

determine what types of changes you can make in order to best utilize 

your precious time so you can have an even better quality of life.  

Some things cannot be delegated and some things can.  With a little bit 

of thought and some strategic delegation, those 168 hours can become 

more than enough time for the things in life that are most important to 

you.  

This exercise was created by my husband, Bill Bachrach, who is 

Chairman and Founder of Bachrach & Associates, Inc., and is designed 

to help you focus on what's most important in your life.  Additionally, it 

will help you further discern which activities will contribute the most 

to an improved quality of life. The Quality of Life Enhancer™ Exercise 

is based on two principles:  

1. The more you can align your behavior with your core values 

(what's important to you), the happier, more satisfied and 

fulfilled you will be.  

2. The more tasks you can delegate that are less important, the 

more time you have for what is important.  

A 

5 
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So often, we make choices about how we will spend our time 

subconsciously, and this exercise is designed to help you make 

conscious choices.  Roy Disney once said, “When your values are clear, 

your decisions are easy.”  I’d have to add that when your values are 

clear and you know what you need to do in order to fulfill them—and 

they must be fulfilled within a finite number of hours in the day—the 

decision to delegate the less important tasks becomes easy.  

 

Time isn’t wasted by the day, week, month, or year – time is wasted a 

little at a time.  Fifteen minutes here . . . half-hour there . . . few hours 

occasionally . . . they all add up to valuable time that could have been 

spent on the things that are most important.  

 

Get comfortable delegating what you can and focus your time and 

energy on what is truly important to you. Ideally, this exercise is best 

updated on a weekly or bi-weekly basis.   

 

This is a great exercise to share with friends, family, peers and anyone 

you think would enjoy the experience. Feel free to share this exercise 

with any of the below and anyone else you think would benefit. 

 

1. Ideal Clients 

2. Referrals 

3. Strategic Alliances/Centers Of Influence (existing or future) 

4. Family / Friends 

5. Peers 

6. Associates 

7. Church groups 

 

To complete your complimentary Quality of Life Enhancer™ Exercise 

online, go to https://www.AccountabilityCoach.com/.  Complete this as 

often as necessary.  Some people do it weekly and some do it monthly 

or quarterly.  You will find this online exercise under the FREE Silver 

Membership section of this website, along with many other 

complimentary resources 

(https://www.AccountabilityCoach.com/coaching-store/inner-circle-

store/).   
 

 

  
"And in the end, it's not the years in your life that count.  It's the life in 
your years."      

       -- Abraham Lincoln 

http://www.accountabilitycoach.com/
http://www.accountabilitycoach.com/coaching-store/inner-circle-store/
http://www.accountabilitycoach.com/coaching-store/inner-circle-store/
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What’s More Important in Life Than Money? 
Quality of Life Enhancer™ Exercise - SAMPLE 

Name: ____________________                                   Date: ______________ 

Life Quality 
 

More hrs 
per week 
I’d like to 
spend on 
this. 

What are three activities I would do this week to 
improve this area of my life? 

Delegate? 
Yes or No 

Being 4 1.  Exercise 3-4 times a week. N 

Healthy  2.  Learn about healthier eating. N 

  3.  Learn yoga & get a massage every other week. N 

Being  3 1. Read a chapter per week in a spiritual book. N 

Spiritual  2. Go to Church once per week. N 

  3. Pray or meditate for 15 minutes per day. N 

Having 5 1. Activities: golf, skiing, cooking class. N 

Fun  2. Learn a new joke and tell it to somebody. N 

  3. Time with friends: movies, dinner party. N 

Creating  1. Take the training course I’ve been putting off. N 

Career 2 2. Reward those who have contributed to my success. N 

Excellence  3. Find a coach/mentor. N 

Serving  1. Sign up to be a youth mentor. N 

Others 2 2. Volunteer for a church committee. N 

  3. Participate in the Walk-a-thon for M.S. N 

Nurturing  1. Have a date night per week with my spouse. N 

Family 4 2. Take the kids to the park (with no ‘agenda’). N 

Relation-
ships  3. Have dinner together every night this week. N 

Financially  1. Ask friends for trustworthy Financial Advisors Y 

 
Fit 0  2. Schedule a meeting with one  

  3. Establish a plan to hire an Advisor  

 

Copyright © 2001 Bachrach & Associates, Inc.  http://www.billbachrach.com.  Some of the content in this 

lesson has been excerpted, with permission, from the Values-Based Financial Planning book by Bill 

Bachrach. 

 

http://www.billbachrach.com/
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Lesson Six:  Create Your Ideal Scene – Visualization 
 

ACTION:  Visualization Exercises for Each Life Category 

 

his visualization exercise is about creating pictures and stories of 

what you want to manifest in your life.  You might want to 

consider having relaxing music playing quietly in the background when 

completing this exercise.  You will need paper and something to write 

with for this exercise.  Or, you can type notes on your computer, if that 

is easier. 

 

Let’s start our visualization journey by thinking about each area of the 

Wheel of Life separately.  Visualization is most effective while sitting, 

so find a comfortable chair and relax. Take three deep breathes and 

relax even further.  Breathe in through your nose and out through your 

mouth.  

 

Release any tightness or stiffness that you feel in your body. Feel every 

muscle that might be tight begin to relax and get comfortable.  You are 

calm and very relaxed. Free your mind of any thoughts.  Be open to 

only the exercise you are about to begin. 

 

During this exercise, visualize your future as if it were happening 

right now. Put yourself in the moment.  What are you doing, how do 

you feel, what do you see, what can you touch, who is there with you – 

imagine all those things as if they were real. 

 

Let’s start with the Money section on the Wheel of Life.  If the Money 

section on your Wheel were a 10 (it may already be for you), what 

would your life look like? How much money would you have saved for 

your financial independence or retirement that you live off of?  How 

much money would you be spending each year? What would you spend 

the money on?  How much gross or net? 

 

Would you have any debt, or would everything be paid off and you own 

it free and clear? If so, what area would debt be in (house or car for 

example)? Do you need to save money for your children’s college?  A 

second home or something else?  

T 

6 
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Get into the feeling of how great it feels to have enough money to 

comfortably live on and not have to worry short- or long-term.  Wow! 

Feels great, doesn’t it!  Imagine having that feeling more often or all 

the time.  

 

If Money is already a 10 for you, what do you have to do to maintain it 

at a 10 level? Create the pictures in your mind of what your life looks 

like maintaining the Money section at a 10. Imagine your ideal life, not 

just a life that will create money, but a life doing exactly what you love 

to do and making money doing it. 

  

Now, take a few moments to write it all down on paper, or type it into 

your computer. Create word pictures to describe it as you saw it. Write 

your sentences in present tense with the desired date to have each of 

the things you wrote down accomplished (month, day and year).   

 

Next, let’s go to the Fun and Recreation section on the Wheel.  If the 

Fun and Recreation area on your Wheel were a 10 (and it may already 

be for you), what would your life look like? What will you be doing 5, 

10, and 20 years from now in relation to Fun and Recreation?  Would 

you like to travel? If so, who would you like to travel with?  Where will 

you go?  Would you like to play more golf, join a book club or choir, or 

be a member of a Country Club?   

 

If Fun and Recreation is already a 10 for you, what do you have to do to 

maintain it at 10? Create the pictures in your mind of what your life 

will look like maintaining Fun & Recreation at 10. Imagine every detail 

of your ideal fun and recreation life and experience it as if you are 

living it right at this moment. Let your imagination go and feel the 

emotions associated with the pictures you are creating in your mind.  

 

Take a few moments now to write all of what you have just imagined 

on paper. Create word pictures to describe it as you see it with detailed 

sentences in present tense. Write the desired date you would like to 

have them accomplished (month, day and year). 

 

 

 

 

  

“The future belongs to those who believe in the beauty of their dreams.”   
        
      --Eleanor Roosevelt 
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Next, let’s go to the Fitness and Health section on the Wheel.  

 

If the Fitness and Health area on your Wheel were a 10 (and it may 

already be for you), what will your life look like?  What will you be   

doing 5, 10 and 20 years from now, as it relates to Fitness and Health?  

What type of sports and exercises will you be participating in?  What 

will your weight be and how will you look?  Do you have a body fat 

percentage desired or inches lost goal?  Will you feel energetic, healthy 

and fit?  What does a healthy body and person look like?  

 

If Fitness and Health is already a 10 for you, what do you have to do to 

maintain it at a 10? Create the pictures in your mind of what your life 

will look like to maintain Fitness and Health at a 10. Imagine how your 

body looks in the mirror, working out, competing in a race, running a 

marathon and whatever else comes to mind for you.  

 

Take a few moments to write all of what you visualized on paper. 

Create word pictures to describe it as you see it and write your 

sentences in present tense. Write your desired date when you will 

accomplish your goals (month, day and year). 

 

Continue to do this exercise for all 8 sections of the Wheel of Life.  After 

you have thought about each one of the areas separately, go back and 

review each section.  Add or change items, as you think of things when 

you review each section. 

 

1. Money 

2. Fun/Recreation 

3. Fitness/Health 

4. Career 

5. Friends/Family 

6. Romance/Significant Other 

7. Physical Environment/Home 

8. Personal Growth/Spiritual Development 

 

“Your reality becomes what you focus on.”   
       --Unknown 
 
“You become what you think about most of the time.”   
       --Earl Nightingale 
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Lesson Seven:  Create Long-Range and Life-Time Goals 
 

ACTION: Create a Detailed Goal Sheet of Long-Range & Life-Time Goals 

 

ow that you have completed the Values Clarification Exercises 

and your Wheel of Life, you know where you are today with 

respect to the 8 areas of your life. The Visualization exercises gave you 

the opportunity to imagine the pictures of your ideal life. With those 

visions in mind, it is now time to set goals. 

 

 

 

 

 

 

 

Without execution, visions will remain just that - visions or dreams. 

Establishing goals and writing them down in ink sets the wheels in 

motion to creating your ideal life. Come up with some long-range goals 

(lifetime goals) as they relate to these 8 areas of your life.  You will use 

all the things you wrote down in Lesson 6 to help you create these 

goals.  

 

1. Money 

2. Career 

3. Friends/Family 

4. Fun/Recreation 

5. Personal Growth/Spiritual Development 

6. Romance/Significant Other 

7. Physical Environment/Home 

8. Fitness/Health 

 

Ideally, you will want to review where you are now and raise it to a 10 

in all areas. Think into the future and list some long-range / life-time 

goals that you may have only dreamed about and put your life into an 

ideal position in all 8 areas.  Visualize your life as a 10 again as you did 

in the visualization exercise and write down your lifetime and long-

range goals.   

N 

"Everything depends upon execution; having just a vision is no solution." 
 
       -- Stephen Sondheim 

7 
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There is a school of thought that says all the goals you create must be 

S.M.A.R.T. goals. This means each goal you write down is Specific, 

Measurable, Attainable, Realistic, and Tangible or Timely.  

 

I take issue with the words realistic and attainable. After all, who 

defines what is possible in the realm of reality? I believe goals should 

be “stretch goals” - goals that are achievable and also require 

stretching perceived limits. This extra push provides inspiration and 

motivation. Stretch goals are win-win and even if you fall short of 

achieving a stretch goal, you’ve probably exceeded your “realistic” goal. 

 

The word attainable bothers me for similar reasons. Obviously, you 

want your goal to be within reach, but that same “stretch” should be 

added for additional motivation and inspiration. Most people are 

capable of achieving more than they think they can achieve. Set a 

“stretch goal” and see what you are truly capable of achieving.  What’s 

the worst thing that can happen? What are the best outcomes that can 

happen? 

 

I believe each goal must have a specific target date (month, day and 

year) associated with it. Most people assume that just noting the year 

with a goal is specific enough, but goal setting requires pinpoint 

specification. Be sure to note a day, month and year for each goal.  

 

In theory, working toward your goals is not complicated and being 

perfect isn’t a requirement.  Do the things that move you toward your 

goals, and stop doing the things that do not move you toward your 

goals – it really is that simple. 

 

The rule should be that most days you perform most of the things that 

move you closer to your goals.  Consider what would happen if most of 

what you said and did every day moved you toward your goals. 

 

While you may only have 1 goal for each of the 8 areas of your wheel of 

life, I suggest having more than one.  For long-range and annual goal 

sheets, 10 to 15 goals or more is very typical, but having that many for 

short-term and weekly goal sheets may be a bit too much. For weekly 

or daily goal sheets, 5 to 10 is a reasonable amount. There will be more 
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of this to come in a later lesson. Once you achieve each goal noted, put 

a check mark next to it and replace it with a new one! 

 

Long-range and Life-Time goals can be anything you wish – there are 

no limits.  In fact, it is better if you stretch your visions beyond what 

you believe is possible. 

 

The reason is that you are probably capable of so much more than you 

currently believe. The mind has the ability to be our best friend or our 

worst enemy. As our best friend, it serves our limitless visionary; but as 

our worst enemy, it serves as our limited perception.   

 

Use it as your best friend and break through the limits it can often set 

as a “realistic” perception. The only limits that exist are the ones set by 

your perceptions. Think big and aim high! 

 

EXAMPLE: 

Long-Range Personal and Business Goals (Beginning Jan. 1, 2021) 

1. Have $10 Million saved for financial future by 12/31/28 

2. Work 3 days per week by 8/1/21 

3. Work no later than 6pm for all days starting 2/1/21 

4. 150 Ideal Clients generating at least $4,600 each per year by 7/1/27 

5. Contribute 15 hours per week to charitable & civic events starting 

1/1/25 

6. Donate at least 10% of gross income to charity, starting 1/1/26 

7. Take 4 one-week vacations per year starting 1/1/21 

8. Body weight at 157 lbs. and body fat at 13% by 12/31/21 

9. Save $75,000 toward children’s college education by 12/31/22 

10. Buy a vacation home in Atlanta with $50,000 by 3/1/23 

 

Now go to the next page to write your own Long-Range Goals. Be 

sure to include a completed by date with month, day and year. Don’t 

stop at 10 goals if you have more – keep going! 

"Life... It tends to respond to our outlook, to shape itself to meet our 
expectations."  
       -- Richard M. DeVos 
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__________________’s Long-Range Personal and Business Goals 
(Note: Make sure to include the specific date you want to accomplish each goal.) 

1. 
 

2. 
 

3. 
 

4. 
 

5. 
 

6. 
 

7. 
 

8. 
 

9. 
 

10. 
 

11. 
 

12. 
 

13. 
 

14. 
 

15. 
 

 

Notes: 

 
 

  

  

  

  

"I skate to where the puck is going to be, not where it has been."  
 

-- Wayne Gretzky 
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Sample Format You Can Consider Using 
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Lesson Eight:  Create Your Annual Goals 
 

ACTION: Create a Detailed Goal Sheet of Annual Goals 

 

ow that you have completed your Wheel of Life and your Long-

Range and Life-Time Goals, it is time to breakdown goals on an 

annual basis. Think of what you would like to accomplish this year or 

the next 12 months. How you would move from where you are in each 

area of the Wheel of Life and move it up 1 level?  

 

For example, let’s say you rated yourself a 4 for your Career category.  

How would you move that to a 5 in the next 12 months?  Take a look at 

your long-range and life-time goals for the career category and ask 

yourself, what you will do this year to help put you on the path of 

achieving the long-range goal(s).  In other words, work backwards from 

life-time/long-range, to annual goals.  

 

For those categories that are already high, think about how to 

maintain that rating if you want to focus more attention in the areas 

with lower numbers right now.  Go through each Wheel of Life category 

and outline goals that are important to you. Remember to include exact 

dates with day, month and year noted. 

 

1. Money 

2. Career 

3. Friends/Family 

4. Fun/Recreation 

5. Personal Growth/Spiritual Development 

6. Romance/Significant Other 

7. Physical Environment/Home 

8. Fitness/Health 

 

EXAMPLE: 

Annual Goals – accomplished by 12/31/2020 

1. Add 36 Ideal Clients for the year (for total of 80) by 12/31 

2. Gross income at $345,000 by 12/31/12 (Net income at $250,000) 

3. Delegate all non-High Pay Off Activities by 7/4 

 

N 

8 



© Anne Bachrach                          www.AccountabilityCoach.com                              51 

4. Obtain referrals from Ideal Clients of 4 per week (total of 208) 

beginning 3/1 

5. Read 10 books for (Delete: business or) personal development by 

12/31 

6. Schedule and take one ‘big’ family vacation for one week by 7/30 

7. Lose 13 pounds by 8/23. Currently at _____ pounds. 

8. Exercise at least 4 times per week, 30 minutes per session of cardio 

beginning 2/1 

9. Exercise at least 2 times per week, 1 hour per session of weight 

training beginning 2/1 

10. Do Yoga or Stretching class at least 1 time per week, 1 hour per 

session beginning 2/1 

11. Donate 3% of gross income to charity starting 6/1 

12. Write a book by 9/27 

13. Learn to scuba dive by 11/1 

14. Send birthday cards and special occasion cards to friends beginning 

1/1 

15. Play golf 2 times per month for 6 months, when the weather is nice 

enough to play. 

16. Go with friends on a get-away weekend by 10/15. 

17. Hire a garage organizer to organize and clean garage by 8/15. 

18. Schedule Dance lessons for ______ (partner) and myself to begin 

6/15. 

19. Hire a virtual assistant by 2/1. 

 

Now go to the next page to write your own Annual Goals. Be sure 

to include a completed by date with month, day and year. You can have 

a goal where you achieve something by a certain date, start something 

at a certain date, or continue to do something that you are currently 

doing which helped you give that area on the Wheel of Life a high 

score. Don’t stop at 15 goals if you have more – keep going! 
 

 
 
 
 
 
 

"You will become as small as your controlling desire, or as great as your 
dominant aspiration."  
       -- James Allen 
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__________’s Annual Goals completed by Dec. 31, 2020 or before 
(Note: Make sure to include the specific date you want to accomplish each goal.) 

1. 
 

2. 
 

3. 
 

4. 
 

5. 
 

6. 
 

7. 
 

8. 
 

9. 
 

10. 
 

11. 
 

12. 
 

13. 
 

14. 
 

15. 
 

 

 

What gets measured gets results. 

 

Notes: 
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Lesson Nine:  Create Your Quarterly Goals 
 

ACTION: Create a Detailed Goal Sheet of Quarterly Goals 

 

ow do you feel now that you have outlined some very important 

goals?  You should feel inspired and believe that everything you 

have outlined is possible. While goal setting itself is powerful, long-

term goals have to be broken down into smaller, manageable chunks 

that can be achieved in steps. 

 

Review your Long-Range and Annual Goals and let’s break them down 

into smaller pieces.  Examine what actions would need to happen in the 

next 3 months (quarter) for you to make progress toward your annual 

goals. Think of smaller steps that you can achieve within the quarter 

that will drive you toward the achievement of your bigger goals. All you 

are doing now is breaking the larger goals down into smaller, bite-sized 

pieces. You might use calendar quarters as timeframes. 

 

EXAMPLE: 

Quarterly Personal and Business Goals – January-March 31, 2020 

1. Add 6 new Ideal Clients 

2. Add 25 new business prospects 

3. Obtain 50 referrals 

4. Read 3 books or magazines for personal development  

5. Lose 10 pounds to get weight down to 180 lbs. 

6. Surprise spouse/partner with one special date night this quarter. 

7. Decide where to take family for our one-week vacation, and book 

the trip by March 31. 

8. Join the ______ gym by Feb. 1. 

9. Hire a personal trainer by Feb. 10. 

10. Send flowers to my spouse for no special reason by Jan. 20. 

11. Schedule lunch with 3 top strategic alliances or centers of influence. 

12. Write 5 procedures that can now be delegated to assistant or 

appropriate person by March 1. 

13. Sign up for the Accelerate Your Results Coaching Program by 

March 15. 

 

Outlining your goals not only serves to improve goal achievement, it is 

also about life balance. Be sure that your Quarterly Goals will not 

result in an improvement in one Life Category, while another is 
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sacrificed. Living a balanced life just takes keeping all areas of your life 

in mind while taking action that moves you closer to specific goals. 

 

Remember, the rule to achieving goals is that most days you perform 

most of the things that move you closer to your goals. Believe that you 

can achieve any goal you set, focus, and do the things you need to do in 

order to get there.  

 

Your goals are closer than you think and you can do it! 

 

Now go to the next page and write your own Quarterly Goals. Be 

sure to include a completed by date with month, day and year.  
 

"Achievement requires more than a vision - it takes courage, resolve and 
tenacity."        
       -- Neil Eskelin 
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__________________’s Quarterly Goals–January-March 31 
(Note: Make sure to include the specific date you want to accomplish each goal.) 

1. 
 

2. 
 

3. 
 

4. 
 

5. 
 

6. 
 

7. 
 

8. 
 

9. 
 

10. 
 

11. 
 

12. 
 

13. 
 

14. 
 

15. 
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For your support team staff, I recommend they use a Prioritized Action 

List (PAL).  This is a list of everything they have to do so they don’t 

have sticky notes or pieces of paper laying around. They don’t things in 

their head that they are trying to remember to do or afraid they will 

forget them.  This simple tool that I have created has made efficient 

support team people even more productive. They have told me they get 

even more done and it really helps keep them focused and on track.  

Review the sample below and have each member of your team create a 

PAL for themselves. To download a complimentary copy to help you get 

started, go to https://www.AccountabilityCoach.com/pal-sample/.  The 

PAL can be in an excel spreadsheet, customized in your contact 

management system, or Outlook, for example. 

 

http://www.accountabilitycoach.com/pal-sample/
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Lesson Ten:  Create Your Weekly Goals 
 

ACTION: Establishing Weekly Goals and Calendaring 

 

ow are you enjoying the process so far?  Are you keeping an open 

mind to even bigger possibilities? Great!  Let’s keep going.  For 

some, this process of goal setting can be the most intensive part of 

accountability coaching, but I promise – the results are amazing. We 

are coming down the home stretch toward completing the goal setting 

section of this accountability-coaching program. 

 

With your quarterly goals in mind, think of small steps you can start 

taking now that will get you a little closer each day to your ideal life. Of 

course, the other benefit of Weekly Goals Sheets is to manage all the 

tasks of daily life. If not managed, the tasks of daily life will run our 

life, literally, and we will lose sight of our Long-Range and Annual 

Goals. 

 

Weekly Goals Sheets serve two purposes:  managing our daily life so we 

can maximize our time and keeping the momentum of moving toward 

your Long-Range Goals. 

 

Get into the habit of writing Weekly Goals Sheets for maximum 

results. It may take some getting used to in the beginning, but once it 

becomes a habit, you will wonder how you ever made it without them. 

Just like the other goal setting exercises, be sure to include specific 

accomplishment dates that include the day, month and year. Your 

weekly tracking should include every day of the week and most people 

use Sunday as the weekend date for their weekly goals but you can 

start your week on Sunday if you prefer. 

 

One word of caution: be sure not to overload your schedule. Too 

many tasks results in being overwhelmed. The goal is to reasonably 

organize your daily life to achieve accomplishable goals with the most 

efficiency.  Weekly Goals Sheets are meant to simplify and streamline 

your life, not complicate it. 

 

Pick one day per week when you set your goals for the week. Sunday is 

a good day to organize before the week starts, but really any day of the 

H 
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week is fine as long as it works for you. Once you have written your 

Weekly Goals Sheet, block the time on your calendar or day planner to 

get those activities done. I don’t think computer or paper copy matters; 

use what works best for you and for your environment.  

 

“Calendaring,” as I call it, is crucial to your success. The process of 

organization will make all the difference in your life and you will find 

you can accomplish more in less time with calendaring. 

 

Determine how much time you think each activity will take and then 

add some extra time to it, maybe 15 or 30 minutes. Schedule the time 

on your calendar and then honor your calendar (which can be the 

hardest part of the process).  

 

Schedule personal and professional tasks; even taking a shower or 

working out. When you know exactly where you need to be when, you 

will be more relaxed and in control. With the additional buffer time of 

15 or 30 minutes, running late and scrambling to your next 

appointment will be a thing of the past.  

 

Additionally, if a new task comes up, you can refer to your calendar and 

know if you can add it to your schedule without overwhelming your 

day. This may seem like a simple activity to do but this is where many 

falter. Make this really work in your world and you will be very 

successful both personally and professionally.   

 

When your calendar everything, you may realize that there isn’t 

enough time in a day to get it all done.  You will have to choose those 

things that are you’re your highest payoff activities, and get even better 

at prioritization.  That is all you have time for, in most cases. For some, 

this is a hard truth, but an important lesson. You will learn more on 

calendar in an upcoming lesson. 

 

 

 

 

 

 

 

  

“People can achieve just about anything if they have a burning desire to 
succeed coupled with meaningful goals, actions, hard work and unlimited 
enthusiasm.” 
      --Lee Silber, The Goal Man 
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Review all your goals/activities. Is each one measurable? Does each one 

have a month, day and year; when you would like to achieve it? If any 

of your goals aren’t measurable or aren’t specific enough, rewrite them 

so they are. 

 

You are doing great. Enjoy the feeling it gives you to complete these 

activities. It provides you even more focus which will lead to even 

greater success personally and professionally. 

 

Hope you have a great week filled with new insight, inspiration, and 

exciting progress! 

 

EXAMPLE: 

Weekly goals/projects – week ending Feb 2 

1. Staff meeting to discuss progress on new business opportunities 

2. Call 11 clients to set up appointments to _____ 

3. Read 3 chapters of the “The Values-Based Financial Planning” book 

by Bill Bachrach 

4. Complete all my 3 client ‘to do’ items 

5. Ask for referrals from 5 clients. 

6. Plan ‘date night’ with my spouse/S.O. 

7. Donate blood – schedule it. 

8. Get car washed 

9. Find out how much it is to join the local ____ gym. 

10. Find out how much it costs to have a personal trainer. 

11. Schedule lunch with 1 top center of influence/strategic alliance. 

 

Now go to the next page and write your own weekly goals. Be sure 

to put time on your calendar to get each of them completed. Don’t worry 

about how many things you have on your list. You want everything out 

of your head and on your weekly or quarterly section, so you don’t have 

to remember to do anything – it is all in one place. These are typically 

your highest pay-off activities and goals for the week that aren’t being 

tracked on your tracking spreadsheets (the next chapter will explain 

this further). If they aren’t, consider what you can delegate, delay or 

drop so you stay focused on those things that have the highest 

probability of you achieving your goals.  Put them in priority order with 

the most important at the top. Now complete them in priority order.  
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______________’s Weekly Goals – Week ending ____________ 
(Note: Make sure these goals and projects are in priority order.) 

1. 
 

2. 
 

3. 
 

4. 
 

5. 
 

6. 
 

7. 
 

8. 
 

9. 
 

10. 
 

 

Use your goals document in conjunction with your calendar. One easy 

way to know if you have something on your calendar for a particular 

action item is to put a (C) before the item so you know when it has the 

(C) before the item, you know that it is already on your calendar to be 

done.  Another idea to help you with calendaring items is to put how 

much time you think it will take after each item so then you have a 

better idea of where to put the item on your calendar based on where 

you have the time to get it done.  

 

Notes: 

 
 

  

  

 

 

  "The truth of the matter is that you always know the right thing to do. 
The hard part is doing it."  

-- General H. Norman Schwarzkopf 
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Lesson Eleven: Annual/Monthly Tracking Spreadsheet 
 

ACTION: Create a Spreadsheet that Tracks Your Monthly Progress! 

 

ow that you have completed your Wheel of Life and outlined your 

Long-Range and Short-Term Goals, you will want to create a 

tracking spreadsheet to track your progress and monitor your 

successes. 

 

Part of successful goal achievement is to remain motivated, and this 

can be difficult to do unless you have something that shows how far you 

have come and how much you have accomplished. When you can see, in 

black-and-white, just how much you have accomplished, you will be 

motivated to do even more. This is the focus of this exercise.  It is about 

progress! 

 

It is really important to give yourself credit for the steps you take 

toward achieving your goals.  Your Annual/Monthly Tracking 

Spreadsheet (metrics) will allow you the opportunity to pat yourself on 

the back – and gloat if you want to!  When you feel good about yourself 

and your achievements, you will continue to conquer whatever goal you 

set. 

 

For each small step or large goal you achieve that brings you closer to 

your ideal life deserves to be celebrated and logged in your 

Annual/Monthly Tracking Spreadsheet.   

 

Now that you have everything written down, you can be even more 

focused and therefore have a higher probability of achieving your goals 

in the timeframe you set!   

 

Let’s get started on creating your Annual/Monthly Tracking 

Spreadsheet.  This spreadsheet measures all your activities required to 

achieve your goals.  Some goals may have multiple activities to track 

and some may have only one.  For example, you may receive money 

from several sources and you want to know how much you earn from 

each source so you would create a line item that tracks each source of 

income. 

 

N 
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Another example might be that you obtain prospects/clients from 

several sources and you would want to know where each comes from. 

You may receive referrals from existing clients, strategic alliances or 

centers of influence, peers, friends, and specific membership 

organizations that you are involved in.  You might track each one to 

know where you obtain the ‘best’ referrals from that actually become 

clients.  

 

In order to turn a referral into a client, you may have to do several 

activities that you would want to track. You may have to make phone 

calls, follow up with phone calls, conduct phone appointments, conduct 

face-to-face appointments, and have client meetings, for example. You 

may want to know how many of each of these you actually do to obtain 

a client.  

 

Review the sample Annual/Monthly tracking sheet on the next page.  

Begin creating your Annual/Monthly tracking spreadsheet that tracks 

all your activities required for you to achieve your goals.  Remember 

you can add and delete as you need to, the snapshot is just to get you 

started. 

 

It is important to remember that you can ‘course correct’ at any time.  

One of the biggest benefits of these tracking sheets is that you know 

where you stand against your goal at any given moment in time.  Many 

people don’t track their activities so don’t truly understand why they 

never seem to achieve their goals.  They don’t know what they have or 

haven’t done to actually achieve their goals or not achieve their goals. 

I’ve worked with very successful business owners who do track their 

numbers and then don’t really evaluate their numbers on a consistent 

basis.  If they didn’t they have realized sooner that if they made some 

minor adjustments to their activity they would make more money, 

work less, and have a more balanced life.  

 

Tracking is critical to your success. You aren’t tracking your numbers 

to just track them. You want to review them at the end of every month 

because they will tell you a story. They will tell you want you actually 

did to get what you actually got or didn’t get.  Knowing that you can 

change any goal along the way is also important.  You may realize that 

you are ahead of your goal, so you increase your annual goal. You may 

realize that you are behind in the activities to achieve a particular goal, 
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so you can choose to make adjustments to help you achieve the goal or 

change the goal altogether.  Own these tracking sheets and use them to 

your benefit. This is a very simple and easy way to know exactly where 

you are at against your goals at all times. It doesn’t have to be any 

more complicated. They will help you stay focused on the activities 

required to achieve your goals.  

 

 

 

               

“One way to keep momentum going is to have constantly greater goals." 
 

--Michael Korda, British novelist  
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Sample Monthly Goal Tracking Spreadsheet (Metrics) 
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Sample Monthly Goal Tracking Spreadsheet (with sample data) 
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Lesson Twelve:  Create Your Weekly Tracking Spreadsheet 
 

ACTION: Create a Spreadsheet that Tracks Your Weekly Progress! 

 

ongratulations, you have created a lot of great systems and 

processes that will help you achieve your goals in the timeframe 

you have established. There is just one more spreadsheet you need to 

create. 

 

In reviewing your annual activity tracking spreadsheet, you will now 

create one to track your progress on a weekly basis. This will then feed 

into your annual/monthly tracking sheet. Hint: Not all the activities 

you track on a monthly/annual basis will be on your daily/weekly 

tracking spreadsheet.   

 

For example, you may calculate your income only on a monthly basis so 

you don’t need to have this on your daily/weekly spreadsheet.  You may 

do some activities once per month, once per quarter, or even two times 

per year. These are activities that would only reside on your 

monthly/annual spreadsheet.    

 

The weekly tracking spreadsheet (metrics) is a subset of your annual 

one.  See the sample weekly tracking spreadsheet on the next page.   

 

Remember, it is important to note that when you create weekly goals 

you don’t take your annual goal and divide by 52 weeks.  Why?  

Because you probably aren’t going to work (and don’t want to work) a 

full 52 weeks in a year. Because of vacation, holidays, and sick time, 

the weeks you work each year are something less than 52.  I realize you 

know this to be true but many of the people I initially work with don’t 

actually take than into account when creating their weekly goal 

tracking (metrics).  Take your annual goal and divide by 40 weeks, if 

you plan to work 40 weeks, for example, to get a true indication of what 

you need to do each week in order to achieve your annual goal. If you 

divide by 52 weeks, you are already behind in achieving the goal.  

When you divide by the actual number of weeks you estimate you will 

be working, you have a more accurate picture of what you really need 

to do each and every week to achieve your annual goals.  And when you 

are on the path to achieving your annual goals, you know that you are 
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on track for achieving your long-range business and personal goals as 

well.  

 

Remember that calendaring each of your activities is critical to 

your success and progress. Determine how much time you think each 

activity will take and then add a little more time to it, like 10-15 

minutes. Schedule the time on your calendar and then honor your 

calendar. You want to make sure you use your weekly tracking in 

conjunction with your calendar. If your calendar could talk, it would 

tell you what to do, at the time you are supposed to do it, so you stay 

focused and on track.  

 

You will want to make sure to schedule personal and business 

activities alike. This way you know exactly what you can and can’t do.  

There aren’t enough hours in a day to do it all – at least for most of us.  

Of course, you probably already figured this out for yourself a long time 

ago. 

 

Always keep in mind that all your goals are your goals. They aren’t the 

goals of someone else.  You have to believe in yourself and your goals.  

If you don’t believe that your goals are possible in the realm of reality, 

it will be very difficult for you to achieve them.  If you don’t exude 

confidence in your goals, it will be hard for you to achieve them.  

 

Use your weekly goal tracking (metrics) to help you stay focused on 

exactly what you have to do to achieve your goals every single day of 

every week. Make sure to use it in conjunction with your calendar. 

 

You have come a long way and are now on the path to achieving even 

greater successes. The more you focus on those highest payoff activities 

and do the work necessary, you will achieve all your goals in the 

timeframes you have established. You will fulfill what is truly 

important to you in life. Now, create your weekly tracking spreadsheet 

(metrics) right now, before going on to the next lesson.  

 

 

 
"My philosophy is that not only are you responsible for your life, but 
doing the best at this moment puts you in the best place for the next 
moment."         
       -- Oprah Winfrey 
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Initially it can almost be a bit overwhelming when you have listed all 

the activities (business and personal) on your tracking sheet that you 

need to do in order to achieve your goals.  One way to help you really 

focus on the most important ones is to think about what are the two or 

three most important activities that will put me in the highest 

probability position to achieve my goals. The way I like to say it is, 

what are the two or three activities that when you do those they have a 

‘ripple effect’ on the majority of the others happening?  In other words, 

when you do these few activities they indirectly can affect the majority 

of the other activities naturally occurring.  For example, I think asking 

for referrals is a biggie.  When you ask for referrals, that helps you get 

prospects in your pool that you move down the pipeline to come out the 

other end as a client or not.  Asking for referrals keeps your pipeline 

full of potential clients.  

 

Now, think of the two or three most important activities that when you 

do them, they will have an effect on the other things happening. 

Highlight those items on your tracking spreadsheet.  Every week, you 

want to make sure that if you didn’t achieve any of the other goals, you 

achieved these most important activities.  These are the activities that 

will help you build momentum and keep the momentum going week 

after week.  

 

This also helps you to maybe not beat yourself up too badly each week 

when you don’t hit some of the goals, because you hit your most 

important ones.  I wouldn’t let this be your excuse to not consistently 

hit the other weekly goals, but it initially helps you focus on the key 

activities to really focus on. As you get better and better, it will be 

easier for you to focus on all of them you have on your tracking 

spreadsheet.    
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Sample Weekly Goal Tracking Spreadsheet 

 
 



© Anne Bachrach                          www.AccountabilityCoach.com                              72 

Sample Weekly Goal Tracking Spreadsheet (with sample data) 

 
 



© Anne Bachrach                          www.AccountabilityCoach.com                              73 

Progress Report! 

 

It’s me, checking in on how you are progressing.... You want to 

continually measure progress to your goals and celebrate progress.  It 

helps when you focus on the progress and not the goal as a whole.  

Sometimes goals as a whole can be too big and intimidating.  When you 

break them down into more manageable pieces and measure progress 

to those goals, it becomes much easier.  Continue to celebrate progress! 

 

What changes have you made to experience the progress you have 

made so far? What changes do you still need to make to you can 

experience even greater progress toward your goals? What, if anything, 

is standing in your way of achieving the most progress possible? What 

steps can you take now to eliminate or minimize the obstacles that 

stand before you? 

 

Continue to remain focused on those actions you know you need to do 

in order to get closer to creating your ideal life. My wish for you is that 

you can ultimately experience what is truly important to you in your 

life. Make it fun!  You are doing great! Let’s keep going!   

 

Notes: 

 
 

  

  

  

 

 

"Action may not always bring happiness; but there is no happiness 
without action."       

-- Benjamin Disraeli 
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Lesson Thirteen:  Your Highest Payoff Activities 
 

ACTION:  Define Your Most Important Activities to Achievement of Your 

 Goals 

 

n this lesson, we will be focusing on identifying your highest payoff 

activities. HPA’s are actions that have the biggest impact on you 

reaching your goals in the timeframe you set. In other words, they are 

the actions that catapult you forward, faster than other actions.   

 

Being aware of HPA’s can literally take days, months and even years 

off the time it takes to achieve goals. Identifying your highest payoff 

activities takes nothing more than simple action evaluation before 

choosing which activity to pursue. Before choosing which activities to 

add to your calendar, consider the end result of your options and choose 

the activity that brings about the best result. The result can be a short-

term result and/or a long-term result.   

 

We all have the same amount of hours in a week (168 hours) and given 

a finite amount of time, choose the activities that bring the biggest 

return first, and then prioritize the remaining activities based on their 

return.  

 

Let’s apply the 80/20 rule to your HPA's and your time.  Let’s say that 

80% of your time is spent in HPA's only.  Of that 80%, you need to 

decide how much time is spent on things that produce short-term 

results and what percentage of your time is spent on activities that 

have a longer-term result.   

 

The remaining 20% of your time might be spent on preparing for your 

HPA's time, getting organized, cleaning up your office, delegating 

tasks, etc. These would be activities that currently you have to do and 

can’t delegate to anyone.  Keep in mind, you want to try and do similar 

activities together, so you don’t have to continually change your 

‘thinking hat’ for different activities.  This will significantly help you be 

even more efficient and effective.   

 

Imagine how effective you will be if you only concentrate on the highest 

payoff activities every day? 

 

I 
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List your highest payoff activities – non-delegatable activities 

 

1. 
 

2. 
 

3. 
 

4. 
 

5. 
 

6. 
 

7. 
 

8. 
 

 

Prioritize what you have on your list. If you can only get one thing 

done, what activity has the biggest impact on you achieving your goals 

in the timeframe you set? What are your highest payoff activities and 

that always need to be done first in order to put you in the best 

probable position to achieve your goals.  Delegate what is delegatable 

or delay activities, if and when possible.  

 

When you view each activity, you should be asking yourself if you 

really need to do it or can you really delegate it.  If you don’t have 

someone to delegate to, find a temp or part-time person.  If you aren’t 

in a position to hire someone, then come up with the most logical 

schedule to get at least the highest payoff items done.  If you have to do 

all the work, do high-payoff activities first, then you pick the best ‘down 

time’ to do lower-payoff activities, if you can’t delay them.  This means 

you will complete lower-payoff activities during ‘non-prime time.’ 

 

For example, prime time might be the best time to make certain types 

of phone calls for the best possible results.  You may not know the best 

times to do certain activities until you go through a trial period and 

explore this more thoroughly. Always be thinking of when is the best 

time to get the best results and try to focus on doing those things 

during those times.  

 

If client acquisition is still important to you so you can grow your 

business even more, you want to know exactly how much time you 
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want to devote to this each week.  What percentage of your time do you 

want to spend in prospecting, acquiring new clients, and getting 

additional business from existing clients? This is a high payoff activity 

that must go on your calendar first each week? Everything else gets 

placed on your calendar after this is determined. 

 

Sometimes activities that aren’t your highest payoff activities are easy 

to do so many of us work on them first, get them done quickly, and 

move on.  I would call this procrastination to doing the ‘real’ work that 

will produce the biggest result in the time period you would like.   

 

Doing the items that are easy and quick to do still take time and it is 

valuable time that you could spend on the things that have a bigger 

impact on you achieving your goals.  Since we all have a finite amount 

of time, we need to use it most effectively.  

 

List the lower payoff activities – and delegate or delay them 

 

1. 
 

2. 
 

3. 
 

4. 
 

5. 
 

6. 
 

7. 
 

8. 
 

9. 
 

10. 
 

 

Focus on activities within your control. I have worked with people who 

get frustrated with moving forward on certain projects, due to some 

aspects of the project being out of their control. If you currently rely on 

others to complete projects, do your best to make your timeline needs 
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known. If you are waiting for tasks to be completed by someone else, 

attempt to refocus their efforts on completing the project.  

 

While you cannot control other people, communication is key for 

establishing effective accountability measurements to help ensure 

things are completed on schedule.   

 

If you need something done by a certain date, tell the person the 

deadline is at least 1-2 days before the actual deadline. This gives you a 

bit of cushion time, if you need it.  If they get it done early, you can get 

the whole project done early so you aren’t pressed up against the 

deadline and possibly feeling pressure or anxiety.  Wouldn’t that feel 

great to have things done on time or even early?  If you have ever 

experienced this, you know how great it feels, so let’s create that feeling 

more often. 

 

Decide how much time is required of each of your HPAs. Put them in 

priority order and calendar as much as possible.   

 

Review your lower payoff activities and determine which ones you will 

delegate to whom, and then communicate this to them with a target 

date for completion.   

 

Determine what you will delay or for how long you can delay each one.  

Determine which ones you will have to do and by when, and then 

calendar those in the 20% portion of your day.  

 

Visualize the end result you want to have happen and manifest it in 

your life. Think about it, feel how it would feel to achieve each goal you 

have, and then experience it happening. Get excited, in advance, about 

you hitting your goals and achieving the results you want.   

 

Visualize the actual result happening. Visualize what you want people 

to say when you talk with them. Visualize what they will do as a result 

of talking to you. Visualize exactly what you want to have happen 

every time you do something. You must know the exact desired result 

you want in order to visualize the outcome that will produce the results 

you want. The clearer you are on this, the more you will manifest it in 

your life and make it a reality.  
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Put time on your calendar each day to visualize the results you 

want to have happen. It may only be 5-10 minutes but it can have a 

powerful effect on your life. Manifest the things you want to happen 

and enjoy the experience of seeing what you visualize come true.  

 

Visualize an efficient assistant or employees doing all the low payoff 

activities and a synergistic team making progress toward your goals 

and dreams. 

 

Visualize yourself doing the things you love and getting the results you 

desire – you are doing great! 

 

Leslie C. Lyons shares a story about focus and the impact it had for 

him.  

 

“Before I won the World Skeet Shooting Championships in my Class in 
2004, I was struggling to break all 100 out of 100 clay targets. I could 
easily get in the 90s, and usually around 97 or 98, but those last one or 
two just eluded me.  
  
I worked with an instructor who told me I had to have the proper focus 
in several areas, starting with my stance. Were my feet correctly 
positioned? Was my body correctly positioned and weighted properly 
between my two feet? Was my upper body turned properly? Was I 
holding the gun properly?  
  
Next, he had me focus on my breathing. Could I feel my breath going in 
and out? Was it steady? Was it natural? Was it deep, or shallow? Was I 
holding my breath unconsciously?  
  
Then, he had me focus on my vision. Was I looking at the background, 
to distinguish my proper hold point? Did I know the background well, 
so I wouldn’t be distracted by anything when I called for the target?  
  
Then he told me to focus my mind. Only focus on the present and what 
is happening right now. Not what just happened a few minutes ago on 
the last target, or the results from the day before, or what MIGHT 
happen in a minute when I called for the target, or what might happen 
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in the future, if I succeeded or failed. ONLY focus on RIGHT NOW! Be 
“in the moment,” he said.  
  
Finally, he told me to focus on the target, or “bird” as we call it. And he 
said, “I mean REALLY focus! See the target clearly.” I told him I did. 
He then asked, “Can you see the rings on the different levels of the 
round target spinning as the bird comes out of the house?” I looked at 
him like he was crazy! I said, “HUH?” He said, “Yep. THAT’s the kind 
of focus you have to have. When you can clearly distinguish the rings 
on the spinning target, THEN you know you are focused!”  
  
Guess what? I put into practice everything he said, and then broke 249 
out of the 250 target competition and won the World Championship. 
(Yes, I let my guard down for a brief instant and it cost me a target. 
But my competitors did it more than that one time!)  
  
So, what I learned is there is focus, and then there’s FOCUS!!! And 
focus has to be – in most cases – in more than one area at a time, to 
ensure that everything is “in sync.””  
 

As Peter Vidmar says, to be an Olympic Champion, you only need to 
work out two times. 
 

1. When you feel like it…and  
2. When you don’t feel like it… 

 

Wasted Time Adds Up – How you can make more money by focusing on 

your high pay-off activities (or have more time to do what you want)? 

 

How much time do you think you waste each day?   Do you get sucked 

into doing emails, surfing the internet, watching youtube videos 

someone sent you, getting interrupted by staff, clients, or friends, etc.?  

Think about this for a minute – how much time do you think you waste 

each day?  Remember it all adds up.  Five minutes here, 10 minutes, 

there 30 minutes on something fun yet not productive.   

 

When we asked people how much time do they think they waste in a 

day, many of them said approx. 2 hours per day.  So, we will use this as 

our example. You can easily do the math for yourself depending on the 
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number you came up with for how much time you think you waste each 

day.   

 

Here’s an example of someone who said they ‘waste’ 2 hours per day. 

 

2 hours per day 

= 10 hours per week 

= 1 week per month 

= 12 weeks per year 

Divide by 4 and you get a whopping 3 months per year that is spent in 

non-productive time.   

 

Now, let’s not dwell on the non-productive time that we waste.  Let’s 

see what that time is worth to us in revenue per year if we utilize that 

2 hours per day on high pay-off activities.   

 

What do you make per month on an average?  $5,000, $7,000, $10,000, 

$15,000 

 

Multiply that number by 3 (months wasted if you said 2 hours per day) 

and that is how much more money you could make a year if you just 

focused your time more on high pay-off activities.   

$5,000 x 3 = $15,000 more per year 

$7,000 x 3 = $21,000 

$10,000 x 3 = $30,000 

$15,000 x 3 = $45,000 

 

Even if you start by being more effective and not letting time-wasters 

and distractions get in your way for 30 minutes per day, you will make 

even more money and have the option to take more time to do what you 

want to do.  How can you apply this concept in your life so you can 

achieve more of your goals? 

 

 

 

 

 

  

“Goals. There's no telling what you can do when you get inspired by 
them. There's no telling what you can do when you believe in them. And 
there's no telling what will happen when you act upon them.”    
 

-- Jim Rohn 
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Lesson Fourteen: Effective Calendaring/Time Management 
 

ACTION: Learn effective calendaring to manage your ideal life. 

 

 

he ‘stuff’ in your head can be very distracting, if you are like many 

busy entrepreneurs.  

 

Do you have things continually going on in your head of all you have to 

do today, tomorrow, next week, etc.?  Those are distractions!  When you 

effectively use your calendar and master task list or your goals sheet 

(whichever you want to call it) on a consistent basis you don’t have to 

have all these things going on in your head thinking you have to 

remember them and being afraid you are going to forget to do 

something.   

 

Do some of these things you have in your head keep you up at night?  

When you take them out of your head and put them on your goals 

document and on your calendar, you can sleep better every night.   

 

You will be more in control and you will feel a sense of relief. Don’t 

believe me, try this for yourself and you will be like the many people I 

coach who have that sigh of relief when they get all these distractions 

out of their head and in the proper place.  

 

Stop distracting yourself with all your thoughts and leverage the 

resources available to you. 

 

Keep in mind, what you choose NOT to do is just as important as what 

you choose to do.  

 

One of the success principles of any successful person is effectively 

calendaring and time management.  In order to create your ideal life, 

you must learn to schedule EVERYTHING (even showers initially, 

eating, drive time, working out, family time, etc.) and be extremely 

effective at time management.  If you are like me, you think you can 

get done more than you actually can, so you run out of time to get 

everything done you put on your list.  For me, this isn’t a good feeling, 

especially if it were to happen day after day.   

 

T 

14 
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When you begin to calendar items, take a look at everything you have 

to do and how long you think it will take to get each one done and then 

add “cushion” time to each item.  I haven’t been able to come up with a 

rule of them for how much extra time should be given to each activity.  

It is dependent on you and the activity. You may have to explore in the 

beginning to figure out what works best for you based on how well you 

estimated the initial time.   

 

If you actually do finish before the time you allotted, you have the gift 

of time to move on to the next thing. Put everything on your calendar.  

In time, you will become better at how much time you actually need for 

each item.  

 

You want to also make sure to include buffer time for something that 

has a deadline.  Say you have to submit a proposal to a prospective 

client by a certain date. In order to have it done, you determine 

approximately how much time you think it will take to create the 

proposal and then add a bit of time to that total. You then give yourself 

a deadline for completion that is 2 or 3 days before the actual ‘drop 

dead’ deadline.   

 

This means that if you have issues and unforeseen things that occur, 

you still will complete it by the actual deadline date.  This works well 

when you have to rely on others to help you get something done. If you 

get it done early, all the better for you and what impression it will 

make with the prospective client. 

 

You may have to go through trial and error on a schedule until you find 

optimal results. Some people are early birds and will tackle certain 

tasks first thing, while others will find they are more effective in the 

afternoon.  Just be sure to schedule tasks when they can be achieved 

with the greatest efficiency and outcome. 

 

Calendaring will also allow you to identify similar activities that can be 

completed together. If you have several activities that are the same 

type of activity, do them all at the same time. For example, you would 

do certain types of calls all at the same time, interview potential 

clients, conduct annual meetings with clients, etc.  
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For lower-payoff activities like administrative duties and email, specify 

during certain times in the day they will be completed. When you don’t 

continually have to change ‘hats’ while working on the activities 

required to achieve your goals, you will save a lot of time and mental 

energy.  

 

What are the highest payoff activities you can do to achieve your goals 

in the timeframe you have set? You may want to make sure you spend 

more of your time on these activities versus other lower payoff 

activities. Work on those activities that produce the results you want 

and not the ones that might be easier to do or more fun or don’t cause 

you to go outside your comfort zone.   

 

You may go so far, while at work, to say that you only take calls from 

clients during certain times in order to maximize your efficiency. To 

honor your calendar, ask them if it would be okay to call them back 

within 24 hours – or ideally schedule a time when you can speak to 

them so you don’t play phone tag (that is a big waste of time).   

 

The important part of calendaring is first to put all your activities 

on the calendar and then HONOR the calendar. For some, this is the 

hardest part to do. They let too many distractions or other things get in 

their way of honoring their calendar. For many, working out is the first 

activity that gets bumped way too often.  The best solution for this is to 

figure out a time when it works best for you to work out and scheduling 

meeting a personal trainer or friend at the gym. Or, join an online 

program such as the http://www.absdietonline.com/, 

http://www.sparkpeople.com/, http://www.loseit.com/, or 

http://www.calorieking.com/.  Think of the benefit to you and your 

family when you are healthy.   

 

Other activities like family and personal time can get overlooked, so be 

sure to add it to your calendar and honor it. Activities like ‘date night,’ 

time with your children, massages, getting your car washed, dance 

lessons, donating blood, etc. should be on your calendar. Think about 

all the things that you do and would like to do over the year, and how 

you could schedule them on your calendar, so they actually occur.   

 

http://www.absdietonline.com/
http://www.sparkpeople.com/
http://www.loseit.com/
http://www.calorieking.com/
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When you can, schedule recurring events as far in advance as possible.  

For example, I work with a personal trainer 3 days a week. It is the 

same three days and at the same time each week, assuming I’m in 

town.  I schedule this for the entire year.  I can always change it if I 

need to but the time is blocked for my personal trainer time for 12 

months out.   

 

I do the same thing for date night with my husband.  We have one 

night per week that we consider our date night.  It doesn’t have to be 

the same night every week, but it can be.  These can get scheduled as 

recurring events, keeping in mind that they can always change nights 

if there is something that comes up.   

 

The same thing can be done for notes to loved ones. Maybe once per 

month you want to send a note to a child, parent, or someone else. You 

can schedule this as a recurring event on your calendar, so you don’t 

have to think about it for 12 months out.  When you think about it, 

there are probably many things you could schedule in advance, so your 

time is blocked for these events and taken off your plate.   

 

Make a list of activities you would like to accomplish within the next 

month or quarter and put them on your calendar – and honor thy 

calendar.  This is also a good time to block similar business activities 

together. If client acquisition is still important to you, then making 

sure those activities are listed first on your list and calendared first on 

your calendar.  

 

For example, activities might include the following: client interviews, 

client follow-ups, calling referrals, checking email, reading the mail, 

returning phone calls, meetings with prospects, time with your 

spouse/partner, time with your children, running errands, working out, 

flossing your teeth, etc). 

 

1. 
 

2. 
 

3. 
 

4. 
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5. 
 

6. 
 

7. 
 

8. 
 

9. 
 

10. 
 

 

After you have made your list, determine how much time each activity 

will take. Total the amount of time needed for all activities and 

determine what time is left if any. Evaluate the highest payoff 

activities and make those a priority.  Now put your activities on your 

calendar.  

 

For the remaining activities, prioritize them in order of payoff and 

delegate any activities possible to maximize your time. The goal is for 

you to spend your time with the greatest efficiency. If you are not 

happy with the amount of time you are spending each day on your 

highest pay-off activities, reorganize, delegate, and change your 

calendar around until your time is spent achieving your professional 

and personal goals. 

 

If the capability exists on your calendar, you can also color code 

activities to help you quickly and easily identify certain types of 

meetings or activities. For example, if you have client acquisition 

activities, you may want to color code them as green, if you have client 

service or marketing activities you may want to color code them as red.  

You can use blue for office types of things you have to do and don’t have 

anyone else to do them (at least not yet).  I found color coding my 

calendar to be effective for me, and you may find it effective for you 

also. Pick the colors that work for you the best and align them to each 

of the activities you have on your calendar. Color-coding your activities 

could also help for a “quick-at-a-glance” reminder. 

 

Prepare the night before for your next day’s events. Print out your 

schedule for the next day and have everything you need to realize the 

results you want from the activities listed. For every appointment or 
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activity you do, you always want to think about what is the result you 

want to have happen and then do the things that help put you in the 

best possible position to attain that result.   

 

What do you need for each phone call, for each meeting, for everything 

that gives you the highest probability to reaching your goal? If you 

have a meeting somewhere, print the directions out in advance.  If you 

have a meeting with someone, make sure to have all their contact 

information printed out and/or a file prepared with everything you will 

need.  

 

Do you have set questions you would like to ask?  Do you have an 

agenda?  Do questions and the agenda put you in the highest probable 

position to achieve the result you desire?  What way of being or frame 

of mind do you need to be in to achieve your desired result?  What got 

you to where you are today isn’t necessarily what will get you to where 

you want to be.  

 

Review every process and system you currently have in place and ask 

yourself if this system currently is effective at achieving the results you 

desire.  You may have to make minor adjustments and enhancements 

to the way you have been doing things to achieve the future results you 

want.  Always put yourself in the highest probability position to 

achieve your goals.  Each activity has a desired result or outcome.  You 

want to always ask yourself, what has to happen to help ensure, the 

best possibility, that you achieve your desired outcome.  Prepare to 

achieve your goal.  

 

When you calendar certain activities, you will need to calendar time to 

prepare for some of them. You may even need to calendar time after an 

activity for what is required for follow-up.  For example, if you are 

meeting someone for the first time, you have so much time you will 

need in preparation time to get ready for the meeting. You will want 

enough time so that you are prepared in a way to achieve the goal you 

have set for the desired outcome of the meeting.  You will then have to 

calendar time after the meeting for what will be required, assuming 

you achieve your result.  

 

In other words, every time you schedule a certain type of meeting you 

have to also calendar time before the meeting to prepare and time after 



© Anne Bachrach                          www.AccountabilityCoach.com                              88 

the meeting, in addition to the actual meeting.  Preparing for a meeting 

is much like having a pre-shot routine before you hit a golf ball or begin 

playing a tennis match. You have certain activities you do every time 

before that particular activity. If you have an assistant, this person can 

do much of the preparation work for you.  Leverage all possible 

resources.  Sometimes we have resources available to us that we don’t 

effectively utilize.  When you leverage all possible resources, you create 

maximum benefit to everyone.  It might be a co-worker or co-workers 

who can assist you with getting things done.  It could be a friend or 

family member that can help with some of the items on your list that 

need to be done, like picking up your child or children when you need 

time for something else.  

 

For example, when I worked for IBM, and a client needed something, I 

knew that I couldn’t possibly know and understand every aspect of 

each piece of hardware and software.  What I did know is who did know 

about certain pieces of hardware and software.  So, when a client 

needed to know something, I knew who could help them and effectively 

leveraged these resources.  It’s okay to not know everything as long as 

you know who does know what you need.  This can help you leverage 

your time and use it to your advantage.  When you feel overwhelmed 

with so many things on your plate, think about how you can leverage 

your resources – personal and professional – to achieve your goals.  

 

Let’s say you have a meeting in a certain part of town or you are 

traveling somewhere for a conference or a meeting.  What other 

opportunities for business can you create that are in the same area?  I 

used to travel, for example, to Toronto once per quarter.  I would plan 

to stay an extra day to work while I was there.  I would schedule 

interviews with potential clients or talk with existing clients on this 

day.  On this one day, I would schedule 5-6 appointments, starting with 

breakfast.   

 

Needless to say, this generated a lot of business as a result of spending 

one extra day with decision makers who we could do business with.  

You can do the same thing when you travel or even in your own area.  

So many times, we don’t think of all the opportunities that might be 

closer than we think.  Plan ahead and schedule these types of 

opportunities for even more results. 
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One important aspect of time management that relates to acquiring 

new clients is making sure you have enough lead-time to move someone 

through your pipeline or funnel for them to be a client to meet your 

deadline.  For example, many people will put a goal of obtaining so 

many clients by December 31 of the current year.  To move a person 

from a prospect, through the entire cycle of them becoming a client may 

take 1 day, 1 month, or even 3 months.  It depends on you, your 

industry, and them.  So, if you say you want to have a certain number 

of new clients by December 31, you have to allow for lead-time.   

 

What this means is that you really have to get them in your pipeline or 

funnel to allow for the lead-time.  You may actually have to get them 

into your process by August or September or even October if you will 

move them through your process before December 31.  This is 

something that I find many people seem to miss in their time 

management.  How does this apply to you and your process for 

attracting and obtaining clients in your business? 

 

Have you ever had a hard time scheduling something with your spouse 

or significant other?  Well, I used to.  When another couple or friends 

would call and want to get together, I would look at my calendar and 

then ask my husband if he was available to go out on a certain night 

with these friends.  I never could seem to get him to respond very 

quickly.   

 

What I decided to do was tell him that unless I heard back from him by 

a certain day and a certain time, this is what we were going to do.  So, 

if he had a problem with it, he would tell me; otherwise we scheduled 

something.  Now, I just go to his calendar (that he keeps online for 

everyone to see) and schedule events when I see he is available.  It is 

much easier this way and we get to do things with more people now.   

 

If you still mail birthday cards or special occasion cards via “snail 

mail” you can schedule time to do all of them at once or do them six 

months at a time.  You will probably think this is over-doing it, but 

every December, I work on my birthday cards and holiday cards for the 

entire year.  I start with January and work my way to December.  

Then, all I have to do is put a stamp on them and mail them when they 

are supposed to be mailed.   
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This way I don’t have to rush to the store to buy one card when I’ve 

forgotten to get something for someone.  You can set up a way to do 

electronic birthday cards and special occasion cards via some internet 

facilities so you can do blocks of them a month or so at a time.  In the 

long run, this does save time and mental energy to complete things like 

this, if you do or want to do things like this.  Remember, if you have an 

assistant (virtual or not), this person can do most of this for you. 

 

Remember, creating your ideal life is all about creating balance.  If you 

are having a problem with honoring your calendar and maximizing 

your time, here are some questions to answer at the end of each day.  

Ask yourself these questions at the end of every day to see if it helps 

you to honor thy calendar.  You may have more questions to add to this 

list.   

 

• Did my calendar have the highest pay-off activities on it today so I 

know I am making progress toward my goals? 

• Did I do what was on my calendar today?  If no, why not? 

• Am I as prepared as possible for the activities on my calendar 

tomorrow?  If no, what can I do differently next time to be even more 

prepared? 

• What distractions did I allow to get in my way today? 

• What will I do to avoid distractions that get in my way in the 

future? 

• What adjustments, if any, do I need to make on my calendar for me 

to honor my calendar tomorrow? 

• What else can I delegate (and to whom would I delegate it to)? 

• How can I better leverage my resources to assist me? 

• How do I feel about my progress today and honoring my calendar? 

• What else has to happen for me to be the very best I can be at time 

management? 

 

It only takes five minutes to answer these questions at the end of your 

day and to review your progress.  It also helps to keep you focused on 

the most important activities you need to do in order to achieve your 

goals.   

 

I can’t stress enough the importance of calendaring and then honoring 

your calendar.  You will find yourself more in control of your life and 
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you will be even more efficient.  You becoming very effective at time 

management will have a positive impact on your life – personally and 

professionally.  You might be amazed at how much more productive 

you will be when you apply effective time management in your life.  

This is an important and key success factor and you must be skilled at 

maximizing your time.   

 

You might even think of your calendar as your business and personal 

bible.  Let’s think about this for a minute.  You probably have a 

spiritual bible, if you are spiritual person.  Your business and personal 

calendar is just as important in your life.  Your calendar tells you what 

you should be doing day in and day out.  As long as the things listed on 

your calendar are the ‘right’ activities and come from your goals, you 

know that when you honor your calendar and do the activities listed on 

it you are making progress toward achievement of your goals – short-

term and long-term.  When there is nothing on your calendar you don’t 

know what to do and that is not being effective or efficient so you aren’t 

as productive as you can be or need to be to achieve your goals. Your 

calendar is extremely important to you in your life and tells you exactly 

what business and personal activities you should be doing so you can 

achieve your goals and ultimately fulfill what is truly important to you 

in life.  

 

Focus on the results you want today, next week, next month, this year, 

and with every conversation and activity you do.  Create your reality!  

You can do it!  

 

Periodically it is a good idea to track where you are actually spending 

your time.  In order to do this, down the complimentary Time Log by 

going to the link below.  Use this time log to help you continue to be 

time efficient. This tool can be utilized by everyone on your team.  

Download now by going to https://www.AccountabilityCoach.com/time-

log/. You may want to use this tool every six months or once a year. 

 

 “Follow your dream and enjoy the trip.”     --Davis Love, Jr., to his son Davis III 
 
“The future never just happened.  It was created.”   --Will & Ariel Durant 
 
“Sometimes the biggest challenge isn’t to learn but to unlearn.”     
       --Gloria Steinem 

http://www.accountabilitycoach.com/time-log/
http://www.accountabilitycoach.com/time-log/
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Sample Weekly Calendar 
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Lesson Fifteen:  Minimize Distractions/Improve Efficiency  
 

ACTION: Learn to Significantly Reduce Distractions 

 

 
 

ost of us intend to be efficient, but few of us actually are because 

we allow distractions to break our focus. When you are working 

on something that you have listed on your calendar, you want to focus 

on that activity and that activity only. That means ignoring (at least for 

the time being) the blinking message light on your phone, the beep 

from your email inbox, or whatever else might distract you. 

 

Interruptions can be costly! When someone calls for you and your 

assistant puts the call through because they ask for you, is that a 

distraction?  Yes! Your calendar should allow you time to return phone 

calls or emails, but at specific times. Have your assistant screen calls 

and take messages and schedules phone appointments when needed. If 

you do not have an assistant, simply record an outgoing message that 

specifies what times during the day you return messages. 

 

You could change your phone recording to provide a message that 

states someone will get back to them within 24 hours, and if this is an 

extreme emergency, they can call __________. Then choose specific 

times throughout the day (maybe 2 or 3 times) when you listen to your 

messages and respond accordingly.  Your outgoing message could even 

ask for an ideal time to return their call to help reduce “phone tag.”  

This will reduce interruptions and distractions, and keep you focused 

on your highest payoff activities that will produce the biggest results in 

the timeframe you desire. 

 

This practice also increases the efficiency of any team.  Instead of 

constant interruptions from team members, have them make a list of 

items that need to be addressed, schedule meetings at set times to 

M 

15 
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review multiple items at once.  Maybe you decide to meet first thing in 

the morning and at the end of the day to review items.  Establish a 

system that works for the entire team to resolve issues while 

maintaining the highest efficiency. 

 

Email can be one of the largest distractions and checking it first thing 

in the morning can detract your focus. Instead of checking it first thing, 

schedule 2-3 times per day where you check your email for a specific 

amount of time. Reviewing your email first thing in the morning can be 

a distraction to honoring your calendar and doing the things most 

important that have already been scheduled on your calendar.  

 

Your income depends solely on you.  The more efficiently you can work 

the bigger returns you will receive.  Take a moment and ask yourself 

where you truly want to be in your professional life? Now tell yourself 

how many things you did today, yesterday, and the day before 

yesterday that directly contributed to the future results you want. 

Then tell yourself how many things you did today that did not 
contribute to your success. Those things probably distracted you from 

what you knew you should have been doing. 

 

So, you might be saying, ah - it's OK, everyone does it and shrug it off.  

Well, not everyone does it - however, most do.  So, what's the harm in 

the little everyday distractions?  Those distractions are called 

distractions for a reason.  They are distracting you from doing what you 

need to do in order to get you where you ultimately want to be. 

 

Minimize distractions and you'll reach your goals faster - plain and 

simple.  If you're self-employed and want to increase your monthly 

income by $3,000, that won't happen by surfing the internet or playing 

solitaire, or allowing things to distract you.  It's going to come from 

doing the highest payoff activities that have the highest probability of 

building your success.  You must minimize distractions and focus on 

the tasks that have a positive effect on your success. 

 

  

"Successful people do what needs to be done, whether they feel like it or 
not." 

 -- Unknown 

 



© Anne Bachrach                          www.AccountabilityCoach.com                              96 

Whether you are an employee, an entrepreneur, or work at home, these       

11 principles can be applied to reduce and eliminate distractions. 

 

1. Stay off the internet 

Just don't get on it - because once you do, you're more likely to get 

sucked into it.  If you have to get your fix, do it at the end of the 

workday or a set time during the day.  Set a time that you honor - say, 

any time after 4pm and don't get on it before then, unless you 

absolutely have to because it is part of you doing your highest payoff 

work.   

 

Don’t check email first thing in the morning. Schedule time to check 

email (2 times a day).  Schedule time around 11:00am and then at 

4:00pm perhaps.  How many times have you checked email when you 

first arrived at work and then it seemed to screw up your entire day? 

I’m not just talking about getting you behind schedule for what you 

need to do, I’m also talking about the emotional impact. Something 

upset you in one of the emails and you were mad all day long, or upset 

about something all day. Scheduling time to check email is much more 

time efficient and improves productivity. 
 

You could choose to set your “out of office” option on your email to alert 

everyone that “I check emails at the end of the day (or the two times 

per day you will check email), so if you need immediate assistance, 

please call _______ at _______.  

 

Here’s an example of an email autoresponder I received from someone I 

coach: 

“Thank you for your email. 

 

I have completed my email communication for today . . . 

 

As such, I will review and respond your email tomorrow after 

4:00 pm CENTRAL. 

 

If you require urgent assistance (really urgent) that can’t wait 

until tomorrow, please contact me at 555-567-5678. 

 

Regards, 

NAME” 
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Here’s another example of an email I received from someone: 
 

“Thank you for your email.  

 

In order to stay focused and maintain my personal effectiveness, 

I generally check email only once per day (Monday through 

Friday). If you are a client and need immediate service or 

attention, please call my office at (555) 778-5623. 

 

Thank you, 

NAME” 
 

Here’s another example of an email I received from someone: 
 

“Thank you for your email. 

 

My goal is to respond to your communication as quickly as 

possible, but please allow up to 48 hours (Monday through 

Friday). If you are a client and require immediate service or 

attention, please call my office at (555) 778-5566 and speak with 

my assistant Sharon. 

 

I look forward to connecting with you soon. Thank you. 

NAME 

Biz Name 

Contact Info” 

 

Here’s another example of an email I received from someone: 

 

“In order to stay focused and productive, I check my email twice a 

day, mid-morning and late afternoon.  I'll respond to your email 

as time permits.  If this is an emergency, please call our office 

at 650-555-1500, and ask for Kathy, our Client Services 

Chief.  If Kathy is away, please leave a message and she'll 

respond within 24 hours.   

 

Alternatively, you can always send an email 

to client@financialwealth.com which is monitored by our team for 

immediate action. 

mailto:client@financialwealth.com


© Anne Bachrach                          www.AccountabilityCoach.com                              98 

 

Make it a Great Day!  

 

NAME 

Biz Name 

Contact Info” 

 

2. Remove non-essential computer desktop icons 

All of those things you love doing, like playing solitaire, just remove the 

icon from your computer desktop.  Out of sight, out of mind is typically 

a good policy.  

 

3. Remove desktop clutter 

Magazines you say you're going to read on your lunch break, or when 

you have “extra” time, and the picture of your significant other taped 

right to your computer monitor; these items need to be moved out of 

your immediate and frequent field of vision.  It's OK to have personal 

items near you; they just shouldn't be right in front of where you look 

most of the time.  Only keep those items on your desk that you are 

currently working on.  Anything else can cause a distraction and slow 

you down from getting your work done.  Place only current files needed 

on your desk, while the others are filed away until you need them. 

 

4. Eliminate noises 

Listen to soothing instrumental music if you feel you need to listen to 

something, but talk radio or lyrical music will distract you from 

focusing on the task at hand.  Even alert sounds from your computer 

can be distracting; like the sound, you hear when you receive an 

incoming email.  Other distracting sounds can be the phone ringing, 

others talking, outside noise, etc.  You might want to choose to wear 

earplugs or noise cancelling headphones while working to see if this 

might help.  

 

5. Discourage walk-in traffic 

Granted, if you're a manager it may be more difficult to do this; but if 

you can set specific times when you're available to talk and accept 

walk-ins, and times that you don't - it will help you to focus and 

complete tasks more efficiently.  Ideally, scheduling appointments 

(face-to-face and over the phone) is the most effective way to do be time 

efficient. For those who work at home, this rule applies to your family.   
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Establish clear boundaries when you are not to be distracted, unless 

it’s an emergency like the building is burning down and you need to get 

out.  You might want to post a simple “Do Not Disturb” note on your 

door that will discourage people from disturbing you until the 

scheduled time you have indicated on your calendar.  

 

6. Screen your calls 

It's ideal if you have someone answer every call since a real-person 

response is a vital part of a successful business.  If this is a resource 

available to you, establish a schedule of when you are available to 

accept and return calls.   

 

Outside of those times, you'll need to arrange a screening process to 

allow only the most important calls to make their way to you.  You may 

want to reserve a few hours per day when you do accept and return 

calls.  Again, scheduling phone appointments is ideal and leads to 

working as efficiently as possible.  It is better for the client and for 

prospects if you work by appointment only, as much as you can. 

 

Whether it is you or someone else answering the phone, you might 

want to say something like, “Hi Tom, what can I/we do for you?”  This 

can help shorten the pleasantries and encourage callers to get to the 

point of their call.  

 

Many people allow clients who call to distract them by accepting the 

calls because they think this is good client service.  In many cases, most 

people don’t have an emergency and can wait for you to return your 

call.  Ideally, the person answering the phone can ask what the call is 

in reference to and schedule a time for you to call them back within 24 

hours.   

 

This allows you to remain focused on what you are currently working 

on, gives you time to prepare to respond to the reason for the call, and 

nobody has to play phone tag.  The person scheduling the return call 

schedules it on your calendar in the time you have blocked to return 

client calls.  They also tell you about the call and the purpose so you 

know how much time you will need to prepare for the call.  
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If you have no staff, consider an electronic system that politely asks 

your callers to announce themselves (for you to screen).  For example, 

view the services at www.katesolutions.com.  

 

Setting the office phone so you don’t hear it ring and having it go to 

voicemail at all times, if you are the only one in the office, is ideal. A 

sample voicemail recording might include: 

 

“You’ve reached XYZ company. We are currently checking and 

responding to voicemail two times a day (at 12:00 noon and 4:00pm PT 

– your time zone).  Should you require assistance that is of an urgent 

matter and can’t wait until 12:00 noon or 4:00pm, please contact 

NAME at 555-567-5678. Otherwise, please leave your name, phone 

number, and a specific message as to the reason for the call and how we 

can assist you so that we can be effective at providing you with a 

proper response when we return the call. Enjoy your day!” 

 

7. Ask for what you want 

There is nothing wrong with asking for what you want.  It's 

appropriate for all situations, but it must be done with tact and 

friendliness.  Busy professionals appreciate concise, focused 

conversation and you can show them you respect their time by not 

wasting it needlessly.  Clear and concise communication saves time for 

everyone. 

 

When you call someone, you can start by saying, “Hi Jane, I know you 

are busy, so the purpose of my call today is _____.”  Most busy people 

appreciate you getting to the point of the call quickly.  

 

The same principle applies when you receive a call from someone.  You 

might say something like, “Hi Tom, What can I do for you?”  This can 

help shorten the pleasantries and encourage callers to get to the point 

of the call. 

 

When your voicemail plays for someone, because nobody is there to 

personally answer your phone, leave a message that clearly asks the 

callers to state the purpose of their call.  This can save you time. 

 

8. Learn how to “cut off” excessive conversation 

http://www.katesolutions.com/
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Just as I mentioned in the above principle, everyone appreciates 

productive conversation.  If you find yourself in a conversation with 

someone and it's not progressing to a point or conclusion, wrangle it in 

so you can get to a solution.   

 

Again, this should be done politely and professionally - but it's perfectly 

acceptable if you do.  Superficial chitchat is just that – superficial.  If 

you would like to talk to someone, at least have it be meaningful, so it 

doesn't waste your time or theirs.  Nothing personal, but most people 

would probably rather spend their time on things they would like to be 

doing, and those things might not include you.  

 

You might consider having some meetings actually be “huddles” where 

you don’t allow anyone to sit down (unless they are physically not able 

to stand).  Depending on the agenda for the meeting, these “huddles” 

will shorten the “meeting” time. 

 

9. Work when no one else is around 

This can sometimes be the greatest distraction elimination available.  

No clients, no co-workers, no phone calls.  You can sometimes 

accomplish more in 2 hours with no one else around than you can in 8 

hours and a full office. Take advantage of alone time whenever you can.  

However, you don’t want to sacrifice your personal quality time that 

you need to maintain life balance.  

 

Consider that busy people may come to the office before everyone else 

to ‘work when nobody else is around,’ so this might be a good time to 

try to reach them, if you have been playing “phone tag.”  

 

10. Use and honor your calendar and task list 

This will help you stay focused and on track, and eliminate 

distractions.  Letting your assistant and all team members know that 

you “honor your calendar” will not only set a good example for them to 

follow, but also help with minimizing or eliminating interruptions.  

Remember; concentrate on doing the things that have the highest 

probability of you achieving your goals and that build your success.  

Distractions offer no return and no profit.  

 

As an example, one of my clients works best with a four-hour 

uninterrupted time-block every workday.  He schedules this four-hour 
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window of time and honors it.  His co-workers know that this is 

protected time, and it works fantastically well for him.  

 

Wouldn’t it be great if our ‘good intentions’ worked the way that we 

think they should?  Not even enthusiasm guarantees positive results.  

There’s often a wide gap between our intentions and our actions.  We 

fail to take the action necessary to be in alignment with our good 

intentions.  We allow things to distract us way too much each and 

every day.    

 

In talking with people whom I coach, we talk about what specifically 

they allow to distract them each day.  As you would guess, they are the 

things listed above.  They know they should honor their calendar 

because the most important activities are on it, but somehow still 

manage to let these other things distract them.   

 

We are sometimes our own worst enemy.  Knowing the importance of 

what is on our calendar, honoring it, and not allowing distractions is 

something that you have to work at and may not come easily on the 

first day.  Give yourself time and make progress. You will find it will 

get easier and easier each day to minimize the distractions that hold 

you back from even greater things. 

 

11. Dealing with unexpected (and out of your control) events 

For example, what happens when a team member quits or you need to 

terminate them?  This can be a significant distraction to have to deal 

with.  

 

First, consider asking everyone you know for help.  Send out an email 

to everyone you know including, peers, friends, family, neighbors, 

strategic alliances, church members, etc.  Tell them what you are 

looking for – and be very specific.  Ask them for help by providing you 

with the name and contact information of anyone they know who might 

fit with what you are looking for.  Leverage every possible resource that 

can help you.  No matter the situation, leverage resources to help you 

when you need help.  People want to help, if they can. 

 

Most likely, you will receive a few responses to your request for help.  

Have a team member, if you have one, follow-up with contacting the 

referrals you receive.  Your team member can do the initial work to 
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review resumes and schedule interviews with the top candidates.  They 

can also contact references and do any other checks you do on possible 

candidates.   

 

If you don’t have a team member to help you, you can always contact 

someone like Gina Pellegrini, who provides this kind of service, for 

help.  Gina or someone like her can also help with a description of the 

job, in addition to screening, and interviewing.  You have to consider 

the options of you spending time doing something like this or hiring 

someone to help you do some or all of it.  A headhunter might also be 

an option if all else doesn’t seem to get you the result you want in the 

time you would like.  

 

An online service such as https://www.Upwork.com, 

https://www.guru.com/, https://www.virtualstafffinder.com/, 

https://www.ziprecruiter.com/, https://www.priorityva.com/, or other 

online services might also be useful.  You can find Gina’s contact 

information at the end of the lessons in this course.  You can also use a 

virtual assistant.  Some of them do general assistant responsibilities 

and some are more specialized in certain fields, like a legal assistant 

for example.  If you haven’t already read Brian Tracy’s book, How to 
Hire and Keep the Best People, you might choose this as an option to 

help you.  These are just other options available to you. 

 

Generally speaking, it's easier to become distracted when you're self-

employed because it removes the accountability factor.  When you don't 

have a manager looking over your shoulder, it's tempting to mess 

around with distractions.   

 

Remind yourself that those little distractions offer little return, if any 

at all, for the time you've invested.  Instead, stick to the productive 

tasks that build your success.  Eliminate distractions and you have an 

even better chance of acting on your good intentions and achieving 

amazing results! 

 

What are the things that distract you from staying focused on your 

highest pay-off activities that you know you need to do in order to 

achieve your goals?  List them below. 

https://www.upwork.com/
https://www.guru.com/
https://www.virtualstafffinder.com/
https://www.ziprecruiter.com/
https://www.priorityva.com/
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1. 
 

2. 
 

3. 
 

4. 
 

5. 
 

6. 
 

7. 
 

8. 
 

9. 
 

10. 
 

 

  

"To set and work toward any goal is an act of courage."  
 
-- Stephen Covey 
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What changes will you make in your life to minimize or eliminate 

distractions so you can improve your efficiency? 

1. 
 

2. 
 

3. 
 

4. 
 

5. 
 

6. 
 

7. 
 

8. 
 

9. 
 

10. 
 

  

How will you work with your team, so everyone works together to 

minimize or eliminate distractions throughout the workday?   

 

________________________________________________________________ 

________________________________________________________________ 

________________________________________________________________ 
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Lesson Sixteen:  Eliminating the Time-Wasters 
 

ACTION: Identify Time-Wasters and Work to Eliminate Them 

 

 
 

n the ever increasing rat race that we run to impress our boss and 

maintain job security (or turn business profits so we can pay 

ourselves), all the while making time for our family; we find ourselves 

suffering from sheer exhaustion trying to create more hours in the day 

so we can get everything done we need to do. 

 

At some point, you have to concentrate on only what’s important to 

your success and sanity.  It’s a process that many successful business 

owners and professionals find themselves having to learn in order to 

focus their energy on the most important things.  All the miscellaneous 

stuff that consumes your time with little or no return eventually must 

be eliminated from your schedule. 

 

The bottom line is that anyone who has a demanding career or runs 

their own business has to practice excellent time management, 

effective delegation and learning to say the word, “No.” It’s just not 

possible to maintain the simple life while achieving a high level of 

success and with today’s technology; it’s harder to hide when you need 

a break.  Your email inbox is dinging, your cell phone is ringing, and 

your spouse or significant other is trying to call you on the car phone 

because your cell phone is busy.   

 

It is at this point that you have to filter the input so you can begin to 

regain control over your life. As good as you think you may be with 

your time management; there are probably “time-wasters” that can be 

eliminated from your daily life.   

 

The goal is to slow down and be focused on the highest pay-off activities 

that will produce the results you desire in the timeframe you want – 

personally and professionally.  The goal is not to figure out how to move 

I 

16 
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faster.  It’s impossible to create more hours in the day and it’s simply 

not healthy to run at full tilt constantly.  Learn how to eliminate the 

time-wasters in your life to improve your quality of life and success.  

Stop trying to make something “perfect” right now when it is effective 

the way it is.  It may never be “perfect.”  

Time-wasters do nothing but impede or delay the ideal life you are 

committed to creating. The good news is they are simple to eliminate. 

They simply become something you used to do when you were okay 

with staying where you were. The difference now is that you are ready 

to move on and create your ideal life – and letting them go is a snap. 

 

Here are a few examples of time wasters.  Remember, it all adds up. 

 

• Not doing similar activities together can waste time. 

• Spending time trying to fix things you can’t and never will control. 

• Doing things that can be delegated, or at least delayed. 

• Getting caught up in reading all the personal jokes and entertaining 

things people send to your email. 

• Playing telephone tag when you really should work, as much as 

possible, by appointment. 

• Entering into superficial chitchat when you really don’t care and 

even sometimes when you might care. 

• Going to meetings or attending membership group events that 

provide no real value to you or your firm. 

• Letting team members or others interrupt you and distract you from 

what is on your calendar. 

• Answering the phone when nobody else is in the office to answer it 

for you. 

• Taking calls when someone calls instead of scheduling a phone 

appointment. Work by appointment only as much as possible. 

• Trying to make something ‘perfect’ when it is effective the way it is 

now.  It may never be ‘perfect’ and you could be wasting valuable 

time trying to make it that way.   

• Having a policy that you take walk-ins when it would be better, for 

many reasons, if you worked by appointment only.  Of course, there 

might be an exception when someone has an emergency. 

• Surfing the internet when it isn’t a high pay-off activity.  

• Checking voicemail when your assistant can do this or it isn’t on 

your calendar to do. 
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• Getting sucked into ‘water cooler’ talk, just because. 

• Getting ready to get ready.  Quit thinking about something you 

think is beneficial to do and just do it now. 

 

List 3 Time Wasters that have prevented you from being GREAT? 

1. 
 

2. 
 

3. 
 

 

Identify three things you are currently doing with your time that are 

not moving you toward your goals and dreams? 

1. 
 

2. 
 

3. 
 

 

What actions will you take now to stop doing things with your time 

that are not moving you toward your goals and dreams? 

1. 
 

2. 
 

3. 
 

4. 
 

5. 
 

 

Do you need any resources to help you eliminate time wasters?  If so, 

list them here. 

1. 
 

2. 
 

3. 
 

“At the end of each day you should play back the tapes of your 
performance.  The results should either applaud you or prod you.”  
       -- Jim Rohn 
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Lesson Seventeen:  The No Longer Acceptables 
 

ACTION: Identify and Eliminate the No Longer Acceptables from Your 

 Life 

 

any of us say we’re going to make changes to eliminate the things 

we don‘t like about our life, but few of us actually commit to 

improving the quality of our life.  We stay in a job we don’t like and in a 

relationship that does not serve us, and blame our circumstances on 

the “hand” we’ve been dealt in life.   

 

If you have ever felt like this - it’s time to get a dose of reality.  

Whether you’re sick of your financial situation, your health or 

destructive relationships, you have the power to eliminate the “no 

longer acceptables” in your life and create the life you want and 

deserve. 

 

Give up the excuses because they are just plain cop-outs. Creating the 

life you want simply begins with a choice - you choose to eliminate the 

“no longer acceptables” in your life. Changing your life circumstances is 

that easy. You choose your desired reality instead of your current 

reality, and commit to doing whatever it takes in order to create it. 

 

While some people will live their entire life believing they are bound by 

their current circumstances, it does not have to be that way for you. 

There is no written law that says you have to live in fear, unhappiness 

or depression - in fact, it’s quite the opposite.  We are created with 

unlimited potential, but can be falsely led to believe that we are not 

good enough to have what we really want. Whether you were told you 

deserved exactly what you got, or picked up bad habits that sabotaged 

your success - none of that matters. Your life can change the very 

instant you change your thoughts - right here, right now. 

 

Eliminating those things you find yourself being most unhappy with 

will allow so much more peace and emotional space. You will feel like a 

new person when you finally eliminate the things that have been 

holding you back from what you really want. 

 

Here are some practical steps you can take to start eliminating the “no 

longer acceptables” from your life: 

M 

17 
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Use the Pareto Principle 

The Pareto Principle states that 80% of your return should be based on 

20% effort. In other words, when correctly applied, 20% of your efforts 

can produce 80% of the results. Correctly applying this rule saves you 

time and energy while producing optimal results. What you want to 

avoid (and this is what most people are trapped in) is apply 80% effort 

for only a 20% return. This means you are essentially spinning your 

wheels for very little return or benefit. 

 

Apply this principle to every aspect of your life to evaluate how you’re 

spending your time and energy.  You might be surprised to learn how 

counter-productive your habits have been. If you find that you’ve been 

spending 80% effort for only 20% return, make some changes to flip the 

stats in your favor. 

 

Learn to Say “No” 

You don’t have to take every opportunity that comes along, especially if 

it doesn’t serve you.  Which would you prefer - an acceptable job or a 

great job?  How about an acceptable relationship or a dream-come-true 

relationship?  Learn to say No to the acceptable opportunities that only 

deliver a fraction of what you really want and Yes to only the great 

opportunities that best put you in a position to achieve all of your goals.  

Remember, you attract only to the level of what you think you deserve. 

You deserve the best, so start thinking that way!   

 

Make even better choices so you can experience even greater success. 

For example, are you in a networking group or association that doesn’t 

provide you the results you really want?  Get out and find one that 

does. You can always join charitable groups in a few years when you 

are in a better position to give even more of yourself.  Maybe you pick 

only one now and defer the rest until later.  Maybe you just donate 

money now until you have more time to devote.  

 

Stay Focused on Your Goals 

Always and only, think about where you want to be - even if it’s not 

your current reality.  The mind is a goal-achieving machine and will 

create a reality to match your vision - so envision a good one.  You have 

unlimited potential and were created for success - you only have to 
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decide and commit to accepting nothing less than your vision in order 

to create it. 

 

Have you ever heard someone say that they will eat the desert or the 

fried food or something they know if not healthy because they are on 

vacation?  Have you ever said this to yourself?  I call this the “I’m on 

vacation mentality.”  We all have a choice and you can choose to eat 

well if you make a conscious effort to do so.  You can choose not to buy 

the things you know aren’t good for you; therefore, not tempting you to 

eat them because they are in your house. You can choose to eat smaller 

portions, if you tend to over eat.  Put the food on a smaller plate and 

don’t use the regular dinner plates any longer.   

 

When you are away at a business function, you can choose to eat well.  

You don’t have to get sucked into eating poorly just because others do 

or they don’t have the healthy food out for you to eat.  Take food that is 

healthier with you and eat that.  If you have ever participated in this 

mentality, you can choose to make this a no longer acceptable behavior.   

 

This same mentality or behavior might apply to exercise.  Some people 

use the excuse that they don’t have time to exercise when they are at a 

business function.  Again, this comes down to making a choice to 

exercise or not.  You can get up earlier, exercise through lunch, after 

the meeting (before dinner), etc.  Maybe your exercise isn’t as long as 

you would typically like it to be or what you are used to, and that is 

okay.  Choosing to exercise a portion of what you would like is better 

than nothing at all.  The benefit of exercise is huge and affects many 

areas, even if you do it for 15 minutes, 20 minutes, or 30 minutes.  Is 

this something that might be a no longer acceptable for you?   

 

Eliminating the ‘no longer acceptables’ in your life is incredibly freeing 

and liberating.  Once you create the life you want, you'll wonder how 

you used to even live the way you did.  Choose to let go of those things 

that are holding you back from achieving true success and make a list 

of the “no longer acceptables” and start eliminating them one at a time.  

Once you begin, you'll find it easier to continue because you will finally 

feel free to create the life you truly want. 

 

You deserve so much more than you currently have, but it’s up to you 

to do something about it.  You can’t make improvements until you 
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eliminate the “no longer acceptables” from your life.  And you can’t 

improve your quality of life until you demand it. 

 

Maybe procrastination is something that should be no longer 

acceptable in your life.  Is procrastination something that affects you to 

some degree?  If so, why do you think we procrastinate?  Studies 

indicate that there is a variety of reasons, including some of the 

following false beliefs:  

 

Fear of Success 

Can you believe it?  Some of us have a fear of success, strange as it may 

seem.  We aren’t sure what that next level holds, so we hold ourself 

back from reaching it.   

 

Fear of Failure 

Some people may worry about how others will perceive them when they 

fail, so they don’t bother to even try.  They are comfortable right where 

they are and don’t want to attempt things that can cause them to fail. 

 

Fear of the Unknown 

So many times people procrastinate because they aren’t sure of the 

outcome.  They don’t know how someone will respond to something 

they will say so they don’t say what is on their mind.  When you try 

things that are new and different you don’t know how people will react.  

So you just have to do it anyway.  There is no way that I know of to be 

even more successful than to try new things and see what happens.   

 

The good news is once you start to try new things you were afraid 

of, you actually will get better at trying new things you aren’t sure how 

it will turn out because you will realize that most of them usually turn 

out to your benefit and you achieve the result you desired.   

 

Perfectionism 

Some procrastinators are perfectionist.  They may start something but 

never seem to get it finished because they view it as not perfect; 

therefore, never completing it.  They may think they want to do 

something, on the other hand, but never start because they don’t know 

the perfect way to complete the task or project.  My husband sometimes 

says these people are “getting’ ready to get ready.” 



© Anne Bachrach                          www.AccountabilityCoach.com                              115 

The need for that rush of adrenaline 

How many times have you heard someone say they work better under 

pressure, or their best work is done when they are up against 

deadlines?   

 

Overestimating the time left to complete a task.  

 

Underestimating the time left to complete a task.  

 

Mood versus displacement 

Have you ever heard someone say or felt that you weren’t in the right 

frame of mind to do the task required when it was scheduled?  Some 

people might continually have the feeling that they aren’t in the right 

mood or frame of mind to get the tasks required done.  To paraphrase 

Mark Allen, six-time Hawaii Ironman Champion: you need to do the 

work that the goal requires to achieve it. 

 

Lack of self-control 

Believe it or not, impulsivity can be a major contributor to 

procrastination.  So many people allow themselves to be easily 

distracted all day long with a variety of distractions.  Do you?  

 

Is procrastination something that is going to be no longer acceptable in 

your life?  If so, what will you do today to work on stopping 

procrastination in your life?  List those things below and just do what 

you know you need to do when you need to do it.  You will reap the 

rewards! 

1. 
 

2. 
 

3. 
 

4. 
 

5. 
 

 

"The gap between knowing and doing is much greater than the gap 
between knowing and not knowing.” 
      -- Marjorie Blanchard 
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What are some things in your life that just are no longer acceptable?  

You no longer want to tolerate them.  Write them down!  

 

Start with one to three things that are no longer going to be acceptable.  

1. 
 

2. 
 

3. 
 

 

What will you commit to do today to get the no longer acceptable out of 

your life? 

1. 
 

2. 
 

3. 
 

4. 
 

5. 
 

 

Now, what are you going to do to ensure these things don’t creep back 

into your life?  

1. 
 

2. 
 

3. 
 

4. 
 

5. 
 

6. 
 

7. 
 

8. 
 

9. 
 

10. 
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As good as you are I believe that you are only tapping a small fraction 

of what you are capable of.  What has to happen for you to commit to 

doing only those activities required for you to achieve your goals so you 

can fulfill what is truly important to you? Do those things NOW!   

 

 

 

 

 

 

 

 

 

 

Your current level of success indicates that you are pretty good already, 

but just like Larry Bird was legendary for working on his game and 

Jerry Rice was relentless in running routes and catching passes in 

practice, it makes sense to do only those activities that will take your 

success to your next level. 

 

 

Notes: 

 
 

  

  

  

  

 

 

 

"Forget about the consequences of failure.  Failure is only a temporary 
change in direction to set you straight for your next success."  

-- Denis Waitley  
 
"It's not whether you get knocked down; it's whether you get back up."  

-- Vince Lombardi 
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Lesson Eighteen:  Effective and Efficient Behavior 
 

ACTION: Learn How to Maximize Your Time and Actions 

 

sk any successful business owner or entrepreneur and they will 

tell you one of the most important rules to optimizing the success 

of a business starts with producing effective results with the greatest 

efficiency.  This may not seem like a concern if you don’t own your own 

business, but even as an employee, or homemaker, your success is 

riding on your ability to perform with the greatest effectiveness and 

efficiency. 

 

Whether you are an employee or business owner, it is your goal to be as 

effective as you can with the greatest efficiency. If you are an employee, 

the more effective and efficient you are, the greater asset you present 

to your employer.  As a business owner, the more you can optimize 

these two factors, the greater return on investment you will realize in 

your business. 

 

So how do you improve your career or business by improving 

effectiveness and efficiency? Let's begin by reviewing the difference 

between the two terms:  

 

Effective - Producing a decided, decisive or desired effect.  Effective 

emphasizes the actual production of or the power to produce an effect 

or result. 

 

Efficient - Acting or a potential for action, or use in such a way as to 

avoid loss or waste of energy in effecting, producing or functioning. 

 

Effectiveness is the building block, while efficiency is the process of 

refinement. The better you become at effecting positive results with the 

greatest efficiency of effort, the bigger asset you become - and so does 

your business.   

 

Optimizing effectiveness and efficiency doesn’t have any relation to IQ 

or intelligence levels, it‘s really an awareness of your habits. It’s a 

delicate balance between effecting positive results with the least 

amount of energy expenditure.  This essentially means that you expend 

A 

18 
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the least amount of energy with the largest return - while effectively 

creating the desired result.   

 

Take Henry Ford for example, here is a man that was not well 

educated, but knew that in order to build a successful business he 

needed to be effective and efficient. Granted, Ford had other skills that 

contributed to his success, but he was obsessed with optimizing the 

effectiveness and efficiency of his assembly line in the interest of the 

success of his company. This obsession led to constant production 

procedure refinements that were unheard of at the time.   

 

Ford understood that quality effectiveness and high efficiency were 

vital to building the best car with the least amount of wasted energy. 

Over a century later, Ford built one of the largest and most successful 

car manufacturers in the world. While many of his peers at the time 

thought his ideas were impossible, his innovations remained a 

standard in car manufacturing for many years.  

 

Optimizing your effectiveness and efficiency is vital to your success 

even if you are not a Bill Gates, Donald Trump, or Henry Ford. Your 

professional life depends on it and so does your personal life. 

 

Let’s start by discussing improving effectiveness.  What does this 

actually mean? In the most basic terms, you must first learn how to 

create positive effects, change or results.  Although by definition, you 

could be effective at producing negative effects.  However, our focus is 

on becoming proficient at producing positive effects.  The better you 

become at effectively creating desired results, the better your personal 

and professional life becomes. 

 

So how do you know if you are being effective? The first step is to ask 

yourself what kind of actions you are taking. If the goal is to produce a 

desired result, every step between the initial action and completed 

action needs to be in support of the desired result. 

 

Recall a situation or project that produced a less than optimal result. If 

you go back through the series of actions that led to the result, can you 

pinpoint what might have triggered the shift from the direction of 

positive results to non-effective results? When the “trigger” can be 

identified, you can learn from that experience and be more effective in 
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future situations by changing or avoiding the action that created the 

negative result. Being effective is nothing more than a series of 

evaluations of past results to identify and separate the successful 

actions from the negative actions. 

 

This evaluation process not only applies to your professional life, it 

applies to your personal life as well. Your career or your business is 

only as good as you are - which is why self-improvement is a vital part 

of your professional success. If you cannot learn to effect positive 

results, the success of your business will be limited. For optimal 

success, a dedication to improving effectiveness in your personal life is 

important. 

 

Don’t ever think your career or business doesn’t have anything to do 

with you personally.  Remember, the effects that are created in your 

professional life are a direct reflection of you. Every situation, whether 

professional or personal, deserves adequate evaluation for your 

improved success. 

 

Now let’s discuss efficiency.  Effectiveness is the building block and 

efficiency is the process of refinement. Think of it as a sort of horse and 

carriage. Improving efficiency isn’t possible until you actually learn 

how to affect results.  While it is possible to be effective without being 

efficient, only having one of the two strengths is like missing the other 

piece to the puzzle.  To truly be a force to be reckoned with and to grow 

your business, you must be able to effect positive results with the 

greatest efficiency. 

 

We all have the same number of hours in a day to complete our tasks, 

so you must learn to produce desired results with the least amount of 

energy lost. This is probably one of the most common concerns I hear 

from the people I work with.  They wonder how they can do more under 

time constraints. I ask every client the same question, how are you 

spending your time? In order to make more time and become better at 

what we do, we must learn to improve our effectiveness and efficiency, 

and delegate as much as possible. 

 

Imagine making your desired amount of money in less time than it took 

you to make what you made last year, while maintaining or improving 
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your overall quality of life.  Wouldn’t that be a great feeling?  It is 

certainly possible.   

 

By becoming as effective and efficient as possible, this can become a 

reality for you when you are laser focused on your highest payoff 

activities that produce these results.  If you only have time to get the 

top three things done out of six, you are doing the most important that 

puts you in the highest probable position to achieve all your goals in 

the timeframe you want.  You delegate, delay or drop all those 

activities that aren’t the highest payoff.   

 

Remember if you have to do these now because you can’t afford to have 

team members yet, and you’ve delayed it long enough, and it can’t be 

dropped, it falls into the 20% of your day when you do activities that 

aren’t your highest payoff.  

 

Imagine taking 10 months instead of 12 months to achieve your goals?  

Just because that is the way others might do it or you have done it in 

the past, doesn’t mean that is the way you have to do it going forward.  

Let’s create that reality and enjoy that feeling sooner rather than later. 

 

For example, one person I work with is having a harder time hitting his 

previous year's revenues.  He believes it is due to the current economy.  

His belief is a whole different story and not for this lesson.  He thinks 

that in order to do the same revenue as lasts year or better, he has to 

double the number of potential leads.  In order to do this, he has to 

spend more marketing dollars and spend more time looking for leads.   

He can’t physically double the number of hours he currently works to 

help with this way of thinking.   

 

I asked him one simple question: What would happen if you looked for 

and obtained better quality leads instead of just trying to double the 

number?  Then we talked about options of how and where he could 

obtain better quality leads.  One example of how you might find better 

quality leads is to leverage the internet.  Let’s say that you want to find 

millionaires in your city.  Go to Google and type in “list of millionaires 

in Omaha”, and see what comes up.  What about searching for 

“millionaire interest groups”? If he could attract better quality leads he 

may not need as many people who would become clients from this 
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group; therefore, not feeling pressure to double the number of leads and 

marketing dollars and time.  

 

He pursued the idea of leveraging his resources and obtained more 

quality leads than he had ever received before in a specific period of 

time.  Yes, things may be harder but you can choose not to buy into 

everything the media tells us and create our own reality.  During this 

time he hit a new record high for leads.  Needless to say, he was very 

happy with this result.  He invested the same amount of time and got 

the result he needed and wanted. 

 

 

 

 

 

 

 

 

 

Make sense?  Have you ever been in a similar situation and realized 

that you just couldn’t double everything because it just wasn’t possible 

to realize the outcome you needed to have happen?  

 

Although most people resist it, calendaring is a great tool for 

improving effectiveness and efficiency. When you put everything in 

your calendar and honor it, you'll find your focus improves because you 

have daily tasks staring right back at you in black and white.   

 

Schedule everything in your calendar including showers, drive time, 

calls, marketing time, client interviews, lunch, and workouts.  For 

every task add a 15-30 minute buffer.  This buffer will serve to add to 

peace of mind if unexpected delays come up.  If you are actually 

running ahead of schedule, then you can get a head start on the next 

task and actually complete more in less time.  

 

Here’s an idea on obtaining what you want as it relates to testimonials 

or success stories from clients.  You always want to make it as easy as 

possible for people to provide you with what you want or need.  This 

helps them from having to take the time to do something for you and it 

"Somehow I can't believe that there are any heights that can't be scaled 
by a man who knows the secrets of making dreams come true.  This 
special secret - curiosity, confidence, courage, and constancy - and the 
greatest of all is confidence.  When you believe in a thing, believe in it all 
the way, implicitly and unquestionably."  
       -- Walt Disney 
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gets you what you want and in the words that you would like.  You 

could also apply this thinking to other things that you do. 

 

Let’s say you would like to obtain more testimonials or endorsements 

from clients about your services.  One very effective way is to write 

several based on what you know of the client.  Send them to the client 

and ask them which one they prefer or if they prefer to modify any of 

them, and then send them back to you via email or a self-address 

stamped envelope you provided them.   

 

This makes it very easy for them to complete this request quickly and 

you get exactly what you want. You can also choose to ask people a set 

number of questions. Based on their responses, you can write one 

testimonial and send it to them for their approval.  Either way, this 

works very effectively and is efficient.  

 

If you would like to obtain client stories, you can interview people with 

a set of questions and condense it into what you need, and then send it 

to them for their approval.  If you need something from them on 

letterhead so you have a record of their approval, you can send it to 

them, typed and on a plain piece of paper so all they have to do is 

photocopy onto their letterhead and mail it back to you in a self-

addressed stamped envelope that you provided them.  

 

Here’s a thought on doing similar activities together.  Let’s say you 

have a mailer that you do or would like to do, but you don’t want to 

send it out to 1,000 people in your database all at one time because you 

can’t adequately follow-up with that many people all at once.  

 

You can complete the task and create the 1,000 mailers all at the same 

time and put future dates on them so they can be mailed when you 

have them scheduled to be mailed.  If you mail invoices on a regular 

basis, you can do them in advance if they are the same.   

 

You can print envelopes and get them ready all in advance for months 

at a time.  For example, I typically still do birthday and anniversary 

cards via the regular mail.  I buy about 50 birthday cards and in 

December I sit down for a few hours and put the birthday cards in 

order of whose birthday is in January all the way through December.  
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I write the person’s name on the envelope and then put a sticky on each 

envelope with the date of their birthday, and the date that it would 

have to be mailed in order to arrive on their birthday.  I address the 

envelopes all at the same time so that piece is done in advance also.  I 

don’t stamp and seal the envelopes until the month or day they are to 

be mailed.  I do this so I don’t have to rush out and buy a card for 

someone because their birthday or anniversary is coming up and I need 

to get in the mail now or buy them a belated card.   

 

I like to plan ahead and I think this is being efficient with my time.  

You could easily send out your assistant to buy different kinds of cards 

for you to use.  This person could also address the cards so you wouldn’t 

have to do this part of the process.  This person then gives you the 

cards when they are to be mailed for you to sign and for them to stamp.   

 

You could keep all the items you can prepare in advance in what we 

call the ‘future mailbox.”  It is simply a place you designate as the place 

for all mail that goes out on a schedule. You have each card, letter, or 

group of mailers together with a date on them so anyone can check 

daily for mail that needs to go out that day.  

 

Think about your business and what you can do ahead of schedule and 

all at the same time.  What things do you do or can you do that could 

easily be replicated and do it all together in advance?  Could you or 

your assistant do thank you letters in advance for something?  Do you 

have mailers you could do all at the same time, just change the date?   

 

Do you have periodic correspondence that goes out to clients that you 

could do all at one time, maybe with minor modifications?  You may be 

surprised at how many things could be easily replicated and done in 

advance.  This is another way of being effective and efficient.  

 

I personally don’t view time on a plane as fun.  Even if I’m traveling 

somewhere for vacation, it isn’t part of the vacation, in my opinion.  

There are a number of things you can do to maximize your time on a 

plane (or on a bus, train, etc.).   

 

If you are like me, I have a number of magazines that I enjoy reading; 

however, I typically don’t have time to read them when I’m at home.  

So, I put them in a file and save them for a travel trip.  I can relax and 
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enjoy reading them during that time when I’m traveling.  If I want to 

catch up on work activities, which is usually what I do, I list all the 

most pressing and important things I could get done that would have a 

high payoff when they are completed.   

 

Then I list things that I have been putting off doing and would like to 

get done.  I prioritize them and determine how much travel time I have 

(sitting at the airport and on the plane for example).  Then I determine 

approximately how much time each activity will take to complete.  

 

I always seem to have more to do than I will have time for but that is 

okay.  I make sure I take all the necessary components I might need to 

complete each activity starting with the ones at the top.  I move my 

way down the list and get done however much I can get done.  I have 

yet to ever finish everything on my list, but making progress on the 

most important things that will positively impact achieving your goals 

is always good.   

 

It is a great feeling for me to have uninterrupted time to accomplish 

things that need to get done.  If you like this notion, you may want to 

try it yourself and see if you feel the same way I do after your travels.  

You might be amazed at how effective you are when you utilize this 

time a little more efficiently.  

 

If you are a person who has a territory or an area that you sell to, you 

may want to consider how much opportunity is in one block, or two 

blocks.  Sometimes people who have a large territory think they have to 

manage the whole territory, when in fact, if you could make more 

money within a smaller area, would the executives of your firm be okay 

with that?   

 

Would you be okay with traveling less, spending less money, and 

making more money?  Maybe then you could spend one day in one high 

potential area, the next day in the next highest potential area, etc.  

Think about how you can apply this thought process to your business, 

to your personal life.  Is this something that you can make work for you 

so you are even more effective and efficient?   

 

Creating an agenda for meetings is another way to make sure to be as 

effective and efficient as possible.  You may already have an agenda for 
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some meetings but maybe not for all meetings.  Is everything you really 

want to discuss on the agenda?  Sometimes people leave off asking for 

referrals, for example, and think that if they have time, they will just 

remember to do it.  Well, that doesn’t happen.  If you want to discuss 

something, make sure all topics you want to discuss are on the agenda.   

 

When you have staff meetings, it can increase your time efficiency by 

making sure to have an agenda.  Ask people for input to the meeting 

agenda to cover everyone’s issues, concerns, ideas, etc.  This will also 

help the meeting to say focused and on track.  Everyone benefits!  

 

You will find a sample agenda at the end of this section. Customize it to 

fit your needs. 

 

Improving effectiveness and efficiency may require improving 

organizational skills, maintaining a greater focus, task delegation, 

getting eight hours of sleep every night, or any other number of factors.  

Although adjustments vary from person to person, the factors remain 

constant and compile a set of success principles.   

 

Begin working on increasing your effectiveness and efficiency today 

and enjoy the benefits you receive as a result. You'll find that you will 

accomplish more in less time and feel great about your progress every 

day.  

 

 

What actions will you change to be even more effective and efficient? 

1. 
 

2. 
 

3. 
 

4. 
 

5. 
 

 

"Success is the small efforts, repeated day in and day out."  
        
       -- Robert Collier 
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By incorporating these new actions, how will this affect your overall 

results and outcomes? 

1. 
 

2. 
 

3. 
 

4. 
 

5. 
 

 

Do you need to modify or add anything to your goals sheet as a result of 

this lesson?  If so, do that now. 

 

 
  

"Be creative.  Always seek for faster, newer, better, more efficient ways 
to resolve the problem or get the job done."  
       -- Brian Tracy 
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Date: _____________________     Time: _________ 
Meeting Title: _______________________________ 
Meeting Leader: _____________________________ 
 

Accountability: Doing what you said you would do, as you said you 

would do it, when you said you would do it. Period!  
 

My word is my bond. 
 

AGENDA 
 

□ 

 
□ 

 

□ 
 

□ 
 

□ 
 

□ 
 

Meeting Purpose/Goal:  
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Anne Bachrach, The Accountability Coach™ - 858-456-0160  
https://www.AccountabilityCoach.com 

  

Action Items 
Action Due 

Date 
Action 

Completed 

Date 

Team Member 
Assigned To 

 

 

   

 
 

   

 
 

   

 

 

   

 

 

   

 
 

   

 
 

   

 

 

   

 

 

   

 
 

   

 
 

   

 

 

   

 

 

   

 
 

   

 
 

   

 

 

   

 

 

   

 

 

   

http://www.accountabilitycoach.com/
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How to Use the Agenda & Action Item Worksheet 
 

The purpose for the Agenda & Action Item Worksheet is to provide 

clarity on what you want to accomplish in the meeting… and clarity on 
who is going to do what following the meeting.   

 
It is based on the trust that all parties will do what they said… the way 

they said they will do it… when they said they will do it.  My Word is 
My Bond! 

 
Step   1: Prepare an Agenda & Action Item Worksheet for EVERY 

MEETING 
 

Step   2: Enter the Date, Time, Meeting Title and Meeting Leader.  
 

Step   3: Enter the Meeting Purpose / Goal of the meeting (What do 
you want to accomplish?). 

 

Step   4: Enter the Meeting Agenda Items. 
 

Step   5: Enter the Next Meeting Options (On the back… at the 
bottom). 

 
Step   6: Print an Agenda & Action Item Worksheet for EVERY 

PERSON ATTENDING (Front and Back of the same page). 
 

Step   7: Review and get agreement at the beginning of each 
meeting for the purpose and goal of the meeting and the 

follow-up assigned to each person. 
 

Step   8: During the Meeting… write your action items & their action 
items on your worksheet.  Have each person write THEIR 

action items on their worksheet. 

 
Step   9: Following the meeting… Schedule your actions assigned 

and agreed to by you to complete by completion date.  
 

Step 10: SCAN BOTH SIDES and save to your Client’s electronic file, 
if this is a client meeting. (This is vitally important if there 

is ever a dispute between what the Client claims you were 
approved to do… and what you did.)  
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Lesson Nineteen:  The Art of Effective Delegation 
 

ACTION: Learn how to delegate effectively 

 

 
 

earning the delicate art of delegation usually requires a lot 

practice and patience.  It's a fine dance of constant refinement and 

adjustment to find the perfect balance of effective delegation that 

allows you to take your business to the next level.   

 

In the beginning, it can be challenging to hand the controls over to 

someone else, especially when it comes to your business. However, 

delegation is a necessary growth factor of your business - no delegation, 

no growth. 

 

It takes a team to run a business, whether it's two people, twenty, or 

more.  The growth of your business is in direct relation to the power of 

your team. Barring any counter-productive factors, a team of ten will 

always be more productive than a team of one.   

 

That being said, any successful business will always rely on a team 

structure for growth and efficiency. While one person may be able to do 

a lot, it’s not possible for one person to do everything, and at some 

point, a team structure is a necessity.  Team members can be in the 

same office, virtual employees, or independent contractors. You have 

options.  

 

The goal is to find team members that complement your skills and can 

deliver the missing part of the business. With the right team and 

effective delegation, your business will grow to the next level. 

 

What exactly is effective delegation? It is the process by which tasks 

are assigned to create the highest return in the shortest amount of 

L 

19 
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time. In other words, the goal is to optimize your business by expending 

the least amount of effort with the biggest pay back. Sounds good 

doesn’t it? 

 

Delegation is often considered a delicate art because you are essentially 

handing the future of your business to someone else - and that can be 

terrifying for many people, especially in the beginning. What will 

happen? Will something go wrong? Will I lose clients over mistakes? 

What if they don't do as good of a job as me? 

 

All of those feelings are normal; after all, the process of learning to 

trust others with the future of your business is challenging.  It's 

natural to think that no one will do as good of a job as you, but it’s not 

always true.  It comes down to choosing the right people that can 

complete tasks in a way that supports the success and growth of the 

business.  

 

Although you may initially think that no one can make a greater 

impact on your business than you, the right team members with 

effective delegation can make all the difference and dramatically 

improve the success of your business. 

 

On the other hand, many business owners suffer the negative effects of 

building the wrong team. They end up creating more work than what 

they started with by picking up the pieces and trying to repair the 

damage.   

 

The number one rule for accomplishing effective delegation always 

starts with building the right team. If you don't choose the right team 

members, it will be near impossible for you to achieve the stability, 

reliability and performance you know your business needs for success.   

 

When choosing team members, use these basic principles: 1. Set the 

right intentions, 2. Hire the right candidates, and 3.  Effectively 

communicate your expectations and delegate tasks. 

 

Setting the right expectations and intentions  

This is a very simple process and far from quackery. The mind can be a 

goal-achieving machine and this is the case in everything you do in 
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your life - even your business affairs. Focusing on all the worry 

surrounding what could go wrong, will only lead you to exactly that 

outcome. You will end up attracting exactly what you're focused on.  

Instead, before you begin interviewing candidates, set the intention 

and expectation that you will identify the perfect team members from 

which to build your business into the vision you see.  

 

Write down an ideal team member position agreement or job 

description.  This will help you focus and know exactly what you expect 

of this person in this position. By correctly focusing on what you truly 

want, you will be creating the outcome you want. 

 

Many top-notch administrative assistants say their number one skill in 

helping their boss is mind reading.  Don’t make mind reading a 

requirement in helping you.  Share your goal sheet, or elements of it, to 

help your assistant understand your priorities and how they can best 

help and support you.  

 

Hire the right candidate 

Be very clear on the vision for your business so you can identify the 

right candidates.  Keep the ultimate goals of the business in mind 

when you’re interviewing and hire based on experience, skill, talent 

and personality.  

 

A word of caution: it's easy to be entranced by smooth talking 

candidates because some people interview very well.  They say all the 

right things and tell you everything you want to hear.  However, as 

good as it may sound, it really comes down to looking at the cold, hard 

facts.  Remain objective during the interview process, taking note of 

their personality to see if they are presenting genuineness or fluff. 

 

Next, review their employment history. You are looking for the best of 

the best, so as much as you'd like to give a break to someone with a 

vagrant employment history, it's best to stick with candidates who 

show a history of solid and reliable performance.  There's always the 

chance you will find a "diamond in the rough" and it's up to you to 

decide if you want take that risk.  It may be the best thing - or the 

worst thing you can do for your business. 
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You can also require your candidates to submit a personality test. 

While completely legal, check with your local employment laws to make 

sure you don't infringe upon state laws.  While this method isn't 

foolproof, it will give you a better idea of personality compatibility.  You 

can find other types of assessment tools that can assist you in 

screening candidates including one at www.Kolbe.com that determines 

a person’s instinctive abilities. This website contains assessment tools 

you can utilize for pre-hire screening and help you choose and keep the 

right team members.  

 

Consider using a service that has experience at hiring the kind of team 

member you want. They have systems and processes that can initially 

assist you in narrowing the field of potential. You can also have your 

assistant or other team member, if you have any, initially screen 

candidates and then provide you with the final 3-5 best candidates.   

 

You might want to have candidates answer a questionnaire that will 

provide insight into their skills and abilities, including their written 

and verbal communication skills.  This might be something they 

complete online and email to you or post on your site somewhere for 

review.  If they take the time to answer your questionnaire, that is an 

initial good first sign.  People who are probably not good candidates 

won’t take the time to complete an online questionnaire.  That would be 

too much work for them.  

 

Another way to find potential candidates is to ask everyone you know 

for help.  You might be amazed at who might know possible people to 

fit the job in which you are looking to fill.  Email, call, or send letters to 

everyone you know which exactly what you are looking for and an easy 

way for them to get back to you if they should know anyone who might 

fit the job description. Leverage all possible resources that can help 

you. 

 

Here’s an example.  When talking with a coaching client one day, I was 

telling him how I sent an email to about a lot of people I know who 

might be able to refer me to someone who was looking for a job in a 

particular area. I told him how shocked I was at how many people 

responded with people they knew who were looking for a job in the area 

I needed help, and I received about 5 resumes within a few hours.   
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I was telling him this because he is looking for some good candidates to 

review for positions he has open. Instead of hiring someone to help him, 

I suggested he try this first and see what kind of response he gets. 

 

Here’s a sample of what he sent:  

 

We need your help.  We are looking to hire 3 people and are 

reaching out to our clients and friends to see if you know of 

anyone you can recommend to us.  

 

We are in need of a senior accountant who can gather facts and 

do work accurately.  The individual must have a good 

understanding of federal and state taxes for individuals, 

partnerships, corporations, trusts, gift taxes, and private 

foundations.  Accounting experience with small businesses is 

required.  The individual should have a car to service clients in 

the NY Tri-State area. 

 

Personal skills include: 

- Be a good communicator 

- Have excellent written and oral skills 

- Someone who sees tasks through completion, leaving no loose 

ends 

- Ability to work directly with clients, partners and staff 

- Be able to work in high pressure environment during tax season 

- Manage tasks to meet deadlines 

- Be a "go to" person and leader for other staff 

- Be proactive not reactive 

- Professional skills include: 

- Preparation & review of above tax returns 

- Do tax research, analysis and develop solutions 

- Tax consulting and planning for individuals and businesses 

- Handle work for business clients: including bookkeeping on 

QuickBooks, bank reconciliations, prepare adjusting journal 

entries, work with bookkeeper at client's office, discuss trial 

balance with business owner 

 

- Computer skills in Excel, Word, Outlook, QuickBooks, BNA 

planning, Fastax 

- CPE must be current and person must want additional CPE 
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- Familiarity with Multi-state taxation 

- Able to respond to government correspondence 

- Represent clients at government examination 

 

The second position is that of an Administrative Assistant with 

superb communication and computer skills.  Ability to stay 

organized while supporting multiple managers is important. 

 

We are also looking for someone to assemble tax returns during 

tax season.  This person does not have to have any tax or 

accounting experience.  It is detailed and methodical work.  We 

will train the individual on our process of getting the tax returns 

ready for delivery to the client.  Hours are flexible, so this may be 

a good opportunity for a student, recent graduate or a person who 

wants to get back into the workforce. 

 

Please contact us if you have any questions or someone to 

recommend. 

 

As a result of sending this email out to people they knew, they received 

over 30 calls and 40 resumes in 1 day.   

 

Think about how you can leverage your resources to help you find the 

right people to work for your firm, or to obtain referrals, or for finding 

professional services, or other things that you want or need.  

 
“I am writing to say Thank You to you.  Based on an idea you gave us, we sent an 
email to everyone in our database asking if they knew of anyone to fill some open 
positions in our firm.  As it turned out, we were able to fill one of the positions 
from this process and the candidate began work last week.  Additionally, we 
received many positive comments from clients about the email.  Many clients 
thought it was great that in this economy, we reached out to people we knew to 
see if they knew someone to fill the job. Lots of goodwill was created with our 
clients. Just today, I was speaking with a long-time client, who was the former 
president of a major international pharmaceutical firm.  At the start of the phone 
call, he asked me if we had filled any of the positions and expressed that he 
thought the idea of the email was ingenious.  Coming from him, this was a terrific 
compliment. So, we are very grateful to you.” 

--Steven G., CPA 
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Effectively communicate and delegate tasks 

Once you've selected your team, now it’s time to comprehensively 

evaluate daily tasks and responsibilities that can be delegated.  

Depending on your needs, you may need to delegate one task, or ten. 

Some business owners just need someone to answer the phone and 

track email, while others need multiple team members to tackle 

customer service, marketing and integral office systems. 

 

Make a list of essential tasks, cyclical tasks, and optional tasks. 

Essential tasks might include answering the phone, retrieving VM and 

replying to emails, etc. Cyclical tasks might include weekly meetings, 

quarterly newsletters, taxes, year-end reports, etc. Optional tasks 

might include adding additional marketing or advertising outlets, 

upgrading software or office equipment, team building events and 

future possibilities, etc. 

 

Now that you've got your list, you can begin to outline which tasks you 

are ready to delegate and which ones you may consider delegating in 

the near future.  Address the essential tasks first. Get every essential 

task responsibility assigned to the most logical team member. Then you 

can tackle cyclical and optional tasks.   

 

Do whatever you need to do right now to get your business running 

more smoothly and efficiently. Have a meeting with your team 

members and outline everyone's tasks in specific detail. Effective 

communication and delegation from the beginning will establish 

expectations and specific roles with each team member.  It is important 

to continue to ascertain if you have the right people in the right seat on 

the right plane, which is going in the direction you are going. 

 

Prioritize and establish deadlines for all tasks. Communicate that 

coming to you when the task or project is due and telling you it hasn’t 

been done, is not acceptable.  If they can’t get something done when it 

is due, they need to tell you before it is due, so you can make choices on 

how to handle the situation.   

 

Whether you build your team all at once or one member at a time, 

having regular meetings (say once a day or once a week) for the first 

few months will help keep everyone on the same track.  This will also 
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allow you to keep tabs on the daily happenings and head-off any 

potential problems. 

 

Also important is creating a procedure manual for each job position. 

While initially time consuming, having a procedures manual will 

greatly benefit you and your business. Not only does it serve as a “how-

to” guide to reduce confusion and errors, it makes it easier to fill a vital 

position should one of your team members be absent. Taking the time 

to create them up front will help ensure a smooth flowing business. 

This can help if the team member is sick or out on vacation, or if you 

have to fill the position again. 

 

Consider creating an Exception Report.  Create a culture with your 

team where it is unacceptable to let a target date of a task go by 

without advance notice.  If a commitment might be missed, ask the 

person who has the responsibility to email in an “Exception Report” 

stating the reason the task can’t get done on time, asking for a new 

specific deadline along with a statement about the impact on the team 

that missing the deadline will create.  The other team members need to 

be notified, since you now have adequate time to adjust and still honor 

the original deadline for the project.   

 

Obviously, this shouldn’t be a process that happens often, but it exists 

when it might be needed.  The worst thing to happen is have a deadline 

be missed and not be notified because the impact on everyone and the 

firm.  

 

Remember, you are focused on your goal of building your business 

- and choosing the right team members will make all the difference.  

Not may make a difference, but will make a difference.  Many firms 

operate with a team that follows the 80-20 rule.  This means that 20 

percent of the people do 80 percent of the work.   

 

Again, the business should be focused on effective delegation that 

produces the greatest return with the least expenditure.  While you 

want the team as a whole to feel equal, there may be team members 

that fulfill more vital positions - and that is natural.  To promote 

optimal success, do what you can to ensure that all team members 

understand they are equally vital.   



© Anne Bachrach                          www.AccountabilityCoach.com                              141 

 

Effective delegation is unique for each business and in the beginning 

you will have to engage in a series of checks and balances until 

refinements are made to the point your business is running at optimal 

level.  It is completely acceptable to maintain control over certain tasks 

for the sake of the success of your business (and your sanity), but 

reevaluate task delegation and responsibilities every few months to 

make sure your business is running optimally. As you get to know your 

team more intimately, you will be able to identify the perfect team 

member to complete a specific task to get your business to its optimal 

level.  

 

You can think of it in terms of everyone being attached to a rubber 

band.  Everyone is involved to help the organization achieve certain 

results each year.  Everyone has their part in achieving these goals.  

Everyone has to move forward together to achieve these goals so the 

rubber band doesn’t get stretched too tight and break.  

 

A great resource for identifying your strengths and the strengths of 

your team members is a book entitled, Now, Discover Your Strengths 

by Marcus Buckingham and Donald Clifton.  It comes complete with an 

exercise that provides you with Strength Finder results.  When you 

have a full understanding of what your strengths are, as well as the 

members of your team, you can effectively delegate.   

 

By knowing that each team member is in the right position, you will 

feel more confident at giving them the authority to make decisions so 

things get done more effectively and efficiently.  When others have to 

wait on you for all decisions, this doesn’t maximize time and talent.  

 

The newest book by Tom Rath that was published in 2007, is entitled, 

Strengths Finder 2.0.  You will find another great tool to help you and 

team members utilize their strengths even more effectively for even 

greater results.  You may find this book to be better than the first. 

 

Remember, the goal of delegation is to make your life easier - and 

although it may not feel like it in the beginning, eventually you will get 

there.  It does take time to trust your team's abilities, but there are no 

egos involved with building your business.  If a task can be completed 
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with higher efficiency and accuracy in the hands of a team member, 

you must give up control.   

 

Stay focused on the direction you want your business to proceed in and 

make decisions based on that goal, not ego. 

 

Just as you do, your team members should have goals and a task list 

that reflects them doing the activities required to achieve the goals.  

They also have high pay-off activities just as you do.  Their high pay-off 

activities are in alignment with helping you do your HPAs.  When they 

have a task list, it makes it easier for them to know what to do and 

when to do it, and it makes it easier for them to communicate to you 

what they have done and you then know where they stand on all their 

tasks.   

 

Each team member could give their task list to you at the end of the 

day so you know where each person stands by their list, and also their 

activity list for the next day.  You can always add to it or change the 

priorities to help them know what is the most important to complete if 

they don’t seem to have it in the right order.  You know exactly what 

progress they are making on all the activities that they are responsible 

for.  All tasks have deadlines that they are accountable for and have 

agreed to. 

 

List those things that you haven’t yet delegated but ideally could 

be delegated to someone else (if you weren’t such a control person).  

List the activity and who you would delegate it to (it can be a fictitious 

person if you don’t yet have a ‘real’ person to delegate to).  You may 

find a virtual person who has the skills to handle your delegated tasks.  

The person you delegate to doesn’t always have to be in your office. 

 

To help jump start your thinking…What if you spent 80% of your day 

doing only the top 2-3 highest pay-off activities?  What are the other 

activities that currently take up the rest of your time?  Be creative.  

How can those be delegated?  Paying someone to do these things may 

be worth the investment.  You do the math. 

1. 
 

2. 
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3. 
 

4. 
 

5. 
 

6. 
 

7. 
 

8. 
 

9. 
 

10. 
 

 

 

How will you communicate the importance of responsibility to the 

person who is you will be delegating to.  What will you say? 

 

 

 

 

 

 

How do you monitor their progress to be sure they remain on track?  

Can you show them useful formats to stay focused and on track? 

 

 

 

 

 

 

Be sure each team member knows how to prioritize their 

responsibilities and have an action list for easy tracking for their 

purposes as well as yours.  Hold regular meetings to review project 

progress and address any issues before they become too large.  
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Ideally, you might have time scheduled on your calendar each day that 

allows any team member to meet with you during that time.  They can 

put their name in for the specific amount of time they need into that 

time slot so not everyone comes in at the same time, if you have more 

than one team member.  When they come in, they have their task list, 

everything that they need to discuss with you, along with any 

supporting information that they need for an item they are discussing 

with you.   

 

Sending you emails or interrupting you during the day with one 

question, issue, concern, or problem at a time isn’t productive for 

anyone.  When they come with an agenda and all the items to discuss 

at one time, it makes everyone more efficient. 

 

In order to take your business to the next level, these are things that 

have to be in place.  Reverse delegation is not acceptable and this 

means that staff people aren’t allowed to delegate back up to you to get 

things done. 

 

Try a fun exercise if you have team members. Ask them if they could 

delegate one thing from their list of responsibilities, what would it be?  

How much time does it take for them to do it and is the process 

documented.  Eventually, you may be able to hire someone (part-time 

or full-time) to do these tasks to help make them even more efficient. 

 

Consider what you do each day and what could be delegated, if not 

now, sometime in the future.  You want to only do what you can do and 

try to delegate everything else.  You will be amazed at the number of 

activities that can actually be delegated if you are honest with yourself.  

Every time you do something, ask yourself if you are really the only one 

who can do this activity, or if someone else really could do it for you.   

 

They might need some training, but could someone else actually get the 

activity done so you don’t have to?  Keep adding to your list of things to 

delegate.  You will probably have a lot more than 10 activities. 

 

Here are a few resources to consider finding a Virtual Assistant (VA); if 

that is a way you want to try.  
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Once you are crystal-clear about the responsibilities you need 

assistance with, you are ready to start looking in all the right places.   

 

Here are three resources for you to consider.  

 

1. Virtual Service Provider Market Places (VSPMs) – this is where 

you can anonymously post your project or support request and 

have providers bid against each other for the privilege of doing 

your work.  Because some might view this type of position as a 

commodity, you may find these two resources very reasonable for 

what you are looking for.  You can view how others have rated 

their work and you can go through escrow services for payment, 

instead of paying the person or people directly.  The two largest 

that I know of are Upwork (www.upwork.com), Guru 

(www.guru.com) and Zip Recruiter 

(https://www.ziprecruiter.com/).  I’m personally familiar with 

upwork.com and would highly recommend it. 

 

2. VA Organizations – these are communities of VAs such as 

associations or groups.  Many VA organization / association 

Websites allow you to post a Request For Proposal (RFP) so 

people who might be interested in your position can respond 

accordingly.  Three examples include IVAA (www.ivaa.org), 

https://www.assistu.com/, IAVOA (www.iavoa.com), Virtual Staff 

Finder (https://www.virtualstafffinder.com/), and Priority VA 

(https://www.priorityva.com/). 

 

3. VA Staffing Agencies – in this case, you would hire the staffing 

agency to match you up with the appropriate VA and pay the 

agency for the work completed.  I view this like a headhunting 

service.  Probably one of the largest is Team-DoubleClick 

(www.teamdoubleclick.com).  

 

Another resource you may want to consider reading is a book called Get 
Talent; Interview for Actions, Select for Results by Paul C. Green.  This 

book is a great resource if you want to be effective at hiring the ‘right’ 

people to work at your firm.  

 

 

 

"You are surrounded by simple, obvious solutions that can dramatically 
increase your income, power, influence and success. The problem is, you 
just don't see them."     -- Jay Abraham 

http://www.upwork.com/
http://www.guru.com/
https://www.ziprecruiter.com/
http://www.ivaa.org/
https://www.assistu.com/
http://www.iavoa.com/
https://www.virtualstafffinder.com/
https://www.priorityva.com/
http://www.teamdoubleclick.com/
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What actions will you take next in hiring and/or delegating as a result 

of reading this lesson?  

1. 
 

2. 
 

3. 
 

4. 
 

5. 
 

6. 
 

7. 
 

8. 
 

9. 
 

10. 
 

“Whatever we have accomplished has been because other people have 
helped us.”  
       --Walt Disney 
 
"It isn't the people you fire who make your life miserable, it's the people 
you don't."        
       -- Harvey Mackay 
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Lesson Twenty:  Learn How to Effectively Multitask 
 

ACTION: Learn and Apply the Rules for Effective Multitasking 

 

 
 

ultitasking can be a good or bad thing.  When done properly, 

multitasking can be highly effective. On the other hand, when 

you try to do too much all at the same time, you can end up feeling 

overwhelmed and not get much accomplished.  If you find yourself in 

this situation, this would be a good time to stop trying to multitask and 

just pick one thing – the highest payoff activity – and just focus on 

that, and that alone.   

 

For example, clear your desk of all projects except the one you are 

working on. Take out any distractions that prevent you from being 

totally focused on your result for that one thing you are working on. If 

the message light blinking on your phone is distracting, move to a room 

where there is no phone.  f your computer beeps when you have an 

incoming e-mail message (or instant message), close your email, turn 

your computer off, or move to a room without a computer.  

 

Move files, newspapers and magazines, to an area where they cannot 

distract you – or move to another space. When you are on task 

(honoring your calendar), nobody is allowed to interrupt you, unless it 

is to tell you to get out of the building because it is burning down. 

 

Save the multitasking to other things in your life where it seems to 

work better; as an example, having the TV on while cleaning the house 

or watering the plants is not as impactful.  It’s still not a great way to 

live, but it is not as detrimental as in a business setting. 

 

M 

20 
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Here’s a thought…If you are on the phone talking to someone, 

could you do squats as an exercise while you are on the phone?  You 

might not want to do it the entire time you are on the phone, but you 

may decide that every half hour or hour, you will do a certain number 

of squats, calf raises, glut squeezes, sit-ups, or bicep curls.  

 

You could effectively multitask if you are practicing a ‘script’ for a sales 

call while working out.  What are some activities that you do where you 

could also incorporate some exercise with them?  You could also do this 

while driving to and from work. Maximize your time by doing some 

activities together that can be done effectively together.   

 

The five principles outlined below are not difficult, but they do take 

discipline - and that's what efficient multi-tasking comes down to.  

Multi-tasking shouldn't make you feel like you're in the middle of a 

cyclone; there is actually a way to apply effective multi-tasking 

principles that will help you keep your sanity AND add time to your 

day.  Here are five secrets of effective multi-tasking: 

 

1. Give your full attention to the task in front of you 

2. Set specific time frames for task completion 

3. Becoming effective at switching gears within like/similar 

activities 

4. Prioritize high payoff and low priority tasks 

5. Honor thy calendar 

 

1. Give your full attention to the task in front of you 

This is sometimes an easy thing to overlook, but often the reason why 

our tasks take longer than we estimate.  We allow ourselves to be 

distracted by what's around us and next thing you know you've started 

3 projects and completed none.   

 

When you set a clear rule that you will focus on only one specific task 

at a time, you increase your efficiency dramatically.  Not only will you 

become quicker at completing tasks, but you will improve your 

accomplish rate by finishing more tasks even quicker.  This is a base 

principle in multi-tasking efficiency - learn to focus on the task at hand 

and ignore distractions. 
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2. Set specific time frames for task completion 

Multi-tasking includes time management.  It's amazing how focused we 

can really be when we have a deadline or a short amount of time to get 

a task completed.  If you have 15 minutes to complete the task, focus on 

setting the intention that you will get it done within that amount of 

time so you can move on to your next task.  However, you don’t want to 

complete something within the time allotted and have it done poorly. 

 

3. Become effective at switching gears 

This is where a lot of people get tripped up.  They finish one task and 

move on to the next, only to still be thinking about the task they just 

finished.  When a task is complete, all emotional energy related to that 

task should be released.  Look at the completion of your tasks as an 

emotional release.  It's done - finished.  You no longer have to think 

about it.  You're moving on.   

 

One big key is to try and keep similar activities together so you don’t 

have to mentally make big adjustments between tasks.  It wastes 

precious time when you have to switch between unlike activities.  

 

4. Prioritizing high payoff and low priority tasks 

Concentrate on prioritizing your tasks from high payoff to low priority.  

At the top of your list should be the high payoff items with the low 

priority items at the bottom.  Emailing a friend to tell them about your 

date last night or your golf game and score does not qualify as a high 

payoff activity.   

 

Following up on referrals, returning calls to current clients, generating 

leads, appointments with prospects, etc. are tasks that qualify as high 

payoff activities.  Generate the business first because that is what 

generates income.  Everyone knows this but for some reason we just 

don’t always focus on it and make it happen. 

 

5. Honor thy calendar! 

Effective multi-tasking also relies on effective time management and 

that means, whether you like or not, working from a calendar.  Without 

having to keep everything in your head, complicating your already busy 

life - you can write it down and let it go to some extent. You don't have 

to stress about forgetting it because it will be in your calendar.  

Honoring thy calendar can actually provide a lot of relief and control in 
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your life. Try it; you will be amazed at the positive difference it makes 

in your life. 

 

What activities can be effectively multi-tasked together that you will 

now do or at least try to see if they can work for you? 

1. 
 

2. 
 

3. 
 

 

 

What actions will you take next as it related to being more effective at 

multi-tasking?    

1. 
 

2. 
 

3. 
 

   

 

How will you adjust your activities on your calendar to be even more 

effective? 

1. 
 

2. 
 

3. 
 

  

 

Other ideas or actions? 

1. 
 

2. 
 

3. 
 

 

"Any great achievement is proceeded by many difficulties and 
many lessons, great achievements are not possible without them." 

 
 -- Brian Tracy 
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Lesson Twenty-One:  Become a Master of Change 
 

ACTION: Learn to master change instead of fearing it for amazing 

 results 

 

 
 

y replacing what you’ve always thought and done with even more 

constructive beliefs and more productive habits you open up new 

windows of opportunity.  Change always involves a degree of 

uncertainty and discomfort for some, but you can choose to face it, take 

a chance and get everything you deserve out of life or stick with what 

you know and settle for what you have. What’s your decision?  You 

have nothing to lose and everything to gain. 

 

The minute you decide and take action on your dreams is the minute 

you change your life. You can either go with the flow that life directs 

you in or direct the flow and determine your destination. In just 

seconds, you can make a decision to alter the course of your destiny. 

Some people say it takes 21 days to change a habit. I believe it takes 

you a second. Have you ever decided that you were going to do 

something differently and you just started doing it that way from then 

on? You changed a habit in a second.   

 

What got you to where you are today probably isn’t going to be what 

takes you to where you ultimately want to go.  Those thoughts, actions, 

activities have to change to move you even closer to your future goals.  

 

Some people learn something new and they implement it. It works so 

well, they go back to the way they were doing things without realizing 

it. When you ask them how it is going with the new skills, they all of a 

sudden realize they have gone back to the old way of doing business 

and they didn’t even realize they had done that.  They even verbalize 

out loud, “Hugh, why did I do that?”  What has to happen for you to 

B 

21 
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stay on the path of the things that you change in your life and not go 

back to the old way of doing things that isn’t as good as the new things?   

 

Remember that for you to do truly follow through there has to be 

something about this goal that moves you to action more than the 

potential discomfort of doing the work.  In other words, you need to 

overcome any aversion to getting the job done with some seriously 

inspirational sticks and carrots.  

 

Do you want your end result badly enough? Are you going to do what is 

necessary -- even when you don't feel like it?  That's motivation.  Not 

some mysterious excitement that never leaves, but perseverance 

because you know what you want, and you are willing to be 

uncomfortable, do things you'd rather not, and work when you don't 

want to in order to get it. Many times, this requires you to change one 

or many things. 

 

Remember all the other results come from having the discipline to 

follow through. Just because you are willing to, doesn’t mean you will.  

Do you want it badly enough to do what is required to reach your goals? 

 

For most of us, the thought of change can send us into a panic attack. 

We fear change because it disrupts our sense of security and 

consistency by challenging our perceptions. As much as we crave 

stability and security, change is an inevitable part of life and we can 

either choose to embrace it or resist it.  

 

From the minute we are born, our body remains in constant change 

and resisting it only makes it harder to get through it. Resistance to 

change isn't because we purposely want to go against the grain; we do it 

because we are fearful of the unknown outcome.  We don't know what's 

on the other side and for no rational reason we resist it, thinking that 

will help us. 

 

The fear of change comes from the fact that change challenges the 

perceptions and beliefs that our life is built upon.  When change 

challenges our perceptions, we are forced to step outside our comfort 

zone, and that's uncomfortable for some people.  
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Additionally, when our perceptions are challenged, so is the ground our 

life is built upon.  We are forced through change, to refine our 

perceptions and belief systems that we thought were true.  Let's face it, 

when the very perceptions and belief system your life is built on is 

threatened, it can be uncomfortable.  However, it can also be very 

rewarding and exciting.   

Change is the inevitable constant refinement of our being.  Whether 

you want it or not, change is inevitable.  Inaction and resistance cannot 

completely stop change; it will only lessen your personal growth and 

add frustration to your life.  You will become stagnant and remain 

inside the boundaries of a very limited life while everyone and 

everything grows around you.  

 

You aren’t reading the lessons in this course to stay the same, and I 

don’t believe we were put on this earth to be stagnant - you want to 

grow and improve.  Wouldn't you like to discover your potential?  What 

about becoming a better person for you, your family, and the world?   

 

Life is really a series of changes and each change is a challenge.  It's an 

opportunity for us to learn - to grow - to expand.  Some changes might 

be small while others may be large, but they each bring the opportunity 

to learn something new about yourself and the world around you.   

 

With each new lesson you learn from the previous challenge, you 

become more adept at applying what you've learned to future growth 

and challenges.  Change actually becomes much easier to handle 

because when you come out the other side, you gain valuable skills and 

experiences that you can apply to the rest of your life.  Instead of being 

fearful, you may even have fun being more open to change because you 

know your life will be that much better. 

 

With a constant refinement of perceptions and beliefs, change goes 

from sending us into a panic attack to being just another task we 

successfully complete.  It goes from being a major incident to a whole 

new exciting adventure.   

 

With every change, you make in your life, you become more adept at 

building solid ground no matter what the situation and rationally 

dealing with your fear instead of allowing your perceptions to falsely 
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magnify it.  Change becomes fun and exciting, and you learn to actually 

welcome it.  

 

Here's how you become a master of change: 

 

Inaction and Resistance Carries Bigger Consequences 

There's no way out and around it.  Choosing inaction or resistance to 

change carries bigger consequences than choosing to face the change 

head-on in the first place.  You are an ever-changing person in an ever-

changing world and resistance just adds fear and frustration to every 

situation.  Learn to be open to creating new and exciting adventures 

that change will bring.  In accounting, opportunity cost is recorded as 

the cost of not doing something. 

 

Focus on the Desired End Result 

Worrying about what might happen will not help you deal with what's 

at hand.  Focus on where you want to be when the change is complete.  

The mind has an uncanny way of being a goal-achieving machine and 

will create your reality based on the thoughts you are focused upon.  

You want to keep your desired end result in mind at all times, and only 

think about what you want to happen not what you don't want to 

happen.  What got you to where you are today isn’t what will take you 

where you want to be.  Look at your long-range desired results and 

embark on a new journey to even greater outcomes.  

 

Rationalize Your Fear 

Fear is a natural response, but try to identify what it is you are afraid 

of.  Fear is usually the result of our mind creating hypothetical dramas 

that have no base in reality.  If you find yourself fearful of the outcome 

of an impending change, ask yourself what you're afraid of.  Ask 

yourself, What’s the worst thing that can happen?  What are the best 

outcomes that can happen? 

 

There is a solution to everything and when you rationalize your fear, 

you can see that you are going to be just fine.  You can just suck it up, 

and as Nike says, “Just Do It.”  Do what you are afraid of doing and 

reap the benefits.  You will quickly discover that the experience of 

change wasn’t worth all that anxiety over the unknown.  Each time you 

rationalize the fear, you will have greater courage to "Just Do It" in the 

future. 
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Break it into Manageable (Bite-sized) Pieces 

For major changes, break it down into smaller manageable pieces.  It's 

much easier to identify a solution when you can apply a strategy to 

deal with each step.  When you know what you're going to do each step 

of the way, you can get to the end result with confidence and a rational 

strategy. 

 

Last but not least, celebrate your victories.  Each time you felt the fear 

and did it anyway, you were victorious and reaped the benefits of 

showing that you are a champion!  Little by little, you'll learn to trust 

your abilities more and to handle anything that comes your way.  When 

you rationalize the fear and create successful strategies, you come out a 

winner on the other side. Look at change as a fun and exciting 

adventure. Reap the many rewards! 

 

You can resist change, but only temporarily. When you resist the 

natural flow of the world, which is based on change, your life becomes a 

series of challenges that are amplified by your resistance. Resist 

change and you become a victim. Embrace it and you become a true 

master of change. 

 

Think of things that you have considered changing, but have 

resisted. Is there something specific that you know you need to change? 

What will you agree to change in order to get where you want to be? 

What are you going to begin to do that you have wanted to do? Create 

your list below. Be sure to add the items below to your Goal Sheets. 

 

1. 
 

2. 
 

3. 
 

4. 
 

5. 
 

 

 

 

 

“If you always do what you always did, you’ll always get what you always 
got.” 
       --Unknown 
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Lesson Twenty-Two: Do Something Scary & Uncomfortable 
 

ACTION: Learn to feel the fear and do it anyway 

 

any successful people continually put themselves in a position to 

do things that push them and are uncomfortable.  When they do 

these things, they become more and more successful as a result.  When 

you do things that scare you and are uncomfortable, you will make 

progress to reaching your true potential.  

  
We’ve all been afraid to try something new at one time or another.  

Why is that?  It seems as we age, our fear controls more and more of 

our willingness to try something new. We prefer to forego a new 

experience because we want to avoid whatever bad thing we think 

could happen. Or maybe the anxiety is just too stressful for us to even 

contemplate facing our fears.  Whatever the reason, we justify that 

trying something new is not worth the risk. 

 

Most of us learn to live within our comfort zone by default because we 

base our daily decisions on whether or not they cause feelings of 

anxiety. Every action we decide to take is based on whether it lands 

inside or outside our comfort zone.   

 

As humans, we have the tendency to remain within the boundaries of 

our comfort zone, to avoid situations that cause feelings of anxiety and 

fear. And although it may feel like we are in control, we are actually 

out of control.  When we live our life inside our comfort zone, we allow 

our fears to control our daily life.   

 

When we remain inside the boundaries of our comfort zone, we 

essentially stop growing and stop learning. Sure, you can choose to live 

M 

22 
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the rest of your life in your comfort zone, but if you are unhappy with 

any aspect of your life, know that it will not change until you step 

outside your comfort zone.  

 

Your comfort zone is nothing more than an imaginary “safe zone.”  This 

“safe zone” is nothing more than an imaginary area in which the mind 

has predetermined strategies to deal with circumstances that occur 

within those boundaries. In other words, your mind craves a controlled 

environment where it has a pre-determined set of actions to deal with a 

certain set of situations.   

 

When it has past experiences to refer to, it can recall the details of a 

past success and apply the success strategies to a present experience. 

This set of past successes is what creates a “safe zone.” The mind 

knows exactly what to do when faced with those situations without 

anxiety or fear. However, step outside your comfort zone and the mind 

suddenly has no past experience to calculate a strategy from - this is 

what causes feelings of anxiety and fear for some people. 

 

Feelings of anxiety are often assumed as a “bad” sign, but that is not 

necessarily true. Obviously if you are faced with a life-threatening 

situation, then feelings of anxiety would be rational; but when faced 

with a non-life-threatening situation - exaggerated anxiety is not a 

rational response.   

 

This is not to say that the mind is not serving a very valuable reaction, 

but left uncontrolled, the mind will create irrational anxiety. For many 

people, the mind craves a controlled environment where it knows 

exactly what to do. When faced with a new situation, the mind doesn’t 

have past experience to refer to and will create imaginary and often 

exaggerated outcomes. 

 

This exaggeration can cause such anxiety that we never want to try 

something new because of the stress. We choose to remain in our 

comfort zones, because our fear of the unknown outweighs our desire 

for new experiences. While it’s natural to feel some anxiety or 

nervousness before trying something new, it is not natural to let fear 

control your life experiences.   
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Life is meant to be lived - not passed by.  So how do you overcome the 

anxiety of trying something new?  You simply ask yourself if the 

feelings of anxiety are rational.  This isn’t to say that you will not face 

situations which present real dangers, but what if some or all of your 

anxiety was based on false assumptions imagined by your mind - would 

you be more inclined to try something new?  What if you could have 

new experiences without getting hurt or experiencing pain - would you 

do it?  Now ask yourself how you don’t know it wouldn’t happen exactly 

that way?   

 

After ten years with IBM and many years before that in a corporate 

structure, I decided to try it on my own and start my own business. I 

was stepping outside my comfort zone and the security of a job with a 

regular paycheck, sick time, health benefits, 401K, etc. There was a 

great deal of risk for me because I had never been outside the realm of 

a company structure where if I didn’t earn the money, I didn’t eat, 

couldn’t pay the bills, and didn’t have anything to fall back on that was 

regular income to help me. 

 

My mother, along with a number of other people, thought I was crazy. I 

was going to start a business in an industry I knew nothing about. 

Hard?  You bet. And scary too.  The payoff could be great though 

(eventually work less, make more money, be happier, increase my 

quality of life, more time off, improve my health, etc.).  You can guess 

how this story ends… 
 

A number of years ago I went hang gliding. I am afraid of heights. I 

mean I am so afraid that I can’t get close to an edge of a one-story 

balcony and look over without being afraid of falling.  I even have a 

hard time driving on a bridge without having that fear of falling off. 

For a long time, I had been talking about doing something that would 

put be in a position that is scary.  

 

Believe it or not, knowing that I wanted to do something for so long, 

but not taking the action to do it was eroding my confidence.  You don’t 

have to do something outrageous, but one sure way to build confidence 

is to do something that scares you (even a little).  

 

Just recently I participated in a Ropes Course. If you aren’t familiar 

with this program, it is where you climb poles that are high and walk 
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across wires so you can have breakthroughs in your life, depending on 

whatever issues or challenges you might be experiencing. Some things 

are done in teams and some things are individual.  

 

To make sure I continue to practice what I preach, I thought this would 

be a good experience for me.  I climbed the poles and walked the wires, 

and completed the exercises. Yes, I was scared. I knew I could do it as I 

didn’t have any physical limitations – our limitations are in our mind. I 

kept saying to myself, what’s the worst thing that can happen?  

Nothing! They have security measures for safety as they don’t want 

anyone to get hurt. We are all capable of so much more than we think 

we are. Doing the things that scare you or aren’t the most pleasant to 

do, will help you excel so much faster in life. 

 

You are the one who determines the outcome of your experiences. If you 

know your experience will be completely positive - there is nothing 

stopping you from doing it. Here are four practical steps you can take 

to conquer fear and start living life on your terms: 

 

1. Analyze the rational possible outcomes 

When faced with something new, think rationally about the possible 

outcomes. Most of the anxiety we feel is based on our mind’s inability to 

calculate an outcome and it exaggerates the possibilities. This 

exaggeration is what causes fear and anxiety. If there is real danger, 

then obviously it requires consideration. As an example:  Robbing a 

bank, stealing a car, and killing someone could potentially present life-

threatening circumstances, but attending a networking event does not.  

If you are not faced with life-threatening dangers or negative 

consequences - just do it! 

 

The more new experiences you engage in, the less fear you will 

experience in the future. As your “database” of past experiences grows, 

your mind will have more information to refer to when faced with new 

situations. The more past experiences you have, the less fear you will 

experience because the mind will know exactly what to do to create a 

successful outcome. 

 

2. The past doesn’t equal the future 

There is no written rule that says just because something happened a 

certain way in the past, that it is pre-determined to happen the same in 
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the future. Explore whether the anxiety you’re feeling from a past 

experience can rationally be applied to your current situation.  

Sometimes the mind can create irrational relations - as an example: 

You experienced hurt in a past intimate relationship and assume it will 

happen in your next relationship. 

 

3. Visualize positive outcomes 

When facing any new situation always come into it with a positive 

attitude. Following the law of attraction, you will attract the same 

energy you bring to the situation. Set the intention for a positive 

experience and visualize a positive outcome. Feel good about your new 

experience before you even attempt it.  A little bit of anxiety is normal, 

but don’t let it control the situation.  You want to go into all new 

situations with confidence and assurances that everything will turn out 

the way you want to experience it. 

 

4. Just do it! 

The only true and tried way to rid you of fear is to just do it!  Have you 

ever heard of the phrase, “Feel the fear and do it anyway? “  Don’t let 

fear control your life - you are the one in control.  Choose to live life the 

way it is meant to be experienced.  While there may be some risks 

involved with trying something new, the value of what you have to gain 

far outweighs any fear you will feel. 

 

Don't wait to start conquering your fear - start today.  Make a list of 

things you are afraid to do and set a time frame when you want to have 

them all accomplished.  Maybe it's calling someone you would really 

like to do business with, but have been too intimidated to ask.  

 

Maybe you have never asked for referrals before because of some fear 

and would like to have more business.  Or, perhaps you are afraid of 

heights, but have always wanted to skydive.  Whatever it is you would 

like to accomplish, but have been afraid of, write them down on your 

list.    

 

Next to each item, write the positive results that will come from 

doing what you are afraid of doing. For the client you've been too afraid 

to call, you generate a lot of revenue (How much revenue specifically 

and for how long?  Not to mention referrals that can result of this new 
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client.)  For skydiving, it will be conquering your fear of heights and 

increasing your confidence.  

 

Once you have all of your tasks written down, prioritize them based on 

how they will positively impact your life.  Place the item with the 

biggest impact at the top of the list and work your way down.  Start at 

the top of the list and work your way down until you have them all 

accomplished. 

 

Make a list of things you are afraid to do and set a timeframe 

when you want to have them all accomplished. 

 

1.  

Desired Result: 
 

Timeframe: 
 

  

2.  

Desired Result: 
 

Timeframe: 
 

  

3.  

Desired Result: 
 

Timeframe: 
 

 
 

4.  

Desired Result: 
 

Timeframe: 
 

  

5.  

Desired Result: 
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Timeframe: 
 

 

 

 

 

 

 

Anytime you feel the fear and are considering passing up a great 

opportunity to spread your wings, take yourself back to your childhood.  

Remember that you learned how to walk with nothing more than 

instinct and how to ride a bike with practice. Trying something new 

allows you to build your confidence and wonder what you were so 

afraid of to start with. 

 

Amazingly enough, I’ve worked with clients were afraid to ask for 

referrals.  I have seen and heard of studies where when people were 

asked if they had been asked for referrals from a business professional 

they hired, the majority said no.  When asked if they would provide 

referrals if they were asked, 94 out of 100 clients said they would; 

however only 11 out of 100 clients are ever asked.  

 

Most likely, your clients are your clients because they trust you and 

feel you are competent, so logically you would have to believe they 

would gladly give you referrals if you would just ask them.  The fear, I 

believe, comes in because they aren’t sure their clients will give them 

referrals and not truthfully tell them the reason.   

 

If you can be of even better service or if you have clients who are not 

totally satisfied with what you do for them, wouldn’t you like to know?  

If you know, at least you have the opportunity to change or not to 

change.  Knowing allows you input that you may not otherwise receive 

and puts you in a position to make changes if you want to keep your 

clients.  It makes your clients harder to steal by someone else (a 

competitor).  So, what are you really afraid of and how bad can the 

outcome possibly be? 

 

“If comfort is your goal, success in not in your future.” –Bill Bachrach 
 

For those of you who avoid picking up the phone even though it is 

necessary for client acquisition efforts, ask yourself, What’s the worst 

“You don't win gold medals by playing it safe.” 
        
       --Greg Louganis 
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thing that can happen?  Picking up the phone probably won’t kill you.  

Now consider, What’s the best thing that could happen?  Keep that 

thought as you make your calls.  

 

Here’s an example of leveraging resources as it relates to getting 

referrals. 

 

A Financial Advisor who is on LinkedIn, found out that a client of his 

with whom he was having an upcoming meeting with was also on 

LinkedIn.  He noticed that this client had a LinkedIn community of 

approximately 30 or so people. When the client came in to meet with 

the Financial Advisor they had their regular meeting.  At the 

conclusion of the meeting, he was prepared to ask for referrals.  He 

showed the client the LinkedIn community list he took off the computer 

and asked him if any of those people would be appropriate for referrals.  

To net it out, he got about 9 referrals from this idea.  There are many 

other social networking sources that you could apply to this strategy 

and potentially get even more referrals. 

 

Here’s another example. “I see you brought your smart phone with you. 

Let's start with the A's and tell me any reason why you wouldn't want 

to share your experiences with these people. Okay, who's first...” 

 

 

 

 

 

Make a list of some things that are outside your comfort zone.  Add 

them to your Goal Sheet and schedule them in your calendar. Be 

excited about overcoming the fears that have been holding you back, so 

you can experience how exhilarating it feels to conquer them. 

1. 
 

2. 
 

3. 
 

4. 
 

5. 
 

“Your reality becomes what you focus on.” 
        
       --Unknown 
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Lesson Twenty-Three: Are Limiting Beliefs Holding You Back? 

 

ACTION: Identify Limiting Beliefs and Changing Them 

 

re limiting beliefs holding you back?  Many of us have limiting 

beliefs and we don’t even know it.  We hold ourselves back without 

realizing it.   

 

Here is a simple example, I was on a coaching call with a client he was 

explaining how he needed more referrals to build his business.  We 

talked about possible referral sources and how many he would need in 

order to hit some of his goals.  We did some simple math and came up 

with an average number of referrals he would like per referral source 

to meet his goals. The number was an average of 3-5 referrals per 

person. Then he said that wouldn’t be possible – the number was too 

big.   

 

I asked him why he thought that wouldn’t be possible.  He said that he 

typically get two referrals per person asked.  I asked him how many 

referrals he expects to get.  He was slow to answer this question, as you 

might expect.  He slowly said, two.  So, he expects to receive two 

referrals per person asked and he actually receives two referrals.  

Interesting!   

 

I asked him if he thought he would receive more referrals if he expected 

to receive more. He said, yes. So, he came up with a new number of 

what he was going to now expect and began to manifest that reality 

into his life.  I heard someone say that the National Funeral Directors 

Association said that approx. 250 people, on average, show up at a 

funeral.  If this is true, how many referrals will you now expect to get 

from the people you know and ask? 

 

We all have some limiting beliefs that we don’t even realize.  If you 

think about it, what beliefs do you have that are holding you back from 

unleashing your true potential?  The bottom line is that life delivers 

what we expect.  Allow limiting beliefs to limit your potential, and you 

will get exactly what you believe you deserve. 

 

Do you ever think any slightly negative thoughts about something and 

then they come true? How can you change your beliefs to be positive 

A 
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and actually believe what you really want to have happen in your life – 

so then you can manifest that reality? 

 

Make a list of a few limiting beliefs here and how you will change 

that old record playing in your head.  

 

1. 
 

2. 
 

3. 
 

4. 
 

5. 
 

 

Inherently speaking, there is nothing that you are not capable of 

accomplishing. The truth is there is no such thing as can't - you only 

think you can't.  Success is not a special privilege handed out to a 

selected few; success comes to applying success-oriented beliefs.  

Transform limiting beliefs into success beliefs and you can achieve 

anything. 

 

That's where coaching can and does make a big difference for many 

people.  It helps you transform limiting beliefs into success-oriented 

beliefs that get you from where you are to where you want to be.  It's no 

coincidence that when people look for a coach to help them, they feel 

stuck or blocked.  They feel stuck because they don't realize their 

limiting beliefs have created an obstacle that is stopping them from 

achieving some or all of their goals. 

 

Like I said, success is not a privilege handed out to a selected few; 

success is available to anyone who applies success-oriented beliefs to 

their life.  Limiting beliefs create obstacles, while success-oriented 

beliefs tear them down.  Although limiting beliefs are only thoughts, 

they do create obstacles - literally.  When you let go of limiting beliefs, 

you gain the power to not only get around obstacles, but prevent your 

mind from creating them in the future.  Success beliefs help you realize 

that you can do anything and any obstacles you face are only imaginary 

blocks created by your limiting beliefs. 
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Let’s work on tearing down some limiting beliefs.  There is a science to 

success and once you learn the truth you will be unstoppable. 

 

Success Belief #1 

Everything begins and ends with you 

Blaming others for anything, including your reality, is nothing but a 

limiting belief. It never matters what other people say or do, it only 

matters what you say or do. Everything, good and bad, can always be 

traced back to an action (or reaction) you made.  

 

Taking responsibility for everything in your life isn't accepting personal 

blame; it's understanding that you are the creator of your life and you 

have the power to make successful choices.  The power of choice takes 

you from being a passive acceptor to an active creator.  What new and 

different choices will you now make? 

 

Success Belief #2 

Yes, you can 

Self-defeating talk is disempowering - give it up. It literally takes away 

all of your creation power. The truth is - there is no such thing as can't.  
For example, you can be a professional athlete if you chose to. It's 

unlikely you would become a professional athlete without training or 

experience and probably some genetic assistance, but you can be a 

professional athlete with training and persistence. 

 

Notice I said, unlikely?  I didn't say can't because, really, almost 

anything you put you put your mind to is possible.  There is no can't 
about it - you can if you choose.  See the difference?  Get back in the 

driver's seat and speak empowering words like, I am, I will, and I have.  

Granted, you have to be willing to do the work because saying I am will 

not magically transform you into someone else. 

 

Success Belief #3 

Commit to your goals 

If you want it, but aren't willing to do the work in order to get there, 

there's not much point.  You have to really want it to commit to it.  

Choosing to do something because someone else wants you to do it only 

makes it easier to quit.  Achieving your goals isn't always hard, but it 
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does take focus, commitment, and hard work.  Commitment is much 

easier to deliver when you have the desire for the end result. 

 

Look beyond the goal and you will achieve it.  For example, consider a 

person who breaks bricks with their hand.  They don’t think about 

hitting the top of the first brick (if they are trying to break more than 

one). They look beyond the bricks and hit through them.  When a boxer 

hits a punching bag, they don’t look at hitting the punching bag itself, 

they look beyond and hit through the bag. If you just look at hitting the 

object, you can physically get hurt. When you look beyond your goals, 

you put yourself in a position to achieve so much more.  

 

Success Belief #4 

You have got to believe in yourself 

From now on, you believe you can do anything because you realize that 

success just comes down to applying the right belief system. Those who 

believe, create the impossible every day all over the world. They 

dissolve disbelief in others by defying the odds and accomplishing what 

was said to be "the impossible.” How did they do it? Because they 

believed they could do it, and committed to doing what needed to be 

done to get there. If they can do it - so can you. 

 

 

 

 

 

 

 

 

Success Belief #5 

Ignore the negative talk around you 

Many times, you don’t even realize the people around you are holding 

you back; they may not even realize they're doing it either.  It's human 

nature for those close to you to want you to remain at their level and 

keep close relationships.  Without even realizing it, they are holding 

you back - and you are allowing it.   

 

If you want something more than you currently have, and realize that 

means having to loosen the ties with those who are holding you back - 

you are entitled to excel to your next level.  

“If you believe you can, you probably can.  If you believe you won't, you 
most assuredly won't.  Belief is the ignition switch that gets you off the 
launching pad.” 
       --Denis Waitley 
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You don't have to necessarily leave them completely behind, but realize 

you are not obligated to remain in a limited level in life.  You have the 

freedom to reach the next level, even if your current friends and family 

choose to not rise with you.   

 

The people around you may mean well, but they don't always say the 

right things (this includes friends and family).  They give us advice 

because they think they're helping us, but sometimes cause more harm 

than good.  If people around you are telling you that you can't do 

something - don't listen to them.  Be grateful, thank them for their 

input and politely state that you believe you can. 

 

Success Belief #6 

State it in the positive 

Remember, your belief system shapes your reality, so say what you 

want and state it in the positive. For example, "I want a job that 

unleashes my potential." instead of, "I don't want another mindless 

job.” Here's another, "I want to own my own business." instead of, "I 

don't want to be stuck in this job forever.”   

 

Think about what you want, not what you don't want.  Do you think 

Bill Gates spent all his time thinking about being a college dropout?  

No - he was too busy being focused on building his multi-billion dollar 

business. 

 

Success Belief #7 

Take financial responsibility 

If you want success, you have to learn to handle your money well. If 

you are in debt, do what you can to reduce or completely eliminate it. If 

you're on a budget, don't buy new clothes if you need to pay bills.  

 

Success comes to those who make financial decisions that support their 

long-term goals and success.  Buying a new pair of shoes is great when 

you have the money, but if you have $100 dollars in the bank, it's just 

not a decision that supports your success.  Buying new clothes is a 

great way to feel and look better, but it should never compromise your 

financial success. 
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There is creation power in your belief system, so use success-

oriented beliefs to create a success-driven life. 

 

What will you do now as a result of completing this lesson? 

 

 

 

 

 

 

 

What beliefs will you adopt, change, create, or erase? 

 

 

 

 

 

 

 

How will doing this impact your professional and personal life?  

 

 

 

 

 

 

“The greatest revolution of our generation is the discovery that human 
beings, by changing the inner attitudes of their minds, can change the 
outer aspects of their lives.” 
       --William James 
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Lesson Twenty-Four: It’s All About Them Attitude 
 

ACTION: Create All-About-Them (Client-Centric) Communication 

 

 
  

he truth is there are a lot of people who think their business 

practices are client-centered, yet don’t behave that way. What’s 

more, most people agree that their businesses should be all about their 

clients, but they’ve never formulated or implemented a plan for 

actualizing this ideal.  

 

In 2001, CEG Worldwide founder John Bowen conducted a survey of 

financial professionals and asked them the following question, “Do you 

think you’re client-centered?” Every one of the professionals answered 

yes.  No surprise there.  

 

Most advisors care about their clients and most likely that’s what these 

advisors thought John was asking them about.  But when asked to 

apply 12 objective criteria, only 14% of the advisors’ businesses were 

actually all about the clients.  The majority of these businesses were 

set up to cater to the advisor’s preferences. (FYI, the 14% who were 

truly focused on clients were also attracting as much as 30 times as 

many assets under management as investment-centered advisors and 

doing especially well in the downturn that began the year the survey 

was taken.) 

 

Even though people think they are client-centered they really 

structured their business around the preferences of themselves and not 

the clients.  

 

As Guy Kawasaki wrote in The Macintosh Way, you don’t compete on 

strategy; you compete on execution. 

 

In talking with someone I coach one day, he mentioned that he has a 5-

step sales process for obtaining clients.  What do you think about 

T 
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having that many steps to obtaining a new client?  What if the prospect 

is ready to buy in one or two meetings?  I asked him that question.  His 

response was that he has a 5-step process and they are going to go 

through it.  I then suggested this thinking was really about him and 

not the prospective client.  Hmmmmmm.  Would you want to spend 5 

meetings with someone when you were ready to buy in one or two, or 

even three?  How would having a shorter process that produced the 

same result benefit them and you?   

 

Having systems and processes is great!  Maybe periodically reviewing 

them to make sure they are really about your prospects and clients and 

not all about you would be a good use of your time.   

 

I know you probably care about your clients and would really love to 

run an all-about-them business, but the question is how?  How do you 

go from running your practice as it is now to operating the kind of 

business that puts the clients first?  And if you think you already run a 

business that’s all about them, then how do you take it to the next 

level?  

 

Do you ask your clients to give feedback on their experience? This is 

incredibly effective, but few business owners send surveys to their 

clients. The truth is - business owners don't want to take the time to 

ask for various reasons.  It takes time to not only create surveys, it 

takes time to conduct them and collect the information.   

 

Then there is the challenge of implementing business models changes, 

if you like any of the ideas or suggestions provided. The difference 

between an everyday business and an extraordinary one might be a 

client survey. I would highly suggest conducting a client survey 

because it can be a powerful transformation tool. 

 

Listening to your clients and truly comprehending their needs is 

an important factor when building a business that’s all-about-them.  

Your business is completely dependent on your clients and if you don’t 

make it all-about-them, it might not ever reach its true potential.  For 

an existing business, start with a client survey to get feedback. Here 

are a few websites that you can use to quickly and easily conduct 

surveys: 
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1. Survey Monkey - https://www.surveymonkey.com -- SurveyMonkey 

provides free basic surveys, as well as comprehensive surveys with a 

paid membership. Online surveys are professional, quick and easy. 

 

2. Opinion Power - https://www.opinionpower.com -- Quick polls and 

surveys are free and available to your audience for 30 days. 

 

3. Survey Builder - https://www.surveybuilder.com/ 

 

Dr. Nido Qubein, a very smart business person and friend, shares his 

insight that it is important for us to sharpen our listening skills to 

boost productivity.   

 

All of us have experienced occasions when we wished we had listened 

more closely to what was being said. Usually, good listening requires 

self-discipline, and sometimes it requires self-examination. If you 

sometimes have problems listening to what others say, some of these 

factors may be behind the difficulty: 

 

Prejudice. You may conclude - either before or during the speaker's 

remarks - that the speaker has nothing significant to say. The reasons 

for such prejudice are many. They may include the speaker's 

appearance, age, actions, voice, race, religion and nationality. All of us 

carry around petty biases. It's easy to say that we should get rid of 

them, but prejudices are emotional, not rational, and they can be 

insidious. It's best to overcome our prejudices, but while we're 

overcoming them we must learn to override them when our best 

interests are involved. You do this by taking charge of your thoughts. 

Force yourself to seek out the value in what is being said. When you're 

lost and asking for directions, you don't let your attention stray because 

the person giving directions is wearing overalls instead of a business 

suit. You listen for the information you need to get to your destination. 

When you're inclined to tune out a speaker because of some prejudice, 

remind yourself of the purpose of the conversation. Keep that purpose 

in mind, and listen for the words that bear on that purpose. 

 

Jumping to conclusions. You may decide that what the speaker is 

saying is too difficult, too trite, too boring, or otherwise unsuited to 

your needs. Therefore, you feign attentiveness while your mind is 

https://www.surveymonkey.com/
https://www.opinionpower.com/
https://www.surveybuilder.com/
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elsewhere. When you encounter this situation, bring your mind back to 

the here and now. Accept the challenge of drawing from the speaker 

some ideas and information that will be valuable to you personally. If 

the message is too trite or too boring, use questions to probe for more 

interesting and stimulating material. If the information is too difficult, 

ask the speaker to simplify. Just say, "You're a pro at this, and I'm not. 

Give it to me in layman's terms." Then don't be afraid to ask questions 

for clarification. The speaker will be flattered by your interest and will 

be eager to help you understand. 

 

Assumption. You may assume that you already know what the speaker 

is going to say, so your attention drifts elsewhere. As a result, you miss 

any new information the speaker may give. When you find yourself 

thinking this way, make it a game to look for something new to take 

away from the conversation. 

 

Inattention. If you're like most people, you speak about 125 words per 

minute, but you can think at more than 400 words per minute. As a 

result, you may use the "spare time" to think of what you're going to 

say next. In the process, you may miss out on much of what the speaker 

is saying. The remedy is to use the "spare time" to evaluate and 

interpret what the speaker is saying. You can frame your own response 

when it comes your turn to speak. 

 

Selective listening. You may sometimes hear only what you want to 

hear. Once again, the solution is to evaluate and interpret. Look for 

information and ideas that challenge your own ideas. Compare them 

with what you know and what you feel. Think about how you might 

deal with this information or these ideas. Should you reconsider your 

own position? Should you devise new strategies in light of the 

information? 

 

Excessive talking. If you insist on monopolizing the conversation, 

you're not going to hear very much. Be conscious of the amount of time 

you spend talking, and be alert for signs that your listener has 

something to say. Be willing to yield the floor at reasonable intervals. 

 

Lack of empathy. Good listeners try to see things from the speaker's 

perspective. If you listen strictly from your own perspective, you may 

miss out on the relevance of what is being said. The speaker's vantage 
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point is an important part of the message. 

 

Fear. When you suspect that what is about to be said will reflect 

unfavorably upon you, fear may result. Many people will stop listening 

then and find ways to start arguments, or use some other means of 

escape. 

 

Make a conscious effort to listen more intently and notice how your 

understanding of what is happening around you evolves. You will not 

only improve your workplace communication skills, but also discover a 

renewed sense of clarity in all that you do.  

 

Dr. Nido R. Qubein is president of High Point University and chairman 

of Great Harvest Bread Company. 

 

12 questions to ask yourself about building an all-about-them business: 

 

1. If my business were really all about them, how often would each 

client see me each year, and how much time would they get? 

2. If my business were really all about them, exactly what would I do 

for each person?  (There may even be things you haven’t thought of 

yet because you haven’t had the time to think about it yet.) 

3. If my business were really all about them, how would I make my 

clients’ lives simpler? 

4. If my business were really all about them, how much would they 

pay me for this value? 

5. If my business were really all about them, do they think what you 

do is worth it and how do you know? 

6. If my business were really all about them, how many clients could I 

do all this for? 

7. If my business were really all about them, how much time more or 

less time would I talk in meetings? How much more would I really 

listen (show up ready to be no place else)? 

8. If my business were really all about them, how many more referrals 

would I receive from each person? 

9. If my business were really all about them, how many people would 

staff my office? 
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10. If my business were really all about them, how would I enhance my 

systems and processes to be even better for them, and still achieve 

the same or better results? 

11. If my business were really all about them, would I have strategic 

alliances and partners?  If so, who would they all be? 

12. If my business were really all about them, what would your life look 

like if it were really all about them? How would I take care of 

myself physically and emotionally? 

Answer the 12 questions from the previous page to transform an 

existing business (or build a new) into an all-about-them business.  

1. 
 

2. 
 

3. 
 

4. 
 

5. 
 

6. 
 

7. 
 

8. 
 

9. 
 

10. 
 

11. 
 

12. 
 

 

Once you’ve brainstormed answers to the questions above, make a list 

of everything you now will be delivering to your clients and how it 

benefits them.  You may be surprised, to find that many of these 

benefits create a better, and more manageable business for you, too.  

1. 
 

2. 
 

3. 
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4. 
 

5. 
 

6. 
 

7. 
 

8. 
 

9. 
 

10. 
 

11. 
 

12. 
 

 

 

 

 

 

 

 

Take your business to the next level by reviewing the language used in 

all methods of communication with your clients. By using an all-about-

them language in phone conversations, emails, marketing materials 

and website, clients will easily relate to the services offered and how 

they benefit them. 

 

Here are some examples of how a simple shift in language can make all 

the difference. The first part of each sample below is about you and the 

second part is how you might change the wording to be all-about-them.  

Think about how you would feel having someone say the first part 

versus the second part. Say each of them out loud.  Have someone read 

both samples to you. 

 

• I want to start out today with a discussion of…     

--In order for you to get the best experience in our time 

together… 

• I want to talk to you about…      

 --The next logical step for you…  

“Quality in a service or product is not what you put into it. It is what the 
client or customer gets out of it.”   
       -- Peter Drucker 
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• We specialize in working with clients who… 

 --The clients who are best served are…  

• My existing clients will help me add the right clients to our firm so I 

spend the least amount of time possible in marketing for new clients 

and most amount of my time serving you.    

 --Existing clients want to help (are eager to help) add the right 

 clients to our firm so I spend most of my time serving you. 

• I want to have only 152 clients in our firm. 

 --When you work with us, you will be part of a small and special 

 group of only 152 clients who receive all our attention.   

 

The language used in marketing materials, including the website, is 

just as important as personal conversations and emails. Review all 

marketing materials to see where all-about-them language can be 

substituted. 

 

• We limit ourselves to having 123 total clients.   

 --Clients who join us are part of a small and select community of 

 only 123 total clients. Being part of this small community of 

 clients allows you to experience exceptional service.  

• We are fortunate that 95% of our new clients are referrals.  

 --Clients are eager to refer us to everyone they know who they 

 think fits with what we do for them. 

• I invite you to visit our website and review our client testimonials 

and our service system. 

 --Feel free to visit our website for additional services and added-

 value programs that may be of interest to you. 

• I am making a transition in my business that is a substantial 

improvement for you.      

 --Great News!  New business transition results in substantial 

 improvements for you!  You now receive… 

 

The easiest way to transform the language is to review all materials 

and circle all the "I’s" and "We’s.” Then look at each sentence and notice 

where the I’s and We’s are located.  Where is the benefit to the client 

located – in the 1st or 2nd half of the sentence?  Many times, you can 

take the back end of the sentence, if the benefit is located there, and 

put it first so it is transformed into an all-about-them statement.  You 
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want to have the benefit voiced in the beginning of the sentence to be 

about them.  

 

It is easy to be unaware of how often you use "I" and "We" language 

and an important exercise is to record your conversations with clients 

either by audio or video. Review them and note how many times "I" and 

"We" are used, and where they are used. By scripting and rehearsing 

all-about-them language, all your communication will improve and so 

will your business. 

 

Is the language on your website more about you or the benefit to 

others? 

 

Are your marketing materials more about you or the benefit and 

results others will have when they work with you? 

 

Have you ever recorded conversations to know if your language is more 

about you or about them?  How much time to you talk versus ask 

questions and listen?   

 

What will you review next to determine if you need to change to be 

more about them instead of you? 

1. 
 

2. 
 

3. 
 

4. 
 

5. 
 

 

Do you need more practice, so you gain the skill and confidence with 

some of the systems/tools to help you create the kind of business that is 

truly all about them, and is also one you want and deserve? 

 

Here’s a thought on how to practice the things you actually want to say 

instead of winging it.  If you are familiar with learning a language via 

tapes, you may remember that when they say something that they 

want you to repeat, they leave silence in between so you can repeat 

what they just said.  
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You can create tapes and CDs for yourself to help you with practicing 

and rehearsing what you want to say. Create an audio where you say 

what you want to say and leave space so you can repeat it in your car 

as you drive. It might also help you be even more effective in your 

communication.  

 

Part of building an all-about-them business is learning to drive your 

communication from truth instead of sales. Conducting your business 

with integrity and respect for providing valuable services as opposed to 

“making the sale” will not only build an all-about-them business, it will 

build a more successful business. 

 

 

 

 

 

 

 

 

Other ideas or actions? 

1. 
 

2. 
 

3. 
 

 

 

 

Notes: 

 
 

  

  

  

  

“If we don't take care of our customers (clients), someone else will.” 
  
       -- Unknown 
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Lesson Twenty-Five:  Can I Succeed Telling the Truth? 
 

ACTION: Identifying the Benefits of Telling the Truth 

 

an I succeed telling the truth? Not only can you succeed by telling 

the truth, you can thrive telling the truth. The reason is that you 

will attract the ‘right’ clients, who have lots of money, who can handle 

the truth, and prefer the truth. 

 

Telling the truth can actually give you a competitive advantage in a 

market glutted by people full of hot air. Most people fear nobody wants 

to hear the truth, but of course, they do! And the ones who want to hear 

the truth will be your best and most lucrative clients.  Most successful 

people respond to bare-bald-buck-naked facts, because most successful 

people got that way by remaining grounded in reality.  

 

Jack Welch, arguably the greatest CEO of our time, held the 

philosophy, “Tell me the truth, and tell me early.” If something 

happened and you knew and didn’t tell him about it, you were fired.  

But if you came to him early and told him, “You know what?  This 

whole project is screwed up, and I don’t know what to do about it,” 

you’d go a long way with Jack Welch. 

 

Truthfulness and believability always have appeal. If your claims are 

truthful (not inflated) and if you trust your clients and sincerely believe 

they deserve the truth, they will trust you in return. As Emerson said, 

“Trust men and they will be true to you; treat them greatly and they 

will show themselves great.” The truth has power. If you tell the truth, 

you begin to play in a new league; you walk away from the games of 

salesmanship and into the realm of reality as a true professional that 

people seek and want to work with. 

 

It’s amazing to me how many people are afraid to tell the truth.  The 

truth pays off! I was talking with someone one day who was telling me 

how she recently has been honest with clients of hers about their 

relationship. It brought the situation out into the open and the clients 

decided they weren’t aware of certain situations until my client 

explained things and they wanted to continue to work only with her.  

This happened to her on several occasions and she received additional 

C 
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revenue as a result of telling the truth as she saw it. The same can 

happen for you.   

 

Telling people what you are thinking and feeling about a situation can 

be powerful. It is also the sign of a confident person and someone who 

wants to have a good relationship with their clients.   

 

My husband, Bill Bachrach, has an expression, It’s okay to have a 
thought you don’t express.  This can be very useful at times.  I also 

believe it is okay to have thoughts you do express.  Many times, we are 

thinking something and we don’t say it, and we should so we know the 

truth about the situation.  We might be afraid to say what we are 

thinking for some unknown reason.  You are just guessing what is 

really going on in their minds without really knowing the truth.   

 

When someone is telling me that a certain situation occurred with a 

client and they don’t know why or understand, I ask them if they asked 

them about it instead of just thinking about asking them.  Most times 

we role play it out and then go back and talk to the person.  It is really 

about the client and wanting to do what’s best for them, so why not ask 

and tell the truth about how you are feeling? 

 

Can you imagine someone telling you the truth about waiting to take 

your money until a more appropriate time? How often does that 

happen?  One client did just that. She was busy handling a lot of new 

business and she told a new client that they should wait to pay her for 

her services until she was in a better position to service them – two 

months from now. They were thrilled she told them the truth and 

agreed to meet in two months where they would then pay her for her 

services.   

 

Upon saying this to them, she felt like the ‘salesperson’ in her really 

wanted the money and should have taken it right then and there.  

While the person who she is felt like she was in integrity by telling 

them the truth.  Think about how the clients felt with the truth and 

how many other people they will tell about her services now. 

 

I was working with a financial advisor one day and he said he had 

made many calls to someone to follow-up because they said they were 
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serious about working with him.  They hadn’t returned any of his 

phone calls though, so he didn’t know how to proceed.   

 

It is my thought that if someone told you they were serious about doing 

business with you and now doesn’t return your calls, you might call 

them one last time and say something like,  

 

“I am calling you because you told me you were serious about working 

together.  I have taken the time to follow-up with you in an effort to 

help you make smart choices with your money.  Since you haven’t 

returned my phone calls, you might not have meant it when you said 

you were serious and just didn’t want to hurt my feelings, so this will 

be my last call to you.  If you truly were serious, feel free to call me at 

___________ and I will be glad to help you.”  

 

At least now, you may feel like you have closure to the situation, if this 

is important to you. 

 

I was talking with someone one day who didn’t know how to approach a 

good friend and client about referrals.  This person has been sending 

this client and friend referrals to his practice but hadn’t received much 

in return.  He told me he needed to wait to talk to x person before he 

could figure out how to handle a conversation with this client and 

friend.   

 

Instead of waiting 3 weeks to talk to x person, I suggested he just tell 

this person the truth as he had just described it to me.  I suggested that 

he start with something like, “What has to happen for you to feel 

comfortable …….”  

 

We talked about what he was really afraid of and he realized how silly 

it really was once we discussed it.  Then he explained if he were on the 

other side, he would prefer to hear the truth and would be willing to 

help resolve the issue.  He told x person and he experienced great 

feedback and results.  

 

What happens when you don’t deliver on your promise to a client?  You 

tell them the truth and you tell them quickly.  Waiting to tell them why 

you didn’t deliver when you told them you would, can make them 

angry.  Be honest about the situation.   
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After you apologize and tell them why you weren’t able to deliver on 

your promise, consider asking them something like, what has to 

happen for them to feel comfortable and confident to continue to have 

the same relationship that they have enjoyed with you in the past?  

Most people will understand, assuming you had a legitimate reason 

and they will appreciate your honesty.  “Life” happens to all of us, it is 

just a matter of when, where, and how.  

 

My belief is that the truth isn’t always easy to say, the truth is isn’t 

always easy to hear, but the truth is usually better for everyone.  

Communicate the truth with clarity so that the person understands 

how it affects them in a positive way. 

 

So, the point is - stop being afraid of what might happen because 

what you think might happen might not actually happen.  And how bad 

could it really be?  What are you really afraid of?  Chances are you will 

realize that would you’re imagining is not only improbable, but not all 

that bad anyway.  Tell the truth and let things go the way they will go.  

The truth isn’t always easy, but the truth is almost always better for 

everyone involved. 

 

Truthfulness and believability always have appeal.  If you sincerely 

believe people deserve the truth and can handle reality, they will trust 

you in return.  As Emerson said, “Trust men and they will be true to 

you; treat them greatly and they will show themselves great.” The 

truth has power. If you tell the truth, you begin to play in a new league; 

you walk away from the games of ‘salesmanship’ and into the realm as 

a trusted professional.  

 

What truth will you say to someone that you have wanted to say but 

were afraid to say before?  

1. 
 

2. 
 

3. 
 

4. 
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5. 
 

 

What truths will commit to communicating more consistently?  

1. 
 

2. 
 

3. 
 

4. 
 

5. 
 

 

What results do you hope occurs by telling the truth?  What do you 

hope to learn or find out as a result?  

1. 
 

2. 
 

3. 
 

4. 
 

5. 
 

 

 

Notes: 

 
 

  

  

  

  

 

"Character is always lost when a high ideal is sacrificed on the altars of 
conformity and popularity."   
       --William Arthur Ward 
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Lesson Twenty-Six:  Creating Your Ideal Client Profile 
 

ACTION: Identify and Focus on Your Target Market 

 

uring the course of my many conversations with coaching clients, 

I have found that many don’t have an Ideal Client Profile written 

down. Not only do you need one written down, but you must also be 

committed to it. Most have an idea in their head or they have a few 

things written down but not a total list of what they really want.   

 

I believe that if you are crystal clear about what you want and you 

focus on it, you will attract it.  Do you believe this? If you aren’t clear 

about what you really want, how can you communicate this to anyone 

who might ask you or attract these kinds of people to you.  The 

universe doesn’t know exactly what you are looking for – and neither 

do you. 

 

Consider this: Who are the clients you like the best and enjoy serving?  

It’s okay to tell the marketplace, these are the people who are best 

service by you and your firm.  It is also okay to disengage from those 

who you don’t enjoy being around and every time they call, you have a 

negative reaction.  Life is for enjoying, don’t waste time with people you 

don’t enjoy or want to be around.  Imagine your firm with only those 

clients who provide you the revenue to life the lifestyle you want and 

you actually enjoy servicing.  

 

This exercise becomes very important in many ways.  One way is that 

when you ask your existing clients, friends, peers, associates, centers of 

influence, and strategic alliances for referrals, you can tell them exactly 

what you are looking for which helps them think of people who might 

fit your profile. 

Sample Ideal Client Profile Options 

  

• $________Gross Revenue 

• Is an Entrepreneur / Business Owner / Doctor / Dentist / Attorney, 

etc. 

• Eager to refer me to everyone they who fits my profile 

• Trusts us to assist their friends and family members who fit our 

ideal client profile by introducing us to them. 

D 
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• Serious about making smart decisions with their money  

• Wants a trusting relationship with a professional 

• Someone who is financial motivated and serious about personal 

financial success 

• Cares for family community and someone or something other than 

self 

• Has important goals 

• Nice People 

• Open-minded 

• Has ‘big’ dreams and goals 

• Understands there is no short cut to any place worth going. 

• Have other things in their life that are more important than money 

• Does what I tell them to do 

• Trusts me 

• Aren’t influenced by others who aren’t professionals 

• Sharing people who like to help others and are well connected 

• Charitably inclined 

• No whiners 

• Want to simplify their life by delegating them to competent, 

trustworthy professionals. 

• More committed to their success than we are 

• Enjoys life  

• Fun loving people 

• Self-confident 

• Humble 

• Commitment to follow-through 

• Sense of humor 

• People who aren’t a pain in my butt/wayzoo 

• Respects me and my team 

• Values my opinion and experience 

• Believe they have a next level (personally and professionally) 

• Has a strong desire to reach their next level 

• Will do whatever it takes to obtain their next level 

• Will focus and take action on activities to get them to where they 

want to be 

• Wants someone to help keep them on track so they can have the 

kind of live and business they want and believe they deserve 

 

Avoid using words like receptive or willing when building your Ideal 

Client List because they are too passive. Using passive words leaves 
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the “possibility” of your clients possessing the qualities you desire. By 

making active statements, you are communicating EXACTLY what you 

want.  Just because someone is willing to do something, doesn’t mean 

they actually will do it. 

 

Begin to formulate your Ideal Client Profile and write a brief 

description on the following page. 

 

Clients Who Are Best Served by ___________________ (Company Name) 

 
 

  

  

  

  

 

Then answer these questions: 

 

• How much minimum revenue does an Ideal Client generate for you? 

$_______________________(Weekly, Monthly, Annually) 

• How much money do you make now? __________________________ 

• How much money would you like to make? _____________________ 

• How many current clients do you have now? ____________________ 

• How many of your current clients do or could fit the Ideal Client 

Profile?  _________ 

• How many Ideal Clients do you need to have to meet your Ideal 

Gross/Net Revenue Goal? _______ 

• How many strategic alliances/centers of influence do you have? 

_____  (CPAs, Attorneys, Car Dealers, Mortgage Brokers, Real 

Estate Agents, P&C Insurance Agent, Doctors, Dentists, 

Optometrists, Chiropractors, Business Owners, Pharmaceutical 

Reps, Ministers, etc.). 
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• How many strategic alliances/centers of influence would you like to 

have who can help be your marketing department and provide you 

with referrals?  _____  (CPAs, Attorneys, Car Dealers, Mortgage 

Brokers, Real Estate Agents, P&C Insurance Agent, Doctors, 

Dentists, Optometrists, Chiropractors, Business Owners, 

Pharmaceutical Reps, Ministers, etc. - don’t limit yourself). 

• Who else can you ask for referrals from?  (friends, association 

members, networking members, neighbors).  

_________________________________ 

Make a list of people you know personally, who fit your Ideal Client 

Profile.  

 

Next, make a list of contacts who could introduce you to people who fit 

your ideal client profile. Think about anyone you have met casually or 

professionally including friends, family, business associates, casual 

acquaintances, networking contacts, etc.   

1. 
 

2. 
 

3. 
 

4. 
 

5. 
 

6. 
 

7. 
 

8. 
 

9. 
 

10. 
 

11. 
 

12. 
 

13. 
 

14. 
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15. 
 

16. 
 

17. 
 

18. 
 

19. 
 

20. 
 

 

 

Make a list of strategic alliances/centers of influence that you currently 

have, as well as those you haven’t yet thought about as a possible 

strategic alliance or center of influence.  List them in priority order of 

who you think would be most open to giving you referrals and begin 

working the list. Your friends might be a good resource for possible 

centers of influence, too. 

1. 
 

2. 
 

3. 
 

4. 
 

5. 
 

6. 
 

7. 
 

8. 
 

9. 
 

10. 
 

11. 
 

12. 
 

13. 
 

14. 
 

15. 
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16. 
 

17. 
 

18. 
 

19. 
 

20. 
 

 

Make a list of people you would like to be referred to. These are people 

you think could be ideal clients but you don’t personally know them yet.  

When you talk to people you know, you can ask them if they know 

these people or if they know anyone who might know them. You never 

know who knows who. Once you have this list, you might be surprised 

how quickly you will meet these potential ideal clients.  

 

1. 
 

2. 
 

3. 
 

4. 
 

5. 
 

6. 
 

7. 
 

8. 
 

9. 
 

10. 
 

11. 
 

12. 
 

13. 
 

14. 
 

15. 
 

16. 
 



© Anne Bachrach                          www.AccountabilityCoach.com                              193 

17. 
 

18. 
 

19. 
 

20. 
 

 

Let me share a client story with you to demonstrate the power of 

creating your Ideal Client Profile. When discussing this very subject 

with a coaching client, I asked him to complete these same Ideal Client 

exercises. His reality at the time was that he didn’t have enough 

clients, and didn’t feel like he knew enough people to provide the 

amount of Ideal Clients he needed.  

 

As a homework assignment, I asked him to make a list of everyone he 

knew or met that fit his Ideal Client Profile. In one night, he came up 

with just under 300 names. Now I am not saying this is common to 

everyone, but the point is that you know people that you just haven’t 

thought about – and they are all potential Ideal Clients.  

 

Expect to receive referrals from everyone you ask. This could be 

anywhere from 10-100 people. Show up like this is what you expect.  

People who ask - receive. I have known people who have received 90 

and 175 referrals from one existing ideal client source. The source can 

be an existing client, a prospect, a friend, acquaintance, or strategic 

alliance / center of influence.  A person I know received in excess of 200 

referrals from one strategic alliance source.   

 

Another person received directories of groups where their client was a 

member, with names of ideal client profile candidates highlighted and 

pertinent information about each one.  I call these occurrences, “the 

mother lode.”  It may not happen often but it can happen to you if you 

believe it can.  It can come to you in big numbers from all different 

sources.  Expect it to happen and it probably will. 

 

Be prepared to ‘win’ and get what you want. Put yourself in the 

position to have the highest probability of achieving your goals and 

make it as easy as possible for people to provide you with what you 

want. Be prepared to give them every option so they can choose which 

is easiest for them to provide you with what you are asking them for.  
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Obtain an agreement as to what they will provide you and when they 

will have it to you. If they don’t get it to you by the timeframe they 

have stated, get permission to follow-up with them to obtain it.  

 

Think about all the things that will put you in the best position to have 

the highest probability of achieving your goals. In order to get what you 

expect in referrals, for example, people who are going to give you 

referrals probably have to experience what you do.  

 

In some fields, people you know could assume you are like everyone 

else they know in that industry. If you are in financial services for 

example, people can have a preconceived notion of what you do and it 

could be very inaccurate or accurate. How can you change their 

preconceived notion, if it is inaccurate? Let them experience what you 

do and then they have a much more accurate impression of what you do 

and why they would want to refer you to everyone they know who they 

think fits your profile.  

 

A financial advisor that I coach said to me that obtaining referrals is 

“luck of the draw.”  I said how do you make the “luck of the draw” 

happen on purpose?  He hadn’t really thought of it that way before.  So 

we came up with a process to help him obtain referrals from 

professionals and from Ideal Clients on purpose.   

 

He created a ‘script’ to say to professionals and one for his clients 

where he asks for referrals, on purpose.  He has a process where he 

makes it easy for them to provide him with as many people they know 

who they think fit his profile. He added asking for referrals as an 

agenda item when he has certain types of meetings with other 

professionals, and when he has client reviews.  He is more on purpose 

with a desired goal every time he asks.  And he is now receiving a lot 

more referrals and on a more consistent basis.  

 

You want to make it as easy as possible for people to provide you with 

referrals. Send or give them a sheet to complete with the information 

you need along with a self-addressed stamped envelope to mail back to 

you.  If they prefer to fax something, give them tools to do this. If they 

like to type and would prefer to provide them to you via the internet, 

provide them with an electronic form that is easy for them to complete 

and email to you. 
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Some people are members of various organizations.  Most organizations 

have a membership directory.  Would they share with you who they 

know on the directory so that you could contact them?  Could you 

contact all of them in the directory? 

 

Could you ask clients and people you know to look on their cell phone 

directory and start with the ‘A’s to see who they think would get value 

from your products or services and that they could refer you to?  Sure 

you can, and it does work!  Who wouldn’t want to share their great 

experiences with you, with everyone they know who they think could 

also benefit?  

 

When you meet with clients, could you have a list printed out of all the 

people they are connected to on Linked-in or Facebook and ask them to 

highlight the ones that they feel would benefit from your products or 

services?  Sure you can, and it does work to get referrals!  Consider 

applying this concept to help you get additional business.  This concept 

could even lead to you having the experience of receiving the “mother 

lode” of referrals. 

 

You’ve probably head of the concept of 6 degrees of separation. We are 

all less than 6 degrees of separation from people we would like to be 

introduced to. Actually, I was recently told that Facebook did a study 

and found out that we are 4.4 degrees of separation away from the 

people we would like to meet.  Do you have a list of people you would 

like to be referred to see if there might be a fit for you to work with 

them?  If not, you need to create this list.  Then when you are talking 

with your clients, friends, centers of influence, and anyone you know, 

you can show them the list and ask if they know any of the people on 

this list, or know someone who might know them. Ask for what you 

want and expect to get what you want.  

 

When you think about it, if someone asked you for a referral to anyone 

you knew who might be interested or open to their services, you 

probably have a wide range of people you know through various ways. 

When you have people narrow their scope of who they might know, it is 

a lot easier to obtain and give referrals.   
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For example, if you help them focus on their church, other parents of 

children in the school your children attend, charities they belong to, 

associations they are members of or any other organization they might 

be associated with or members of, it become much easier for them to 

think of people.   

 

Help people reduce their thinking to smaller groups of people and they 

will be able to refer you to even more people who might fit your Ideal 

Client Profile.  Help them leverage their resources to benefit everyone.   

 

To download my complimentary business opportunity planner 

worksheet and referral/prospect tracking excel worksheet in order to 

help you focus on increasing your revenue, go to  

https://www.AccountabilityCoach.com/business-opportunity-planner-

worksheet/. 

 

Idea: Consider having 6-8 of your Ideal Clients participate on a board 

for your firm.  You can call it an Advisory Board, a Board of Directors 

or Focus Group, if you can’t come up with anything else.  Have periodic 

meetings with them to ask what you are doing well and what you can 

improve on for all your Ideal Clients.  Tell them what changes you 

make as a result of their input.   

 

These people can sometimes end up being your best marketing as they 

are so connected to you and your firm that they not only refer their 

friends, associates, etc., they begin to send you referrals from other 

sources.  They may provide you with ideas for obtaining new clients 

that you haven’t yet thought of.  They may provide you with ideas for 

improving your services that you haven’t yet thought of, and are easy 

to implement with little or no investment on your part.  

 

If you did create a Board for your firm, you will want to have a clear 

idea of what the benefit to you is and what the benefit to them is.  You 

would communicate these benefits to them so they understand their 

role and why they would consider participating on this Board. 

 

Several people I know have done this in their firm with great results.  

Clients communicate their truth and reality, and that is good for you to 

know.  You then have the power to make choices to quickly change 

things, if you need to and want to, to make them even better.  

http://www.accountabilitycoach.com/business-opportunity-planner-worksheet/
http://www.accountabilitycoach.com/business-opportunity-planner-worksheet/
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As a result of this lesson, what are your next steps and by when will 

you do them?   

1. 
 

2. 
 

3. 
 

4. 
 

5. 
 

 

Do any of these things you just wrote down need to go on your goals 

sheet?  If so, add them now.   

 

Consider reading The Middle-Class Millionaire: The Rise of the New 
Rich and How They are Changing America book by Russ Alan Prince 

and Lewis Schiff.  In this groundbreaking book, the authors examine 

the far-reaching impact of the Middle-Class Millionaires—people who 

enjoy a net worth ranging from one million to ten million dollars and 

have earned rather than inherited their wealth.  

 

 

 

 

 

 

Now it's your turn to create your own Ideal Client Profile. Review 

your notes from this lesson.  Take a look at the sample on the following 

page and then create one unique to your wants and needs.  To utilize 

the free online Ideal Client Profile exercise, go to 

https://www.AccountabilityCoach.com. You will find this online exercise 

under the FREE Silver Membership section of this website, along with 

many other complimentary resources.  This will help to get you started 

quickly.  

"In business you get what you want by giving other people what they 
want."   
       --Alice F. MacDougall 

http://www.accountabilitycoach.com/
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Sample Ideal Client Profile 

Ideal Clients who receive the most benefit from us have the following qualities: 

THEY ARE FINANCIAL DELEGATORS. Clients who work with us are comprised 
entirely of financial delegators. They appreciate, and are willing to follow, the 
advice of an expert. 

THEY ARE PASSIONATE ABOUT GOALS. All of our clients are passionate about 
their desire to accomplish their goals. They realize that achieving those goals 
requires both money and planning. 

THEY ENJOY SIMPLICITY. Clients who work with us enjoy the simplicity, freedom, 
and peace of mind that comes from having all their financial assets under the 
watchful eye of a single trusted advisor.  

THEY VALUE OUR WORK TOGETHER. Clients are comfortable with our fee 
structure. We charge a percentage of assets under our management, according 
to our fee schedule, with a minimum fee of $36,000 per year. 

THEY FOCUS ON WHAT'S IMPORTANT. Clients value our relationship.  By 
delegating, they can focus their valuable time and energy on those things in life 
that are most important to them. 

THEY CAN HANDLE THE TRUTH. Clients who work with us want to hear the truth 
regarding their financial situation...no matter what. 

THEY ARE EAGER TO INTRODUCE US TO EVERYONE THEY KNOW.  

 

Once our Trusted Advisor™ has a community of one hundred clients who meet 
this profile they will not be accepting any new clients. 

 
 
This sample Ideal Client Profile is courtesy of a Financial Advisor who considers 
himself a Life Coach that Specializes in Money. 
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Sample Ideal Client Profile 
 

The Clients who are best served by us have the following qualities: 
 
▪ THEY ARE FINANCIAL DELEGATORS: Clients who work with us appreciate, and are 
happy to follow, the advice of a team of financial experts coordinated by a single 
Trusted Advisor. 
 
▪ THEY ARE PASSIONATE ABOUT GOALS: Our clients realize that achieving their 
goals requires both money and planning. As a result of working with us, our 
community of Ideal Clients appreciates our commitment to pay close attention to all 
the financial details and proactively recommend the inevitable course corrections, as 
required, several times each year. 
 
▪ THEY ENJOY SIMPLICITY: Clients who work with us enjoy the simplicity, freedom, 
and peace of mind that comes from having all their financial assets under the 
watchful eye of a single, Trusted Advisor who provides oversight, coordinating all 
personal financial affairs. 
 
▪ THEY VALUE OUR WORK TOGETHER: Our clients appreciate and value the expert 
advice and guidance they receive. Due to the high level of client interaction and 
attention, our services make sense for families who have accumulated more than 
$3,500,000, not including the value of their home. 
 
▪ THEY FOCUS ON WHAT’S IMPORTANT: Clients who work with us enjoy focusing 
their valuable time and energy on the things in their life that are most important to 
them because they have delegated their financial matters to experts. Clients 
appreciate an Advisor who views their role as to protect financial assets, and the 
financial strategy, allowing them to focus upon the things which matter most in life. 
 
▪ THEY APPRECIATE THE CANDID TRUTH: Our clients want to hear the truth from us 
regarding their financial situation…no matter what. Clients can expect and rely upon 
complete transparency from us, their Trusted Advisor. 
 

Once we have a community of 35 clients who meet this profile 
we will not be accepting any new clients. 

 
This sample Ideal Client Profile is courtesy of a Financial Advisor who 
considers himself a Life Coach that Specializes in Money. 
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Lesson Twenty-Seven:  Slots and Replication 
 

ACTION:   Apply the Power of Replicating Only Your Ideal Clients  

 

our ultimate objective might be to take on only those clients who 

match your Ideal Client Profile.  Sometimes it doesn’t always work 

out this way if you need money to survive; however, when you focus on 

attracting Ideal Clients you have a better chance of acquiring them.   

 

Many people focus on the masses, hoping to find an Ideal Client during 

the process.  When you focus on only attracting Ideal Clients, you still 

may attract other people who don’t quite fit your ideal client profile, 

and you can choose to accept them or not.  This might be a more 

powerful concept to consider applying because most people typically 

need fewer of the “right” clients, than if they aren’t focused and take 

anyone.  In addition, it is usually easier to deal with ideal clients 

because you enjoy them more than someone who isn’t or wouldn’t be 

ideal.  Now, you may take on a client who isn’t ideal because the pain 

in the butt to revenue ratio is financially really good.  

 

Once you have written your Ideal Client Profile, you can figure out how 

many people who match these criteria you’ll need to meet your business 

development goals.  It’s a pretty simple calculation to establish the 

income you desire to earn and extrapolate the number of clients 

required to achieve it.  Begin with the end in mind, as Covey says. 

 

Do you keep a list of all your clients and how much revenue they 

generate to you? Surprisingly, I’ve found that many people don’t have 

such a list and it can be useful for many reasons. For example, if you 

are a Financial Advisor, you would create an exercise called the Annual 

Recurring Revenue (ARR). List all your clients and how much 

recurring revenue they generate to you each year. This can be based on 

flat fee, a percentage of assets under management, and commissions, 

etc.  

 

You will then put the list in order of the person/people who generate 

the most revenue to the least amount of revenue. This can quickly help 

you know who are going to want to replicate and who will not want to 

replicate.  

 

Y 

27 
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Let me tell you a story…. I was working with a Financial Advisor who 

had a full-time staff person servicing a group of his non-ideal clients. 

When I asked him how much revenue he made from this group of 

clients and how much he was paying this full-time person to service 

them, it turned out that he was paying her more than he was making. 

Not a good return on investment (ROI) business decision, I would say. 

Sometimes we don’t always think of everything when we are trying to 

take care of clients and running a business. There are several other 

benefits to having an Annual Recurring Revenue exercise and keeping 

it updated every time you add a client to your community. 

 

An example of a simple Annual Recurring Revenue exercise might look 

like the below. To download my complimentary Annual Recurring 

Revenue Exercise, so you know exactly what your recurring revenue is 

for each and every one of your clients every year, go to  

https://www.accountabilitycoach.com/annual-recurring-revenue-

exercise/. 

 

 
 

With this valuable information in hand, you can create a business 

management tool I call “Slots and Replication” to track your acquisition 

https://www.accountabilitycoach.com/annual-recurring-revenue-exercise/.C
https://www.accountabilitycoach.com/annual-recurring-revenue-exercise/.C
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of great clients and keep you aware of how many more are needed for 

you to reach your goals.  Here’s how you can make your own: 

 

1. On one piece of paper, print your Ideal Client Profile.  Use the one 

you just created in the previous lesson.  You can also use the sheet 

included in this lesson to help you get started.  

 

2. On another piece of paper, number backward, starting with the total 

number of ideal clients you need, and print a list of your current 

ideal clients.  Don’t list all of your existing clients; include only those 

who already match your Ideal Client Profile (they match every item 

on your Ideal Client Profile).   

3. On another piece of paper, write the names of all those who aren’t 

ideal and list them in priority of who is the closest to being ideal to 

the least. 

4. Continue numbering the names of your ideal clients backward until 

you have “slots” to represent all of the ideal clients you need to reach 

your income goals.  Use additional sheets of paper if necessary.  For 

example, if you need 100 ideal clients, then you might have four 

sheets with 25 slots each.  Maybe you’d already have 27 clients’ 

names you could include, and you’d see at a glance that you have the 

additional 73 slots to fill to achieve your ideal client goal, which 

means you will achieve your financial goal. 

 

Now you’re ready to attract those additional 73 people.  The objective is 

to replicate the 27 who are already ideal.  You’re absolutely crystal-

clear about how many and the kind of clients you want.  It’s time to 

talk to those 27 and see who else they know—who are just like them.  

 

Your existing ideal clients are your replicators.  You must simply give 

them a precise description (your Ideal Client Profile which represents 

those who are best served by working with you and your firm, who by 

the way looks like the person you are talking to about referrals and 

introductions), and ask them for the names of people who they think 

might meet it.  

 

Show your strategic alliances and centers of influence your Ideal Client 

Profile to obtain referrals from them also.  Make a list of your strategic 

alliances/centers of influence and potential strategic alliances/centers 

of influence (think outside the box) who you think have clients who fit 
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your profile or they would know people who would fit your profile.  

Remember to ask your friends, associates, and others you listed in the 

previous lesson.  

 

Once you define the type of person you most want to work with and let 

your clients and colleagues know about it, you’ll start to see this type of 

person everywhere.  It won’t be a matter of chasing down prospects to 

fill those slots; instead, you’ll easily attract and notice ideal potential 

clients.  Keep in mind that clients who aren’t currently considered to be 

ideal can provide you with referrals and introductions to those who are.   

 

Figure out exactly what you want, state it clearly, and allow the 

“replicators” to work for you to fill your slots.  Reap the rewards!  

 

Use the Slots & Replication Exercise Sheet on the following page to 

help you get started.  
 

 

 

 

 

What are your next actions as a result of this lesson, and by when will 

you do them?   

1. 
 

2. 
 

3. 
 

4. 
 

5. 
 

 

What additions or changes to your goals sheet do you need to make, if 

any?   

1. 
 

2. 
 

3. 
 

 

 

"Many people may listen, but few people actually hear."  
 -- Harvey Macka 

  

"Learn the fundamentals of the game and stick to them.  Band-Aid 
remedies never last."                                                          -- Jack Nicklaus  
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IDEAL CLIENT PROFILE  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Ideal Clients 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

Revenue Generated per 
Ideal Client per Year: 

__________________ 

Target Number of  
Ideal Clients: 

__________________ 

Target Date: 
 

__________________ 

Slots & Replication™ Exercise 
 

Criteria (Financial, Professional, Personality, Personal, etc.): 

   

   

   

   

   

 

1. 
 

2. 
 

3. 
 

4. 
 

5. 
 

6. 
 

7. 
 

8. 
 

9. 
 

10. 
 

11. 
 

12. 
 

13. 
 

14. 
 

15. 
 

16. 
 

17. 
 

18. 
 

19. 
 

20. 
 

21. 
 

22. 
 

23. 
 

24. 
 

25. 
 

26. 
 

27. 
 

28. 
 

29.  30.  
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Lesson Twenty-Eight: Create Effective Procedures Manuals 
 

ACTION:  Create procedures manuals for each position in your firm. 

 

 
 

ou want to create processes for every function in your firm. This 

means starting with the script that the receptionist says when she 

answers the phone and transfers the calls. You want this person to 

have an attitude where they are happy to be alive when they answer 

your phone. They are the first point of contact for people calling your 

firm, so you want to create a great first impression with the ‘right’ 

person answering the phone.   

 

You will want to create or update a job description for every position 

that includes all the responsibilities of that position so the person doing 

it knows exactly what they are responsible for and their performance 

will be measured against.  

 

Create simple flow charts for every process. The way I create my 

procedures manual is at the beginning of each section, I have the flow 

chart for the process and then the specific details of the process 

followed. I like having screen prints or samples of what is expected 

along the way of completing the process.  

 

This helps anyone who might have to do the process to easily follow 

along and do it correctly without asking questions of you or anyone 

else.  The process says what keys to press on the keyboard, describes a 

specific location of where to file or find something, etc. 

 

Every position in your firm should have a procedures manual at their 

desk. One benefit is that they don’t have to ever ask you how to do 

something since it is in the manual.  You don’t have to tell them a 

second or third time because it is in the manual.  When someone is out 

Y 

28 
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sick or gone on vacation and someone else needs to know how to do 

something that person who is gone did, it is in the manual.  

 

If you have to terminate someone, the learning curve is greatly reduced 

because you have a manual for that position. Someone new that may 

start might see a better way to get something done when it is 

documented. If you do a certain process only a few times a month, a 

quarter, or a year, it is all documented, so you don’t have to waste time 

trying to remember how to do it.  It may take a little while to create the 

proper procedures but it is so worth it in the long run.  

 

The sooner you have this in place the more effective and efficient 

everyone will be.  Create a goal for you and each team member 

(employee or virtual person) to create a certain number of producers 

that will be created each week.  You will need someone to test if they 

are effective or not.  That person assumes they know nothing about the 

task, so they have to follow the written procedure to complete the task. 

If they can’t easily perform the task without thinking a lot or asking 

questions, it isn’t effective and needs to be modified.    

 

The goal is for anyone and everyone to be able to execute any process 

flawlessly without question and get the desired result. 

 

What is the benefit to you of having a process for every function and 

every position that is done in your firm?   

1. 
 

2. 
 

3. 
 

4. 
 

5. 
 

 

How will you work with your team members to have them create their 

procedures manual?   

1. 
 

2. 
 

3. 
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How will you measure their progress to documenting all their 

procedures in a manual?   

1. 
 

2. 
 

3. 
 

 

How long will you give them to complete all the documenting of all 

their processes?   

1. 
 

2. 
 

3. 
 

 

How will you hold them accountable to get it done? 

1. 
 

2. 
 

3. 
 

 

How will you know if what they created is effective and actually works? 

1. 
 

2. 
 

3. 
 

 

Will you give them instructions on how many procedures to document 

each week until all the procedures are documented for their position? 

 
 

 

If yes, how many per week will you give them to complete as their goal? 

 
 

 

In working with a client one day, he was telling me how he was 

proactive in sending out some communication to his clients that they 
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needed but didn’t think through it enough so got bombarded with 

phone calls wanting to know more information on the communication 

they received. We talked about how to do this differently next time.  

 

Some ideas were to create a teleconference for people to dial in and 

listen to, so he didn’t have to say the same thing x number of times.  He 

just had to say it once or twice depending on the number of 

teleconferences he would set up. Then if people had immediate needs 

(identify immediate timeframe and what that means) they could call in 

to schedule a phone appointment with him by calling _________ at 

___________.  

 

We talked about thinking of ways that gets done what he needs done 

with the least amount of his time involved.  For example, if there is a 

way to group activities and people, and how to do this. He could have 

done one or two group conference call for those interested and saved a 

lot of his time. This allows for maximum efficiency and effectiveness.  

 

When doing something like this, it still gives you time to do the other 

things only you can do to keep building your business and pursuing 

other opportunities. It may be reduced time, but you still have some 

time. You always want to document the process when you are doing it 

or after you have done something. This will help if you need to do it 

again and if you want to modify it to make it even better. 

 

See the next page for a Mark Little's Sample Flowchart to help 

you improve processes of everyday personal and professional tasks. 

 

Notes: 

 
 

  

  

  

 

 
"Without firmly established and effectively relayed goals and objectives, a 
team is unlikely to produce anything of consequence."  

 -- Cornell Univ. 
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FAQs: 

• The Team member 
Accountable for this 
process is: 
________________ 

 
This Team Member 
will review & update 
this process at this 
frequency: 
 

• The date of the next 
review & update of 
this process is: 
____________ 

 

• The Back-up team 
member 
accountable for this 
process is: 
______________ 

 

• Where are the 
detailed steps to this 
process located? 
______________ 

 
Document 
Name/Location: 

__________________ 
© Mark McKenna Little 

 

 

 

 

 

 

 

 

 

Example: Step 1 in the 
process begins here. 
Who is responsible? 
Back-up person? Time 
elapsed to complete? 

The Best Way of: 
____________________

____ 

Mark Little’s Sample Flowchart Process for all Tasks  
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FAQs: 

• The Team member 
Accountable for this 
process is: 
________________ 

 
This Team Member 
will review & update 
this process at this 
frequency: 
 

• The date of the next 
review & update of 
this process is: 
____________ 

 

• The Back-up team 
member 
accountable for this 
process is: 
______________ 

 

• Where are the 
detailed steps to this 
process located? 
______________ 

 
Document 
Name/Location: 

__________________ 
© Mark McKenna Little 

 

 

 

 

 

 

 

 

 

Example: Step 1 in the 
process begins here. 
Who is responsible? 
Back-up person? Time 
elapsed to complete? 

The Best Way of: 
____________________

____ 

Mark Little’s Sample Flowchart Process for all Tasks  
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Lesson Twenty-Nine:  Strategic Thinking Model 
 

ACTION:  Develop Strategic Thinking for Issues, Problems, and Goals 

 

ow many times have you had issues or problems that you needed 

resolution to but didn’t have a process to actually think about the 

most effective way to fix it, handle it?  How many times have team 

members or clients had issues that they come to you to resolve?  If this 

is a new problem or issue you may not have a process for handling it, so 

how do you go about creating a new process or system for it? 

 

A strategic thinking model might be useful to help you brainstorm 

problems, issues, concerns, and even goals.  What is a current problem, 

issue, concern, or goal that you have?  

 

By when do you want to have this problem or issue resolved, or the goal 

attained? 

 

What are the things that are standing in your way to need to get done 

for this problem, issue, concern, or goal? 

 

What are the strategies that you can think of for each of these? 

 

By when will you do each of these strategies? 

 

Now, when you have team members come to you with problems, issues, 

or concerns, they must also bring you a solution or solutions to this 

problem, issue or concern.  I had a manager once who, nicely said to 

me, “B.M.” only flows one way.  Actually, he used a different word as 

you might have already guessed.  In other words, team members can’t 

delegate up to you to solve and do what they should do or try to do. 

Reverse delegation is not acceptable.  

 

When you use this method to solve issues, concerns, and problems, it 

makes the team member think to solve the issue instead of just 

complaining and having you solve everything for them, as you might 

have done in the past.  It may also give them more confidence and 

makes them feel like they have a say and can contribute to the 

organization.  You could also use some of the same thought process for 

goals you want to achieve.  

H 
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What is it you want to achieve (the specific goal)?  

Give the goal a name.  

 

When do you want to achieve the goal by?  

 

What are the obstacles or challenges that you might encounter on the 

way to achieving the goal?  

 

What things do you need to do in order to put you in the best possible 

position to achieve the goal?   

 

List strategies for how you will achieve the goal next to each of the 

obstacles or challenges you might encounter.  See the sample Strategic 

Thinking Worksheet on the next page.   

 

How will you introduce this new model to your team members? 

  

  

 

How will you apply this to current issues, problems, concerns, and 

goals you have?   

  

  

 

What are your current issues, problems, concern, and goals that you 

will use this with first? 

  

  

 

When will you begin having your team members use this and when will 

you begin using this? 
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The Strategic Thinking ModelTM 
 

 Instructions: Complete each box in order, beginning with #1.   
Do not complete #6 until you have written as many obstacles you can think of for #5. 

 

Goal (#1) Specific Desired End Result (#2) 

  

 

Today’s Date (month, day, year) (#3) Target Date (month, day, year) (#4) 

  

 

Obstacles / Problems / Issues (#5) Strategy to Overcome or Resolve (#6) 
•  •  

•  •  

•  •  

•  •  

•  •  

•  •  

•  •  

•  •  

•  •  

 

As a result of this exercise, do you need to add a new process or 

procedure at your firm?  If yes, create that now. 
 

To download my complimentary copy of a strategic thinking model, go to 

https://www.accountabilitycoach.com/strategic-thinking-model/. 

https://www.accountabilitycoach.com/strategic-thinking-model/
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Lesson Thirty:  Being Proactive versus Reactive  
 

ACTION:  Developing a Proactive Approach to Everything 

   

ave you ever wished you were more proactive than reactive?  

Have you ever thought how much better your life would be if you 

felt more in control more often? 

 

A simple example of being proactive might be to not answer your phone 

when it rings each time, if you are short staffed.  Pick only certain 

times to view messages and return calls when you don’t have someone 

there to do it for you.   

 

Interruptions of the phone ringing take you away from what you were 

doing and wastes valuable time. In most cases, it won’t be an 

emergency so you can get back to them in a timely manner.  Your 

voicemail might even say something about returning the call within 24 

hours and if it is an emergency to call ____.   

 

Try to think ahead and be proactive. If you have to be reactive, then 

learn from the situation and handle things differently the next time. 

Change the process for the future, and document it in your procedures 

manual. 

 

Can you group things together to do global voicemails or conduct group 

teleconferences or seminars instead of doing things onsey twosey?  If 

you have a meeting with someone in a certain location, could you meet 

with more people in that location?  When we travel somewhere on 

business, I like to have as many appointments as possible in that 

location to maximize the time.  

 

What things can you be more proactive about instead of reactive? 

1. 
 

2. 
 

3. 
 

 

H 
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What has to happen for you to be more proactive and not reactive? 

1. 
 

2. 
 

3. 
 

 

How does being more proactive affect you professionally and 

personally? 

1. 
 

2. 
 

3. 
 

 

Creating Pros versus Cons list 

When you aren’t sure about doing something, you might want to 

consider the old fashion Pros and Cons list.  List the things you are 

considering. Then prioritize each item. Then give each item a value of 

importance.  

 

Everything you are doing is subjective so you just have to do the best 

you can to list every pro and every con for the things you are 

comparing. The value system can be on a scale of 1-3, 1-5, or even 1-10. 

You identify what has the most weight or value and then add up the 

scores in each column.  

 

This does help when you are trying to decide whether to do something 

that can have an impact on your life, personally and professionally. 

Your ‘gut’ may still have a say in what you choose to do in the end.  

 

Do you have a project, decision, or issue to resolve?  Use the Pros 

versus Cons Exercise on the following page.  If so, do it now. 

 
To download my complimentary Pros versus Cons Exercise, go to 

https://www.accountabilitycoach.com/pros-vs-cons-

exercise/http://www.accountabilitycoach.com/values-clarification/.  

 

 

 
"The more you recognize and express gratitude for the things you have, 
the more things you will have to express gratitude for."  

-- Zig Ziglar  
  

https://www.accountabilitycoach.com/pros-vs-cons-exercise/
https://www.accountabilitycoach.com/pros-vs-cons-exercise/
http://www.accountabilitycoach.com/values-clarification/
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The Pros vs. Cons Exercise™ 
 

Instructions: Complete each box in order, beginning with #1.  Give each Pro and  
Con a value of importance on a scale of 1-3, with 3 being the most important.   
After you have completed all the sections, add up your score for each column.   

The value scale is obviously subjective. 
 

What is it You are Considering (#1) Reason You are Considering (#2) 

  

 

Today’s Date (m,d,yr) (#3) Target Date for Decision (m,d,yr) (#4) 

  

 

List Pros with Value for Each (#5) List Cons with Value for Each (#6) 
•  •  

•  •  

•  •  

•  •  

•  •  

•  •  

•  •  

•  •  

Total Score for the Pros = _________ 
As a result of this exercise, what will you do 
next? 

Total Score for the Cons = ____________ 
As a result of this exercise, what will you do 
next? 

As a result of this exercise, do you need to add a new process or procedure at your 
firm?  If yes, create that now. 
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Lesson Thirty-One:  Achieve Your Goals Sooner! 
 

ACTION:  The Power of Focus and Taking Action 

 

hen you implement the above proven processes in each lesson, 

and follow all the suggestions, you will succeed.  You may even 

achieve your goals sooner than you originally specified. Don’t be 

surprised at all if that doesn’t happen with some of your goals. 

 

Review your tracking systems daily, weekly, and monthly. Take ideas 

from your homework and implement them into your everyday personal 

and business life. Remember to have your activities in priority order.  

 

Staying focused on doing the highest payoff activities that have the 

highest probability of you achieving your goals is critical to your 

success.  

 

This ensures you make progress toward what is most important to you.  

There will probably always be a gap between where you are now and 

where you want to be, no matter where you are in life. Knowing that 

you are continually doing, every day, the most important activities that 

puts you in a position to have the highest probability of achieving your 

goals is important. Find someone or a group of people to help hold you 

accountable for that extra nudge you need to stay focused and on track.  

Most of us can benefit from consistent encouragement. 

 

“You must begin with the end in mind” as Stephen Covey says.  When 

you do anything, you want to ask yourself about the end result you 

expect to receive from doing what you are doing or about to do. If it 

isn’t in alignment with what your goals are, then don’t do it, or at least 

don’t do it now.  You always want to be thinking of the end result you 

want from everything that you do.  Then work your way back to the 

beginning.  

 

What will you say to get the result you want, who do you have to be or 

become to obtain the result you desire, what is your system/process for 

putting you in the best possible position to obtain the desired result? 

You want to make it as easy as possible for others to help you achieve 

your result. What do you have to include to make it easy for people to 

help you?  

W 
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What specific actions and activities put you in the best possible position 

to achieve what you really want?  Lay everything out and then put the 

plan into action. If you don’t get the desired result, what do you have to 

add, change, or modify to get the result you want?  Sometimes it might 

be a minor adjustment for the floodgates to open for you.  

 

To get to where you want to be, you must hold clear in your mind what 

you most want. Your subconscious mind is a powerful, goal-achieving 

machine, but it can’t lead you to your desired goal, if you don’t provide 

it with a specific target.  If it doesn’t have a clear and specific target, it 

can’t get you there.   

 

The Power of Focus is more than just goal-setting exercises. It is a 

process in which you develop a crystal-clear vision of where you want to 

be, so your goal-achieving machine can make it a reality. Remember, 

your subconscious mind is a goal-achieving machine. It is exactly that - 

a machine. It reacts to the information fed to it - no emotion, no 

judgment. This works to your advantage or disadvantage.  

 

The subconscious mind doesn’t know how to judge the information 

it receives, it only reacts to it.  Whatever you feed your mind will 

become your reality. This is why practicing The Power of Focus every 

day is so important. Focus on your goals, and your subconscious mind 

will actually support you in taking the right actions to get you to your 

goals. 

 

When you are living with your goals in mind, your subconscious mind 

is working to make it a reality. Practice The Power of Focus in your 

daily life and give your mind the chance to do what it does best - be a 

goal-achieving machine. Use the Power of Focus to achieve all your 

goals and live your dreams! 

 

What are the first things you will implement that have the biggest 

impact on you achieving your goals so you can ultimately enjoy what is 

truly important to you? (example: calendar everything, prioritize, what 

will you change, delegation, scripting all about them, ideal client 

profile, no longer do any longer, begin procedures manual, review your 

tracking and goal sheets, reduce distractions, hire a coach, hire a new 
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team member or virtual assistant, what else?) By when will you begin 

implementing each item listed below? 

1. 
 

2. 
 

3. 
 

4. 
 

5. 
 

6. 
 

7. 
 

8. 
 

9. 
 

10. 
 

 

Take Action Now and Achieve Your Goals Sooner 

Wouldn’t it be great if you could have everything you want magically 

appear with the snap of a finger?  Like the old adage says, "You can't 

get something for nothing.”  The only secret to achieving your goals 

comes down to one main thing -- taking action.   

 

There isn't some magic code that is only given to a select few at birth - 

achieving your goals is an inherent ability in all of us.  You can achieve 

absolutely every goal you imagine, you only need to get moving.  One of 

the benefits of taking action is that your movement is the very thing 

that bridges the gap between imagining a dream and manifesting it.  

Action = Results! 

 

That's not to say that the road to goal achievement is free of challenges, 

and it's rarely a breeze, but if you ask anyone if their hard work was 

worth it in the end, they would say yes.  The benefits of taking action 

far outweigh living a life that is using only a fraction of your potential 

and living with regret.  You can go from living a life you feel controlled 

in, to living a life you feel in control of. When you realize the power you 

hold and the benefits of taking action, your life will never be the same. 
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At this very moment, you have 3 choices in life: 

1. Give up on ever achieving your goals 

2. At some later time, you might get serious about taking action and 

pursue your goals  
3. Achieve your goals and realize your dreams now! 
 

1. Sometimes it's easier not to work hard to achieve your goals 

because you just aren’t willing to do what it takes - and that’s 

okay if that’s really your choice.  Fear of failure and 

disappointment keep us trapped in a mediocre life that is so 

much less than we deserve.  You were born with the potential to 

succeed and anyone that has told you differently is just plain 

wrong.  If you knew you were born for success and that achieving 

your goals is what you were made to do, would it make it easier 

to justify the pursuit of them?  The truth is your success is 

inevitable.  Failure is just something we learned from our 

environment - and is not part of our inherent nature. So now, you 

know you were born for greatness. You only get one chance in life 

- make it a fantastic one! 

 

2. If you're in this category, that's good - but you might as well go 

for #3.  The gap between #1 and #2 is the greatest, so if you're 

here, you've done half the work.  Do this quick exercise.  If you 

could have anything in the world right now, what would it be?  

Close your eyes and imagine having what you want…..feel it, be 

in it, and breathe it in. Now tell me how delaying that good 

feeling could possibly benefit you. You deserve everything you are 

imagining. Quit thinking and talking about doing it and just do 

it! 
 
3. Congratulations! If you are in this category, you already feel the 

fire and know you want more. So let's get to work! 
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Remove the Words Can't, Try, and Maybe From Your Vocabulary 

There is no such thing as, try. Either you do or don't.  Commit to 

achieving your goals or don't - it really is that simple.  You were born 

for greatness and trying to achieve your goals is not the same as 

committing to achieve them. 

 

Fear is Not an Excuse 

Fear is never an excuse for not taking action. You are exactly where 

you are right now because you have been too fearful to step outside 

your comfort zone. To get to where you want to be - you have to feel the 

fear and do it anyway. After you take action, you will wonder what you 

were so afraid of in the first place. The fear is only temporary, while 

the benefits of taking action last forever.  

 

Taking Action Creates Support 

The minute you start taking action to achieve your goals, the universe 

will rush to support you - but it has to know you mean business.  The 

support of friends and associates, and even unlikely opportunities will 

all come to your rescue as soon as you show the universe you are 

committed to achieving your goals. 

 

Quit Talking the Talk - and Start Walking the Walk 

Talking about taking action and actually taking action is not the same 

thing. You have to get busy if you want to get to where you want to be. 

The sooner you get walking, the sooner you'll get there.  If you want to 

achieve your goals within the timeframe you desire, quit wasting time 

and procrastinating. Start today by just doing what you know you need 

to do.  

 

Life is not a predetermined set of circumstances - it is what you make 

of it. When you commit to achieving your goals, you realize how much 

power you really have.  And to see the benefits of taking action - you 

have to start.  Have faith that were programmed for success and you 

are already equipped with everything you need to get to where you 

want to be.  Keep your focus on your goals and know that the benefits 

of taking action are so much bigger than anything you have to do to get 

there. 

 

Make sure you focus on doing those activities that put you in the best 

position to achieve your goals every day. If you have something 
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scheduled and you realize you don’t have time to do it completely, 

sometimes doing part of something is better than doing nothing.  

 

For example, if you have a goal to work out one hour each day (I know 

most of you think this is crazy, it’s an example) and you realize that 

you now only have 30 minutes to workout.  Is working-out 30 minutes 

better than doing nothing on this goal?  Sometimes we realize we can’t 

do what we set out to do 100% so we don’t do it at all.  That isn’t 

helping you achieve your goal at all – when you do nothing.   

 

What actions will you take now so you can achieve your goals sooner? 

1. 
 

2. 
 

3. 
 

4. 
 

5. 
 

 

How do these affect your goals sheet and calendar? 

1. 
 

2. 
 

3. 
 

 

 

 

 

 

 

 

 

“Mastery: The mysterious process during which what is at first difficult 
becomes progressively easier and more pleasurable through practice.”     
     --George Leonard (author, Mastery)  
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Lesson Thirty-Two:  Are Your Beliefs Helping You or 

Hurting You? 
 

ACTION:  Apply Belief, Conviction and Desire for Greater Success 

 

herever you are in your life, you are exactly where you are 

because of your beliefs.  When you speak to yourself what do you 

say - words of encouragement or words of criticism? If you speak words 

of encouragement, you may have some level of confidence and be 

moderately successful at achieving your goals. However, if you speak 

words of self-criticism, you may find that you are unsure and not as 

effective at achieving your goals as you would like to be.  

 

You may not realize it, but your self-talk is creating your belief system. 

That belief system is either helping you achieve more or keeping you 

bound where you are. To get to where you want to go and be who you 

want to be, you must understand that your beliefs are the powerhouse 

of creation. Who you are, as well as who you will become, is created by 

your beliefs. 

  

Belief simply comes down to the ability of having a high level of belief 

in yourself and your potential, regardless of any circumstance you 

encounter. When you have a high level of belief in yourself, it leaves no 

room for doubt, allowing you to develop a keen awareness that you are 

made of infinite potential and can achieve anything you believe you 

can. In contrast, lack of a solid belief in yourself results in habitual self-

doubt that renders you unaware of your infinite potential and your 

ability to achieve a higher level of success.   

 

The reality is this, whatever you believe is what you have created and 

will create in your life. Show me two different people, each achieving 

different levels of success, and their reality can be directly traced back 

to their belief system. A healthy belief system gives you the confidence 

to achieve any goal you set for yourself, while a weak belief system 

creates habits that sabotage your ability to achieve your goals.  

 

It's a fact, anyone who has achieved any level of success, had some or 

all of the elements of a high level of self-belief.  They know their 

success is inevitable, they know they can do it and they keep moving 

W 
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toward their goals, while those who lack a high level of belief only see 

obstacles and quit from their discouragement. 

 

People who have a high level of self-belief - know anything is 

possible.  People who don't have a high level of self-belief - hope some 

things will be possible. 

 

Successful people know they are successful; while people who struggle 

hope or wish they will be successful.  Hoping or wishing will not create 

success, only knowing will create success. And you can't know you are 

successful without a high level of belief.  To get to where you want to go 

and be who you want to be, you must believe you can do it. A solid 

belief is formed from the conviction you have in yourself to accomplish 

anything you set out to do, and the desire to accomplish your goals 

regardless of your current circumstances. 

 

 

 

 

 

 

 

I was attending a convention where the lead singer and songwriter for 

Reo Speedwagon, Kevin Cronin, was being interviewed with a number 

of other musical talents.   

  

Kevin told a story where at a very young age, he got an interview with 

the number one music producer.  To get this appointment meant 

everything because this producer could make people or break people.  

He brought is demo tape in for this gentleman to listen to.  The 

producer listened to 10 seconds of the first track, 10 seconds of the 

second track, etc.  Kevin said he listened to a total of approximately 1 

minute of Kevin’s demo tape and said, sorry son.  Thanks for coming in.  

 

How would you have felt after hearing this news?  Being a songwriter, 

singer, and playing music is all you have ever dreamed of.  Maybe a 

little discouraged or wondering what you will do with your life now?   

After Kevin left the producer’s office and got outside on the street, he 

stopped and looked at the demo tape that the producer was just playing 

“If you believe you can, and believe it strongly enough, you’ll be amazed 
at what you can do.”  
       --Nido Qubein  
      



© Anne Bachrach                          www.AccountabilityCoach.com                              230 

in his office.  Kevin said to himself, this guy’s tape player must not 

have been working.  Get it?  Wow!  What a thought.   

 

As it turns out, 3 of the 5 songs that he played that day on the demo 

tape for the top producer in the industry went on to be best-selling 

songs that you may have heard and know.  I’m not positive, but I think 

two of them are, Heard It from a Friend, and Time for Me to Fly.  

 

This story is about belief in himself over someone that he perceived as 

a very influential person in the field.  He didn’t let what that person 

believed, change the belief he had in himself and his music.  

 

To accomplish your goals, you must believe - and your belief comes 

from your conviction and desire. 

 

Conviction is defined as that which you are convinced to be true (even if 

you can't physically see it).  You can imagine achieving your goals in 

your mind and feel it in your gut.  You have absolute resolve that what 

you are doing is going to work and places you on the path to even 

greater success. Conviction means you keep going because you can see 

the end results before actually manifesting them. 

 

Desire is the emotional aspect of your goal. It is the yearning for 

whatever it is you really want to manifest in your life. At its root, 

desire is really just our natural tendency as humans to gravitate 

toward happiness. Think about it. Whenever you have imagined 

something you really wanted, it came down to the feeling of happiness 

that you really wanted. Sure the "thing" you imagined was nice, but it 

was really the feeling of happiness that creates the desire to achieve it. 

That desire is the driving force that keeps us moving toward 

experiences that produce great-feeling emotions. 

 

Now that you know a healthy self-belief comes from having conviction 

and desire, you can build on the founding elements to create or enhance 

your goal achieving belief system. 

 

Strengthening your Conviction 

Be conscious of what you feed your mind. Whatever gets fed to your 

mind is recorded in your sub-conscious and determines your future.  If 

you lack a high level of belief, it's only because of what has been fed to 
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your mind.  Whether the thoughts originate with you, or are feedback 

from others, your beliefs are shaped by the information that is recorded 

in your sub-conscious. 

 

Take a look at your life and ask yourself if you are really where you 

want to be.  Sure, you may be happy or comfortable, but if you can 

imagine greater things and aren't where you want to be, you haven't 

had enough conviction.  You have to change what you've been telling 

yourself, or prevent the limiting beliefs from your environment to take 

hold.  The truth is, if you had the amount of conviction it takes to get 

you where you want to be - you'd already be there or on the path that 

was leading you there.  So if you aren’t there yet, strengthen your 

conviction and get more solidly on the path you know you should be on. 

 

This is where you have to go back to something more than hoping or 

wishing.  You have to tell yourself you KNOW all things are possible 

and that your success is inevitable.  Constantly feed your mind until all 

doubt has been replaced with belief.  If you have days where you begin 

to doubt yourself, immediately stop what you're doing and read positive 

affirmations; watch a funny movie; listen to inspirational speakers; or 

contact your life coach - do whatever you can to immediately refocus 

your thoughts on your infinite potential. 

 

Strengthening your Desire  

Desire is really an emotion.  It's felt in the gut, in the same place you 

feel butterflies when you're excited; a jolt when you get good news; 

when you feel intense love for loved ones; or when you hug your kids.  

The energy you feel in your gut in any of those situations is the same 

place where the desire to achieve your goals must be felt.  That place is 

your connection to your powerhouse and will propel you to even greater 

personal and professional successes. 

 

When you desire something so strongly, you will do whatever it takes 

to achieve it.  When you make calls, for example, to prospects, the 

response you are receiving may not be the desired response.  So you 

don’t give up, you change what you are saying, how you are saying 

what you are saying, and do whatever you have to do to achieve the 

desired result.  When you call someone who could do business with you, 

you talk to them in terms of things they care about and goals they have 

because you want to help them get what they desire.  They are looking 
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for ways to get to where they want to be just like you are.  They desire 

to be at a certain level of success, just like you do.   

 

So, you talk to them in terms of how you can help them get from where 

they are now to where they want to be.  Just like you would talk to 

someone who called you and said they could help you get from where 

you are now to where you want to be.  When you have the desire in 

your gut for a certain level of achievement, you do what it takes to get 

there.  

 

Again, creation only comes from belief, and belief comes from 

Conviction and Desire.  You can have desire, but if you don't have 

conviction (or vice versa); you are left powerless to create the life you 

have always wanted and dreamed about having.  Once you build your 

high level of belief, put it to action to achieve your goals.  Words are 

powerful and complemented with your high level of belief; they will 

help you achieve your goals quicker and easier.   

 

It may be easier said than done…  Have you ever bought into someone 

else’s belief?  It could be another person who told you something or the 

media telling you something.  You have a choice.  You don’t have to buy 

into the way things have been in the past or how people tell you they 

are.  You can choose to create your own reality if you believe in you.   

 

For example, at different times of the year, depending on your 

industry, you may have heard others say things aren’t going well or as 

well as I would like because of the economy or time of year.  Many 

people buy into this excuse, the economy for example, instead of trying 

to create their own reality and seeing for themselves if it can be 

different.   

 

I know some who didn’t buy into what the media and others were 

saying and had great months and years.  They chose to make it 

different for them.  It may not always work out the way you want to 

but you have a lot to gain and nothing to lose to try.    

 

During a Ropes Course event I attended, we participated in a great 

exercise.  The people running this course had us break into groups and 

discuss how many drops of water would fit on a penny.  Now the 

instructor showed us the eye dropper that we would use to put the 
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drops of water on the penny and the actual penny.  We were to discuss 

this exercise among ourselves and come to a group agreement about 

how many eye dropper drops of water would fit on a penny.  Then we 

all provided our group number to the rest of the groups.  After writing 

down each groups number on a flipchart, we all did the exercise within 

our individual groups and provided an actual number once we were 

done, to the rest of the group.   

 

Think about the first part of the exercise for a minute. How many eye 

dropper drops of water do you think will fit on a penny? Write the 

number down that you believe will fit. Then, actually take an eye 

dropper full of water and see how many drops you can get on a penny. 

Was that number of actual water drops you got on your penny more or 

less than the number you originally thought was possible?  

 

Interestingly enough, our group guessed the highest number of drops 

that we thought could go on a penny and we actually got about 16 more 

drops than we guessed on our penny, which was more than any of the 

other groups. The other groups, as you might have guessed, made fun 

of our original number and thought we were crazy.  Now, our group 

number had to be heavily discussed as many of the members of our 

group thought only 2-5 drops would fit on the penny. Myself and one 

other person thought there could be at least 20 drops and that was 

probably low.  We did convince the other members to go with the 

number of 20 through as our guess.  We ended up getting 36 actual 

drops on our penny. WOW!  That did shock most of us.  

 

 
 

Think about the impact of this one exercise on your beliefs.  If you 

believe more is possible, could you be capable of even more?  YES! 

 

How might your beliefs be helping you or hurting you?  What has to 

happen for you to change possible beliefs that could be holding you 

back from even greater successes in your life? 
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Changing your circumstances and creating the life you really want 

starts with creating a high level of belief that allows you to feel that 

you can achieve anything you set your mind upon.  With conviction and 

desire, you will be unstoppable because you will believe that anything 

is possible.  As a result, you will create the life you have always 

dreamed about having. 

 

 

 

 

 

 

 

 

What has to happen for you to strengthen your conviction? 

1. 
 

2. 
 

3. 
 

 

What has to happen for you to strengthen your desire? 

1. 
 

2. 
 

3. 
 

 

What has to happen for you to strengthen your belief? 

1. 
 

2. 
 

3. 
 

 

How does strengthening your belief, conviction, and desire benefit you 

professionally and personally? 

1. 
 

2. 
 

"Pain is temporary. It may last a minute, or an hour, or a day, or a year, 
but eventually it will subside and something else will take its place. If I 
quit, however, it lasts forever." 
   -- Lance Armstrong (former professional cyclist) 
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3. 
 

4. 
 

5. 
 

 

 

What actions will you take next as a result of knowing these benefits? 

1. 
 

2. 
 

3. 
 

4. 
 

5. 
 

 

 

"If you're tired of the same old story... turn some pages."  
-- Kevin Cronin (REO Speedwagon)  

 
“Confidence is contagious.  So is lack of confidence.”     
       -- Vince Lombardi  
        

How many eye dropper 
drops of water can you put 
on a penny without spilling 
any water over the edge? 
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Lesson Thirty-Three: Best Accountability Method for You 
 

ACTION:  Review coaching options that could benefit you 

 

ife coaching is one of those magnificent opportunities you have to 

receive valuable guidance to help you achieve whatever it is you 

want out of life.  Whether you want more money, to be more physically 

fit and healthy, have better relationships, or to improve your business; 

life coaching can help you to examine what in your life is not working 

and preventing you from achieving what you truly desire and dream 

about.   

 

While true success means different things to different people, at our 

core, the frustration comes when we can’t seem to get what we really 

want.  We’re unhappy with our jobs, our relationships, being out of 

shape, financial situations, and feel stuck in a life we can‘t control.  

Accountability Coaching can change all of that.  Just like the quote 

from Home Depot President and CEO, Bob Marcella, says - people do 

not reach their full potential unless they are coached. 

 

This holds true for anyone. Take professional athletes as an example - 

every single professional athlete has achieved success with the 

guidance of a coach or coaches. They might have had the talent, but it 

needed to be improved and refined to get them to the professional level. 

This is also true for actors, entrepreneurs, doctors, and even multi-

millionaire entrepreneurs - they all received coaching in one form or 

another. 

 

Accountability Coaching is a specialized field and is designed to 

improve both your personal and professional life and it can help you - 

• Realize your dreams, desires and spiritual purpose. 

• Create a detailed action to bridge the gap between where you are 

and where you want to be. 

• Identify and focus on your main priorities. 

• Refine your strengths. 

• Reduce and eliminate destructive and sabotaging behaviors. 

• Create a more balanced life. 

• Get Results! 

L 

33 
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There are many types of coaches available to you today.  You may not 

want just one coach but several who all have different specialties that 

fit your needs. For example, when my husband was training for an 

Ironman Triathlon, he had an overall coach and a swim coach. Some 

people have personal trainers and a business coach. As you would 

expect, your investment in a coach or coaches will also vary depending 

on their expertise.  

 

In the end, you probably want someone who tells you the truth, 

challenges you to be the best you can be, helps you to stay focused on 

accomplishing those activities required for you to hit the goals you set, 

and who believes in you and cares about your success (but doesn’t care 

more than you do).  

 

There are many methods for coaching. Here are four methods to 

consider: 

 

1. Self-coaching  

You may be tempted to initially try self-coaching.  Although I wouldn’t 

recommend this method, it is an option.  You would want to create 

systems for daily, weekly, monthly and annual goal tracking. You 

would need to identify your highest payoff activities that will put you in 

the best position to achieve your goals, and then do those things first 

and foremost.  Reading books about coaching might also be a good place 

to help you get started.  

 

Personal and Professional Assessments are great tools to help you. 

They might even be able to guide you into a method that is best for you. 

You can take a complimentary online 'Am I Coachable' assessment and 

Implementation Index at https://www.AccountabilityCoach.com. These 

brief complimentary assessments will provide personal and 

professional insight to guide you for what you might do next. 

 

Kathy Kolbe, an action and conative styles researcher, has developed a 

standardized assessment designed to measure an individuals’ 

dominant conative traits. She established four distinct patterns of 

action based on the Kolbe Conative Index. The Kolbe Index classifies 

people into four categories, and predicts how they will instinctively act 

in unknown situations. You can review their assessments at 

www.Kolbe.com.  

http://www.accountabilitycoach.com/
http://www.kolbe.com/
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A great resource for identifying your strengths is a book entitled, Now, 
Discover Your Strengths. It comes complete with an exercise that 

provides you with Strength Finder results. When you have a full 

understanding of what your strengths are, you are in a better position 

to be even more successful.   

 

2. Peer Accountability Coaching (3 people minimum and 6 people 

maximum) 

You agree to meet weekly by phone or in person with your peer-

coaching team (if you don't have access to a 3-way video conference 

calling feature, feel free to use a service such as any of the below.  

• https://www.gotomeeting.com/ (monthly fee for this service) 

• https://zoom.us/ (free version available but some limitations) 
• https://www.join.me/ 

• https://www.Mikogo.com/ (fee for this service) 

• https://www.skype.com/en/features/screen-sharing/ (free and a fee for 

this service depending on the number of people)  

• https://www.ringcentral.com/ (monthly fee for this service) 

• Other options? 

  

Here is how it works with four people on your peer accountability team:  

• Person A holds person B accountable  

• Person B holds person C accountable 

• Person C holds person D accountable  

• Person D holds person A accountable  

 

So, in this scenario nobody is being held accountable by the person 

holding them accountable.  Each participant agrees to devote 

themselves to the individual they are holding accountable for the 

period of agreed to. Each participant agrees to provide unselfish service 

to the individual they are holding accountable by investing, time, 

thought, and (no nonsense) encouragement until which time you decide 

to change or dissolve the group. Of course, other people in the group 

can ask questions and provide guidance during the calls. The goal is to 

cover everything that you need to review and be held accountable to, so 

you are time efficient while getting increased outcomes. 

 

You will want to make sure to create an agenda and structure for the 

calls, so you can measure progress against your goals every time you 

https://www.gotomeeting.com/
https://zoom.us/
https://www.join.me/
https://www.join.me/
https://www.mikogo.com/
https://www.skype.com/en/features/screen-sharing/
https://www.ringcentral.com/


© Anne Bachrach                          www.AccountabilityCoach.com                              239 

talk. Creating tracking methods is very important to creating success 

with this method and any coaching method you choose.  

 

3. Group Coaching 

This method of coaching can be beneficial for people who already have 

a sense of where they’re going and what they need to do to get there.  It 

is also good for the person who doesn’t want the intensity of one-on-one 

or wants to initially stick their toe in before jumping in head first.  

 

In a group coaching environment, you can learn great tips for success, 

but you need to learn how to implement them and that usually takes 

the guidance of one-on-one coaching to know how to do that.  However, 

if you have already received some level of coaching, group sessions can 

be great “mastermind” sessions.  Group coaching can be done over the 

phone/internet or in person.   

 

You can surround yourself with other ambitious people - just like you - 

who are striving to achieve success. These coaching groups might allow 

the members to brainstorm about how best to solve every-day 

challenges in your personal and professional life.  

 

Group coaching should have an agenda and individual assignments due 

for each session to report to the others.  There also should be some form 

of accountability within the group to make it effective. Group coaching 

can be formed in variety of ways: with friends, business associates, 

colleagues or networking contacts; and can be led by a professional 

accountability coach. 

 

If you’re not naturally a very social person, then this could be a great 

opportunity to step out of your shell and become more comfortable in 

group settings.  Even people who are not naturally a 'people person' can 

find benefit from group coaching. Group coaching brings new ideas and 

new people into your life and can be the vital pieces to your puzzle of 

success.   

 

If your group members are not all in one location, you can use current 

technology to show each other your screens and things you are working 

on to elicit feedback.  You can use services such as: 

 

• https://www.gotomeeting.com/ (monthly fee for this service) 

https://www.gotomeeting.com/
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• https://zoom.us/ (free version available but some limitations) 
• https://www.join.me/ 

• https://www.Mikogo.com/ (fee for this service) 

• https://www.skype.com/en/features/screen-sharing/ (free and a fee for 

this service depending on the number of people)  

• https://www.ringcentral.com/ (monthly fee for this service) 

• Other options? 

 

4. One-on-One and Personalized Coaching 

These coaching services are typically conducted on a regular basis 

(weekly, biweekly or monthly) by phone or in person. The client and 

coach will schedule appointments to define your main focus and 

desires, develop strategies to achieve them along with a detailed plan of 

action, and create a way to measure progress.  

 

Most of us don’t even know we’re not going about it the right way until 

we have a coach who brings an objective sense and can identify the 

things we’re doing or not doing that are preventing us from achieving 

what we want.   

 

Professional coaching provides you an objective outside voice that helps 

you identify what it is you want and a plan of action to get it - plain 

and simple. One-on-one coaching sessions have so much to offer and 

you will learn so much about yourself that when you come to the end of 

your sessions you will feel like a very different person - a new and 

improved version of you. You will have finally identified what has been 

causing you so much frustration and will develop productive habits 

that increase your success instead of sabotaging it.  

 

One-on-one coaching is ideal for anyone who is not where they want to 

be in life, and any one area of their life.  The intense focus and the 

personalized guidance can literally make the difference between 

staying stuck where you are and living the life you want to live. 

 

What if I told you that Accountability Coaching is designed to help you 

achieve everything you want?  Really - achieve anything you want.  

Life is what you make of it - not what is dealt to you and you can 

literally have anything you want if you know how to get it.   

 

https://zoom.us/
https://www.join.me/
https://www.join.me/
https://www.mikogo.com/
https://www.skype.com/en/features/screen-sharing/
https://www.ringcentral.com/
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Achieving success merely comes down to identifying the destructive 

habits and incorporating positive, success habits.  Accountability 

Coaching does exactly that - guides you along the path of success until 

you learn to make the right decisions on your own.  

 

Ask yourself these questions and write down your responses: 

 

• Are you truly happy with every aspect of your life?  ________ 

 

• Do you live your life feeling as if you are fulfilling a valuable 

purpose or destiny?  ________ 

 

• Are there things you want to achieve or do that you just haven’t 

been able to, for whatever the reason is?  ________ 

 

Now write down your responses to these questions: 

 

• What 3 things in your life right now would you change? 

_____________________________________________________________ 

_____________________________________________________________ 

_____________________________________________________________ 

 

• Do you worry that you won’t be able to achieve the goals you have 

set?  ________ 

 

• You do want to change your life, but find that you face challenges in 

doing so?  ________ 

 

Review your goals sheets.  Specifically, where you are now and where 

you want to be and by when you want to achieve each of your goals. 

 

Coaches may help you along the way, but ultimately your success is up 

to you.  Your best strategy is to seek the best coaches to accelerate your 

progress to your next level of success. 

 

Based on the above options, which method do you think is the best 

method to help you achieve your goals in the timeframe you have set?   
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What will you do next so that you have the highest probability of 

achieving your personal and professional goals? 

  

 

Have you completed the complimentary Implementation Index?  If 

not, do so now. You will find it at https://www.AccountabilityCoach.com 

(under the Free Silver Membership section -

https://www.accountabilitycoach.com/coaching-store/inner-circle-store/).  

 

Have you completed the complimentary Ideal Client Profile exercise?  If 

not, do so now. You will find it at https://www.AccountabilityCoach.com 

(under the Free Silver Membership section).  

https://www.accountabilitycoach.com/coaching-store/inner-circle-store/).  

 

Have you read the What is an Accountability Coach booklet?  If not, 

you might consider doing this.  You will find it under the Free Silver 

Membership at (https://www.accountabilitycoach.com/coaching-

store/inner-circle-store/). 

 

Review the various high-content web training and apply the concepts 

that will help you accelerate your results and come out of these 

challenging times ahead of the “game.” 

https://www.accountabilitycoach.com/free-articles/free-webinars/ 

 

 

 

 

 

 

What else has to happen for you to take your next steps?  Write them 

down and begin the process. 

  

  

  

  

 

“Doing more of what doesn’t work, still doesn’t work!” 
        
       -- Unknown  
        

http://www.accountabilitycoach.com/
https://www.accountabilitycoach.com/coaching-store/inner-circle-store/
http://www.accountabilitycoach.com/
https://www.accountabilitycoach.com/coaching-store/inner-circle-store/
https://www.accountabilitycoach.com/coaching-store/inner-circle-store/
https://www.accountabilitycoach.com/coaching-store/inner-circle-store/
https://www.accountabilitycoach.com/free-articles/free-webinars/
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“Executive coaches are not for the meek.  They’re for people who value 
unambiguous feedback.  If coaches have one thing in common, it’s that 
they are ruthlessly results-oriented.” 
      -- Fast Company Magazine 
 



© Anne Bachrach                          www.AccountabilityCoach.com                              244 

Lesson Thirty-Four:  Applying Accountability Coaching 

 
ACTION:  Ways to Apply Coaching in Your Life 

 

ou’ve picked a coaching method from Lesson 33 and now you want 

to put it into action. Here are some thoughts on how to do that. 

 

No Excuses!  Excuses take time and they are excuses, so you don’t want 

to include them in any method that you use.  Take the exercises you 

have been working on and use them with any of the methods.  Use the 

tracking sheets, your goals sheet, and any other tools you found to be of 

value in each of the lessons in this course. 

 

The main things to focus on and discuss will be the weekly goals and 

projects that were written down.  If you share your weekly spreadsheet 

with each buddy, you can tell exactly how many of each activity has 

been done toward that person’s goals.  You want to focus on the 

progress made and discuss results of that progress.  

 

If something didn’t get done, focus on what has to happen for them to 

get it done next time, if it is really something important and must be 

done.  The calls should be short, concise, effective, and inspiring.  You 

don’t want to waste time with small talk and chit-chat.  You don’t have 

time for that now.   

 

Here's the Peer-Coaching arrangement that worked well for some 

groups.  

 

Some sample guidelines / rules for Accountability: 

 

• Each participant agrees to devote themselves to the individual they 

are holding accountable for the agreed to period of time.   

 

• Each participant agrees to selflessly serve the individual they are 

holding accountable, by investing time, thought, and no non-sense 

encouragement for the agreed to period of time. 

 

• I agree to utilize a Weekly and Monthly Goal Tracking Spreadsheet 

(samples in the earlier chapters). 

Y 

34 
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• I agree to document my goals each week and be ready to discuss 

them on the weekly / bi-weekly call with my peers. 

 

• I agree to run my week starting on Monday ending on Sunday. 

 

• I agree to make the accountability calls as important as a client or 

new prospect meeting.  

 

Ideas for how to hold your peer/partner accountable: 

 

• Always communicate with your partner the way you would want to 

be treated in the same situation.  

 

• Tell them what they need to hear, not just what they want to hear  

 

• Be willing to tell them the truth... even if it risks the relationship 

 

• Finally, as a wise man once said, "You are responsible to others, but 

not for them." Your job is to keep your partner focused on the fact 

that it's not thinking about physical training and great nutrition 

that will get them fitter... it's taking action. Your partner has to do 

the work required of their goal... you can't do it for them (your job is 

to help keep them focused on what they can control & to ignore 

those things they can't).  

 

 

 

 

 

 

Being Held Accountable Means You Agree to the Following: 

 

• Be respectful of everyone’s time so show up on time.  

 

• Do what I say I'm going to do.  

 

• Don’t waste time by giving excuses or providing long stories that 

don’t matter.  

"You can't pay someone to do your push-ups for you."  
         
       -- Jim Rohn  
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• Have your tracking tools current and ready to discuss with your 

peers.  

 

• Proactively encourage the other participants. This doesn’t mean to 

sugar coat things – it means to tell the truth (good and bad).  

 

Sample Peer Coaching Format 

 

• Plan a 60-minute call (start & end on time). 

 

• Spend 10-15 minutes on each participant, depending on the number 

in your group.  

 

• Start with a different participant each week. 

 

• STICK TO THE AGENDA: Save all small-talk & chit-chat for some 

other call (or at the end... if there's time).  

 

• Let each participant give their report uninterrupted. 

 

Sample Peer Coaching Agenda 

PARTICIPANT'S REPORT (5 - 10 minutes): 

 

   • My goal is (Name of goal & target date) 

 

   • I am currently (on track, off-track) to my goal  

 

   • The most positive progress since my last report is... 

 

   • Last week I made the following commitments... 

 

   • My actual activity was... 

 

   • My commitments for the upcoming week are... 

 

   • My most important result for the week will be... 

 

   • (Optional but recommended you consider this: The one thing that is 

no longer acceptable is...)  
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Now that this participant has given their uninterrupted report, you, as 

the peer coach spend the remaining time with the following agenda: 

• Affirm and congratulate progress by pointing out the positive 

behavior noted that drove the result  

 

• Clarify any questions or confusion about the report just given 

  

• In a caring loving way, uncover any gaps between behavior and the 

effort required to achieve the goal (help them discover the single 

most important improvement to accelerate achieving their goal)  

 

• For any missed commitments ask "for the future, if you had to do it 

all over again... what would you do differently to achieve a 

successful result?" 

 

• Action Item: Email a weekly affirmation to your peer-coaching 

partner by Monday at 10:00 A.M.  Include any affirmations you feel 

will help, but be certain to please include one of the two following 

phrases in your email each week 1) "Congratulations on living up to 

your agreement to yourself last week" or, alternately, if didn't meet 

their agreements 2) "Congratulations on coming up with strategies 

to meet your agreements to yourself this week." 

 

Group Coaching with a group of people and one coach.  This is typically 

done on a conference call so the participants can be located anywhere 

in the world.  Much of what you do in peer coaching can be applied to 

group coaching. 

 

One-on-one Accountability Coaching - Coaches may help you along the 

way, but ultimately your success is up to you.  Your best strategy: Seek 

the best coaches to accelerate your progress to your next level of 

success. 

 

One-on-One coaching will help you achieve your personal and 

professional goals within the timeframe you establish. The step-by-step 

program teaches you how to get extraordinary results by increasing 

your focus so that you take specific actions in conjunction with a proper 

structure and, most importantly, learn how to use 'the magic of 

accountability' to get rolling and continue the momentum in the future. 
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The process of one-on-one coaching isn’t always easy.  Left to our own 

devices most people don’t do all the things they know they should do to 

get to where they want to ultimately be.  You probably have 

experienced this just like I have in some area of your life.   

 

Unfortunately, our good intentions don’t always control our actions.  

Sometimes we do take action on our good intentions, but in a short 

matter of time, many of us find we often start to slip and revert back to 

our old ways.  Having someone in your life that helps you follow 

through with your good intentions by holding you accountable, will in 

the end, turn those intentions into the results you desire. 

 

Let’s briefly review the importance of commitment, in any relationship 

or method you choose.  The truth is making a successful commitment is 

nothing more than a making a choice to create a desired future 

outcome.  Each of us has the capability to set successful commitments.  

You might all agree to make the decision to create successful 

commitments. 

  

1.  Commitment is Nothing More Than Choice 

You are choosing your desired future outcome over your current reality.  

That’s it - you just made a choice!  Once you choose your desired future 

outcome, you remove the struggle that leads to exceptions. 

 

2. Instant Gratification vs. Future Outcome 

Make every step count, and you will get there faster and easier.  

Instant gratifications shouldn’t even enter your mind.  The only thing 

you should be focused on is your future outcome, and it should mean 

more to you than momentary desire for instant gratification.   

 

3.  Success Relies on 100% Commitment 

It’s easy to make excuses and exceptions, but it’s harder to get back on 

track once you’ve made room for them.  Successful goal achievement 

requires 100% commitment.  Not 99%, not even 99.9%.  Making 

exceptions sets you up for failure and makes it harder to stay on track.  

Decide what you can commit to and stick to it - no excuses, no 

exceptions.  You’ll find that 100% commitment is actually easier than 

99.9%, because you remove distractions, and the emotion around them.  

When you can focus solely on your goal, not your distractions, it will be 

easier to stay on track. 
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4.  Casual Interest or Complete Dedication 

Your level of desire will determine your results - period.  If you only 

have an interest in something, it will be easier to let it go.  However, if 

you really want something, you will be committed to creating it. 

 

5.  Visualize Your Goal 

Visualization is powerful and will support your efforts.  Spend a few 

moments every day, in the morning and evening, visualizing your 

desired outcome.  Imagine it as if you were already there.  Feel how 

good you feel, and completely immerse yourself in the smell and sounds 

of the environment.  When you are able to focus on the end result 

instead of momentary temptation, you will make the right choices that 

support your desired outcome. 

 

If you’ve tried and failed in past commitments, it doesn’t matter.  The 

past is the past, and you are a different person today.  Starting right 

now, you are now armed with the strength and the tools you need to 

successfully commit to creating your desired future outcome. 

 

 

 

 

 

 

 

So, the question is: 

• Are the consequences of not doing the work undesirable enough to 
motivate you to do the work needed - right here, right now? 

 

If the pleasure of achieving a future goal is not enough to motivate you, 

then turn the tables. Instead of trying to motivate yourself by pleasure, 

think about the pain. Is the pain enough to motivate you to do the 

work? 

 

I always thought that pleasure is a more sustainable motivator and is 

initially the best way to inspire you, but sometimes the realization of 

pain can provide just the kick-in-the-pants you need to get moving. 

 

“What gets measured, gets done.”   
        
      --Peter Drucker  
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There is a website I just learned about that you may want to consider 

using if you need a consequence (fear) to help you stay motivated. It is 

called http://www.stickk.com/.  In the past, I didn’t want to use fear or a 

consequence except as a last resort; however, I recently read (on their 

website) that you are 5 times more likely to do what you need to do if 

there is a consequence or fear of something.  You may want to test it 

out for yourself. 

 

The Consequence Letter is used as a last resort.  We try to inspire 

people to do what they need to do to achieve the results they want.  

People should be motivated by the accomplishment of their 

goals/dreams, so they actually do the work required. The Consequence 

Letter is somewhat negative in nature, so we try to use this only if all 

else fails. 

 

See Sample Consequence Letters on the next pages. 

 

 

http://www.stickk.com/
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Sample Consequence Letter 

 

May 23, 2020 

 

To: Harry I. Wantit   

From: Constance Coach 

 

Re: Agreement/Commitment 

 

Based on our conversation today, you stated that you would have all 

your updated reports to me no later than 4:00pm Pacific Time on 

Tuesday, June 30, 2020.  

OR 

Based on our conversation today, you stated that you would leave work 

no later than 6:01pm each day (Monday through Friday) beginning on 

October 1, 2020 or you would donate money to the charity listed below 

that you don’t want to support.    

 

To confirm our agreement, please sign below and fax/e-mail back to 

Anne by 4:00pm on Wednesday, May 24, 2020.   

 

I, Harry I. Wantit, agree that I will e-mail Constance Coach all of my 

updated/current reports no later than 4:00pm Pacific Time on Tuesday, 

June 30, 2020.  I will do this because I want to achieve my goals in the 

time frame I have set, so that I can fulfill what is truly important to me 

in life.  

 

If I don’t, I will pay Constance Coach $110.  “Excuses don’t count unless 

you are dead.” 

OR 

If I don’t, I will pay ____________ (Charity Name or Political Group I 

don’t like or believe in, or want to support in any way) $150 (an amount 

that ‘hurts’).  “Excuses don’t count unless you are dead.” 

 

 

___________________________    _________________ 

Harry I. Wantit         Date 

 

 

 



© Anne Bachrach                          www.AccountabilityCoach.com                              252 

 

Sample Letter of Commitment and Agreement 
 

 

September 15, 2020 

 

 

To: Harriet Iwantit   

From: Anne Bachrach, Cheer Leader, Supporter, The Accountability 

Coach™  

 

Re: Agreement/Commitment for Weekly Ideal Client Acquisition 

Time 

 

 

To confirm our verbal agreement, please sign below and fax (808-555-

1158) or e-mail back to Anne Bachrach by the end of day.    

 

 

I, Harriet Iwantit, agree that I have committed to doing 14 hours in 

Ideal Client Acquisition every week (normal work week) so I can be in 

the highest probability position to achieve my goals in the timeframe I 

have set, to then ultimately enjoy my ideal business and my ideal life 

(and what is truly important to me in life).   

 

If I don’t achieve what I committed to, I will donate $200 (an amount of 

money that would really upset me to have to pay) of my hard-earned 

money to the Obama Campaign (a group I don’t like or believe in, or 

want to support in any way) each week (Monday – Friday) I don’t hit 

my weekly goal. 

 

 

___________________________    _________________ 

Harriet Iwantit       Date 

 

 

 

“Excuses don’t count unless you are dead.” 
- Anne Bachrach 
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Congratulations! You have made a lot of progress in a short amount of 

time.  Reflect on what you have accomplished so far and what you are 

on the path to yet achieve.  You should be very proud of yourself and 

your progress.   

 

To continue making great progress toward the achievement of your 

personal and professional goals, there is always a next step.  Your next 

step, if you decide to take it, is to make sure there is someone in your 

life who can and will hold you accountable so you can continue to 

experience successes.  You can choose one or multiple options to stay on 

the path toward even greater success.  Here are some ideas: 

 

1. Continue to stay plugged into the existing format like you have just 

experienced.  ‘Join the Silver Inner Circle’ today and you will gain 

access to a myriad of complimentary resources and tools, as well as 

discounts on products and services.  Go to 

https://www.AccountabilityCoach.com/coaching-store/inner-circle-store/ 

and Join the Free Silver Inner Circle today.  It is very easy to ‘fall off 

the wagon’ when you don’t stay plugged into things that help move you 

forward so you can achieve your goals.  We are all human and having 

consistent encouragement is good for most of us. 

  

2. Find one or two accountability buddies/partners who you can work 

with and won’t let you off the hook.  It will only work if you all continue 

using the same format.  Find a group of people who believe in being 

held accountable because they haven’t been able to achieve what they 

wanted on their own.  Use all the complementary resources available to 

you at https://www.AccountabilityCoach.com.  Periodically review 

https://www.AccountabilityCoach.com for current ideas that may be of 

value and interest to you.  

 

3. Sign up for one-on-one accountability coaching.  You will experience 

the quickest and most success with this; however it is not for everyone.  

You have to truly want to achieve your goals so you fulfill what is 

important to you or it won’t work.  You have to do the activities 

required in the timeframes you establish or it won’t work.  You have to 

believe in yourself and really want to achieve the goals you wrote down.  

 

Keep in mind that that one-on-one coaching helps you implement any 

and all systems you currently use for maximum value and money of 

http://www.accountabilitycoach.com/coaching-store/inner-circle-store/
http://www.accountabilitycoach.com/
http://www.accountabilitycoach.com/
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whatever you have already invested in.  It isn’t about one system 

versus another.  Our system is about accountability to whatever you 

want to achieve utilizing whatever systems you have.  If you would like 

to experience how this process can impact your life on an accelerated 

pace and for maximum effectiveness, go to 

https://www.AccountabilityCoach.com/coaching/ and get started now. 

 

4. I strongly recommend you subscribe to 
✓ Subscribe to my business success tips iTunes Podcasts 

(https://itunes.apple.com/podcast/accountabilitycoach.com/id290547573) 

✓ Subscribe to my YouTube channel for short proven business tips 

(https://www.youtube.com/annebachrach) 

✓ Subscribe to my high-value Blog 

(https://www.accountabilitycoach.com/blog/) 

✓ Take advantage of the high-content Free Webinars at 

https://www.accountabilitycoach.com/free-articles/free-webinars/ 

✓ Connect with me on Linked-

In (https://www.linkedin.com/in/annebachrach) 

✓ Connect with me on my Facebook page 

(https://www.facebook.com/TheAccountabilityCoach) 

✓ Connect with me on Pinterest (https://pinterest.com/resultsrule/) 

✓ Connect with me on Instagram 

(https://www.instagram.com/annebachrach/) 

 

These are free resources to help you on your goal achievement 

journey.  To make it easy for you, you can easily subscribe to these 

from my website (https://www.AccountabilityCoach.com).  
 

If you want to ask a question or need anything additional, let me know 

how I can be of assistance to you. 

 

However you decide to continue, I wish you much success.  I hope you 

have had an experience over the past few months that will help you as 

you move toward your goals in life and that your Wheel of Life has even 

more balance every year. 

 

Belief + Focus + Structure + Accountability + Action =  

Extraordinary RESULTS! 
 

What gets measured gets results. 

 

Aim for What You Want, Each and Every Day! 

http://www.accountabilitycoach.com/coaching/
https://itunes.apple.com/podcast/accountabilitycoach.com/id290547573
https://www.youtube.com/annebachrach
https://www.accountabilitycoach.com/blog/
https://www.accountabilitycoach.com/free-articles/free-webinars/
https://www.linkedin.com/in/annebachrach
https://www.facebook.com/TheAccountabilityCoach
http://pinterest.com/resultsrule/
https://www.instagram.com/annebachrach/)
http://www.accountabilitycoach.com/
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“If you are not willing to risk the unusual, you will have to settle for the 
ordinary.”           --Jim Rohn 
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About Anne Bachrach 
 
During her successful IBM career, Anne created training materials and 

delivered many training programs to clients.  She also conducted many 

Executive Briefing sessions for top executives.  Anne discovered the benefits 

of personal accountability while helping her husband build his business.  As 

the revenue generator, marketing person, legal department, and part-time 

coach, Anne found that she needed to be as efficient as possible to keep up 

with her workload.  She created simple tracking forms to help her stay 

focused and accomplish the daily tasks necessary to achieve her goals.  Her 

efforts paid off, increasing her husband’s revenue from $250,000 to 

$1,500,000 in a short time. 

 

Anne Bachrach is president of the California based accountability-coaching 

firm, A.M. Enterprises. For nearly a quarter of a century, Anne has worked 

to help business people and entrepreneurs make more money, work less, and 

enjoy a more balanced and successful life.  Bachrach’s fresh approach to 

business and life offers a much-needed boost for stagnant businesses and 

entrepreneurs.  She believes that even the most motivated people need 

accountability to achieve their highest potential.  Her coaching and training 

is in high demand and she only works with clients who are truly serious 

about achieving all of their goals and living their dreams.  

 

The core attribute of Anne’s methodology is accountability; hence, her 

nickname of “The Accountability Pit-Bull.”  Through proven systems, she 

inspires her clients to stay focused and take action on the highest payoff 

activities that lead to their ultimate professional and personal success.  By 

utilizing her powerful processes, Anne’s clients learn how to maximize their 

true potential and bring balance to their lives.  For more information, go to 

her website at https://www.AccountabilityCoach.com.  

 

Aim High! 

 

 
Anne M. Bachrach  

http://www.accountabilitycoach.com/
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Praise from a Few Coaching Clients 
 

 “Anne Bachrach has worked with me as my "Life Coach" since 

September 2005. During this time I have accomplished more in every area of 

my life, and I attribute that to Anne's coaching.  I originally signed on with 

Anne to help me get more focused on my business, and yes, she has helped 

me do that.  But the biggest value I have gotten from her is in my quality-of-

life.  My marriage is better, my physical health is better, I am more focused 

on the spiritual aspects of my life, my relationships with my children and 

friends are better, and I am just having more fun than ever before! 

 

I highly recommend Anne for her coaching, but beware, you better be serious 

and ready to make changes.  She doesn't fool around!”   

      -- Don VanLandingham, CPA/PFS 

 

“There are not many people I can point to that I credit my success 

and financial independence to, but Anne you are one. Based upon my 

experience and success through the accountability coaching I received from 

you, every major goal in my life has come to pass.  From building up a multi-

million dollar business to losing 140 pounds of excess weight, your "no-

nonsense encouragement" was the key to maintaining my momentum, even 

(especially) during times of discouragement. 

 

You told me what I needed to hear, not just what I wanted to hear, and 

encouraged me to change goals when it was clear I wasn't willing to make the 

effort required of a goal.  In the end, the "secret ingredient" of success, for me, 

was accountability.  Why it is that I don't always do the things I know I need 

to do to succeed is irrelevant, the key was finding someone like you, Anne, 

who didn't care about my excuses.  You cared only for me and were the 

advocate for the goals I said I wanted. How can I ever thank you?"  

      -- Mark McKenna Little  
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"I hate to admit this but I got in a bit of a rut mentally. For some 

strange reason, things just weren't clicking for me. So, I felt I needed a coach 

to hold me accountable and get me back on my path. Within just a few weeks 

after hiring Anne, not only were things clicking again but I was on a roll like 

the tide. In less than 3 weeks, I got the lost momentum back in my business. 

In less than 10 weeks, I lost 30lbs. I could list a whole book of 

accomplishments if I had the time. The Bottom line is this: If Anne ever has 

any slots available for her coaching, don't walk but run and get it. Because, it 

was one of the best investments I've ever made. Thanks Anne!" 

-- Matt Bacak, Internet Marketer 

 

 “Since October 2002, when I started working with Anne as my coach 

and mentor, my business revenue has increased at least 21% every year, 

while keeping my expenses low. I am working less than 20 hours per week 

and my personal and business life is a lot more than just fun to me. I love 

every aspect of my life. Having all the financial independence and free time I 

have now, has given me a quality of life that is beyond what words can 

express. As one of my clients just said to me, "I am definitely walking my 

talk."  

 

Thank you Anne for being there to help me stay focused and on track to what 

I needed to do so I could have this great life. It has been a great experience 

and I look forward to continuing to work with you for years to come.”   

      -- Hank Kochan 

 

“I began working with Anne as my strategic coach in January of 2007; 

in that time she has helped me change not only my business, but my life. 

With Anne's help, no excuses attitude and amazing ability to see through the 

fog of my own distractions, I have not only achieved one of the goals I was 

most afraid to set, but actually exceeded it.  My personal life has flourished 

because my professional life has structure and boundaries.  

 

Anne has helped me discover through objective questioning and a judgment 

free attitude what I really want out of my life. She has become a cheerleader, 
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a sounding board and an inspiring coach. One of my biggest fears is that 

someday she'll kick me out of the nest and tell me I can go it alone.”   

      -- Mona Santos 

 

“I hired Anne as my coach to help me develop and execute a plan which 

would give me financial freedom and create a rewarding everyday life. Her 

process has completely restructured the way I focus my attention so I can 

achieve my goals. I am amazed how her coaching has streamlined my plan in 

only a few months. She has a unique gift to help others achieve their highest 

potential. I would recommend her to everyone!”   

      -- Leslie Moyer 

 

 “I feel so fortunate to have been introduced to Anne. When I was 

originally seeking someone to hold me accountable, I had thought it would be 

for my business goals; however, when I received the starting package from 

Anne I realized we would be focusing on all areas of my life—what a nice 

surprise!  

 

I have learned so much in the last 4 months while working with Anne. She 

has challenged me to look at things in a different way, and to work to find 

true balance. I have never felt so in control of my life and where I am going 

as I do right now! 

 

I own my business and am a single Mom, and occasionally when things get 

crazy, I feel overwhelmed, or out of balance… Anne has helped tremendously 

in that regard. I am continually having “aha” moments when we talk. Anne 

has had an amazing impact on my life in such a short period of time. I am 

looking forward to 2008 with great excitement and confidence!”   

      -- Cynthia Heil, CFP® 

 

“You provide value for my complete life. I also have a feeling that you are 

concerned about me and my accomplishments.  After each call, I am left 

feeling cared for.”   

      -- Peter Catalano  

 

“I hired Anne to be my accountability coach because no matter how badly I 

want to be even more successful and achieve my goals, I haven’t been able to 

do it on my own. For some reason I resist what I need to do in order to 

accomplish my goals. Anne has been instrumental in helping me identify the 
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activities required for me to be successful and help me stay focused and on 

track do actually doing what I need to do.  

 

She helped me create an effective tracking method so I know exactly where I 

am at against my goals at any given moment in time. This allows me to 

course correct much quicker, if necessary. Anne is very direct, honest, and 

does not accept any excuses for not honoring my commitments. She is and 

will continue to be a key component in my life if I am going to get to where I 

want to truly be in my personal and professional life.”   

      -- David Stone  

 

“As an already successful business person, I hired Anne to help me realize 

my true potential and create even more balance in my life.  She helps me 

identify, track, and stay focused on the activities required for me to reach all 

my goals. She helps me think outside the box and be open to new ideas that 

can help accelerate my results. Her process is very methodical and simple so 

it is easy to implement.  

 

I have gained more clarity on what is truly important to me in my life and 

am on the path of achieving all that I want out of life. I enjoy working with 

Anne because she is caring, thoughtful, tenacious, and fun.”  

      -- Gary R. Moore  

 

“Because I needed to break out of old bad habits and leave my comfort zone to 

achieve things that I really wanted, I hired Anne. I am now much more 

conscious of how my social life, love life, and physical life integrates with my 

business and everything else. I am better able to give up total control and 

delegate tasks that I used to want to control to my assistant so I can focus on 

bigger picture and do those things that only I can do.  

 

Anne provides a different perspective on how I do business, which really gets 

me to think. She is no-nonsense, in your face, doesn't take any crap, and yet 

is excited about me achieving your goals.  You had better do what you say 

you need to do or she will call you on it. I can describe Anne in two words: 

tough love.”        -- Daniel Cantarovici  

 

“Anne’s no-nonsense coaching has been invaluable to me over the past 10 

months. She has helped me formalize my goals through professionally 

written projected financial statements for 10 years into the future. She has 

kept me laser focused on the tasks that have the highest probability of pay off 

in the shortest amount of time. I have added 24 clients this past year and am 

already on track to do more than that next year. During many periods of 
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office turmoil, I was able to stay on task, not work exorbitant overtime and 

still add 2 clients a month and expand our client base.  

 

We are starting our new year out with over $100k more a year in revenue 

than we had the prior year, thanks to Anne. She even has my wife helping 

me with my health as being fit and healthy is also a very important goal of 

mine.”   

      -- Christopher Morris  

 

"Accountability coaching, for me, is about making sure I prioritize activities 

that have the highest impact on achieving personal and professional goals 

that fulfill that vision.  Anne just has a way about her.  She helps me stop 

wasting time or procrastinating during my day on non-productive stuff!  We 

spend time reviewing all my goals, putting them on paper, and then dissect 

them down to the actions I need to take today, this week, this month, this 

quarter, in order to make headway.  

 

The increase in the amount I am now delegating versus before working with 

Anne has had significant impact on my work day.  Reducing the stream of 

consciousness activities, and doing things more "on-purpose" as led to an 

overall increase in my sense of calm throughout my life. Her requirement 

that I explore what I want my life to look like in every area, helped a great 

deal in motivating me toward the accomplishment of my goals!  I have seen 

the growth in my commitment to so many things in my life!" 

--Craig Stearns, CFP 

 

“Thank you for making such a profound impact on my personal and business 

life in such a short period of time. I have invested in other coaching programs 

that were valuable, but none of them generated the results and ROI as fast 

as you have. You are amazing! 

 

Since April 2008 when we started working together (only 5 months) not only 

has my health improved but you also have significantly impacted my 

business, and brought balance to my life.  For example, from just one of your 

suggestions, I have already earned $60,000 from a client that previously 

would have paid me $5,000.  A strategic alliance partner that I approached as 

a result of one of our coaching sessions conservatively will generate over 

$1,000,000 during the next 18 months. 

 

Without reservation, I recommend your coaching services and learning 

resources.  For any high-achiever who wants to reach to the next 

level…they’re thinking too small!” 

--Randy Davis 
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“My husband and I own a residential real estate firm in San Diego.  Recently, 

after surveying our agents for which critical elements were missing from 

their business day and finding out that they all felt they lacked self-

discipline, we hired Anne Bachrach to be our company accountability coach.  

In real estate, where agents are independent contractors, it can be a 

challenge to stay focused on the activities that truly earn you money and get 

too caught up in time wasting activities that don't earn you money.  Also, our 

agents admitted they were unorganized and needed more structure to help 

them track their business.  So, with Anne's help and expertise, we 

implemented a peer group accountability program.  In three short months, 

Anne's accountability program had our agents more organized, focused on 

their daily, weekly and monthly goals, tracking their activities, and 

ultimately producing results.   I personally participated in the weekly calls 

with our agents and the improvement I saw with each and every agent was 

staggering! If you or your company are looking for results, I would highly 

recommend that Anne Bachrach, Accountability Coach.” 

--Diane Sampson  

 

“I serve in a senor management position in my company, and have 

long recommended Anne Bachrach’s accountability coaching for my 

management team and staff.  In my roles, I constantly have multiple 

priorities vying for my attention at any given time and periodically would 

reach a place where I would begin to lose my effectiveness.  At the insistence 

of my staff, I engaged Anne personally to help give me the tools and skills she 

had so skillfully shared with my team. 

 

In working with Anne, I developed the processes to organize, prioritize, and 

execute on my personal and professional goals.  Our weekly calls forced me to 

follow the simple steps she outlined to maintain a clear view of my priorities, 

all the way from a “50,000 foot” overview of my goals down to the specific 

tasks it would take me to accomplish them.  Working with Anne has allowed 

me to address each of my overdue items, prioritize and define the action steps 

to accomplish new goals, and more importantly, I never have more than a 

handful of e-mails left to address at the end of the day. 

  

Being able to sit and focus for 20 minutes on a call, one-on-one with Anne, is 

truly incredible! It reinvigorates and hones my focus each week as she pushes 

me to challenge myself and my abilities in my job and in my life. As a result I 
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have acquired more clients, revenue, and even more ‘big’ referrals in a much 

shorter period of time than ever before. 

 

In addition to gaining more control over my own priorities, working with 

Anne has helped me to develop my leadership skill set.  While I have clearly 

become better at delegating and following up on critical tasks, I have also 

improved my leadership and coaching skills which I can use to help others in 

our firm become more effective at accomplishing their personal and 

professional goals.”                                                        --Dave Turner, CEO 

 
"I hired Anne because she represents effective sales & marketing application, 

versus theory.  She helped me develop a list of creative, client-centered 

marketing areas that are based on what she has proven to work.  Then, she 

not only taught me how to adapt those ideas to my content area, she put 

those action items on a deadline and held me accountable.  Investing in 

Anne's coaching has been the most productive marketing investment I have 

made in very long time."                                                       --Andy Core, MS  

  

"I hired Anne because I was sick and tired of being sick and 

tired.  She helped me enhance my communications, including my website, to 

be even more client-centered.  She helped me be more effective at priority 

and time management.  She helped me get reinvigorated, gain a clearer 

perspective, and focus on the activities that will have the biggest impact on 

me achieving my goals.  My way of being is better and I'm more effective, 

confident, and comfortable in my communication with clients.  Anne and her 

accountability process is truly incredible and produces results!"  

--Gregory Luken 

 

 

“Anne, is a wonderful coach.  She helped me take a close look at my life on all 

levels and to put a plan in place for getting there.  I had a great business 

plan, but Anne took me a step further to zeroing in on the daily, weekly, and 

monthly activities that would help me make my plan a reality.  Additionally, 

she helped me to develop a system to schedule and stay on top of these 

activities.  Anne also helped me begin to see my business on a totally new 

level and encouraged me to get out of my comfort zone and on my way to 

growing my business.”  

--Stephanie Bruno, AIF®, CFP®, CLU 
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“My productivity has increased enormously, in a very short period of time, by 

focusing exclusively on one type of task for a pre-determined, pre-scheduled 

amount of time.  Before working with Anne, I would have my energy, flow, 

and concentration interrupted constantly.  I thought that this was part of 

owning a business and prided myself on being able to "shift gears" rather 

effectively.  What I realize now is that those disruptions stymied the dynamic 

and exponential progress that is possible when you put forth complete, 

undivided and total focus on one issue or task.”                          --Ariel Acuna 

 

"I feel everyone would benefit from Anne's services. She helps you 

really look at your goals, and then helps you break them down into small 

bites. After putting everything on spreadsheets I was able to systematically 

execute the steps necessary to achieve my goals. It works because it’s simple, 

and by taking action it becomes achievable. Anne cuts through the BS, and 

keeps you focused. She is tough but caring. A total Pro! I give her a 10 out of 

10.”  

--Dr. Doug Willen  

 

"Working with Anne allowed me to step back and objectively critique the 

efficacy of my practice, everything from my personal and business habits to 

recognizing some ingrained biases that were a stumbling block.  I also 

learned to analyze new ideas and fresh perspectives without fear!  "Getting 

comfortable with being uncomfortable" was one of the key ingredients to my 

growth and successful results this year. I can highly recommend Anne's 

Accountability Coaching process for anyone who truly wants to achieve their 

personal and professional goals." 

--Pat A. Erickson 

 

"Anne was essential to the success of my business because she showed us 

how to measure tangible results. She helped us categorize our progress in 

such a way that results could be accurately measured and could be tactically 

modified. We began striving for progress not perfection. I would highly 

recommend her services."                                                            --Ron Strobel 

 

"Anne Bachrach is the queen of accountability. She holds your feet to the fire 

to make sure YOU achieve your agreed upon goals. Her overriding mission is 

your success. I know from personal experience as she holds ME accountable 

to accomplish what's important to me."  

--Dr. Tony Alessandra - The Platinum Rule  
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A Few Resources 
 
www.upwork.com -- A website for ghostwriters for anything you need 

(websites, workbooks, speeches, books, scripts, etc.) 

 

https://www.assistu.com/ - Assist U trains already highly skilled personal, 

executive and administrative assistants to work virtually.  Imagine what it 

would be like if you only had to deal with the things that truly needed your 

attention.  Think, for just a second, how it would free up your time to have 

the rest magically taken care of.  You'd be more balanced.  You'd have a life!  
 

https://www.ivaa.org/ -- The International Virtual Assistants Association 

(IVAA), with over 1,000 members, is a non-profit organization dedicated to 

the professional education and development of members of the Virtual 

Assistance profession.  "A Virtual Assistant (VA) is an independent 

entrepreneur providing administrative, creative and/or technical services. 

Utilizing advanced technological modes of communication and data delivery, 

a professional VA assists clients in his/her area of expertise from his/her own 

office on a contractual basis."  

 

https://www.carbonite.com/ or www.mozy.com – Online computer back-up 

service. Whether it's business documents and financial records or photos and 

music, having a back-up service is a MUST. If you don’t have a back-up 

service, you need one.  

 

https://www.dashlane.com/ - Dashlane is a Password storage manager service 

for your passwords on all websites. There are many services to choose from 

and using a password service is a MUST. 

 

www.hightail.com -- Send and Receive Files up to 2 GB Each On-Demand.  I 

mainly use this for MP3 type of files.  It includes file delivery tracking and 

secure delivery.  You can send multiple files at once. 

 

https://partner.canva.com/aimhigh – Canva is an easy way to create 

professional graphics and logos. There is a free version and a paid version. 

 

https://depositphotos.com/ or www.istockphoto.com -- A collection of royalty-

free images, at the world's best prices.  The best stock photography, vector 

illustrations, flash files, and videos, at prices for everyone. 

 

https://www.emusic.com/photomusic – a website for music. 

 

https://www.smartsound.com/royalty-free-music/ - Royalty free music. 

http://www.upwork.com/
https://www.assistu.com/
https://www.ivaa.org/
https://www.carbonite.com/
http://www.mozy.com/
https://www.dashlane.com/
http://www.hightail.com/
https://partner.canva.com/aimhigh
https://depositphotos.com/
http://www.istockphoto.com/
https://www.emusic.com/photomusic
https://www.smartsound.com/royalty-free-music/
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https://www.techsmith.com --   

- SnagIt - Capture, edit, and share exactly what you see on your screen.   

- Camtasia Studio - Easily record your screen to create training, demo, and 

presentation videos. 

 

https://www.dropbox.com/  – allows you to drag and drop things into a space 

that you can share on the internet with someone (like a virtual assistant). 

This is a free service up to a certain amount of storage. 

 
https://www.goto.com/meeting or https://zoom.us/ or https://www.mikogo.com/  

There are many easy-to-use cross-platform desktop sharing tool, ideal for web 

conferencing, online meetings and remote support services. Pick the one best 

for your needs. 
 

https://www.freescreensharing.com/ - Free online meetings up to a certain 

number. 

 

https://www.freeconferencepro.com -- On demand teleconferencing service.  It 

is a free service (up to a certain number of callers) and has the ability to 

record the call. 

 

https://www.audacityteam.org/ -- Audacity is a Free, Cross-Platform Sound 

Editor.  Audacity is free, open-source software for recording and editing 

sounds.  It is available for Mac OS X, Microsoft Windows, GNU/Linux, and 

other operating systems.  It is very easy to use. I have used this software 

since 2008 when I started podcasting.  

 

https://www.screencast-o-matic.com/ - Screencast-O-Matic is the original 

online screen recorder for one-click recording from your browser on Windows, 

Mac, or Linux with no install for FREE! 

 

https://www.talkfusion.com/ -- send videos imbedded in emails and no storage 

limits.  Send vibrant, crystal-clear Video Emails in no time with Talk Fusion!  

They have 3 different packages to choose from depending on how you want to 

use it. 
 

https://www.surveymonkey.com -- Intelligent survey software.  

SurveyMonkey has a single purpose: to enable anyone to create professional 

online surveys quickly and easily.  

 

https://www.techsmith.com/
http://www.techsmith.com/screen-capture.asp
http://www.techsmith.com/camtasia.asp
http://www.techsmith.com/camtasia.asp
https://www.dropbox.com/
https://www.goto.com/meeting
https://zoom.us/
https://www.mikogo.com/
https://www.freescreensharing.com/
https://www.freeconferencepro.com/
https://www.audacityteam.org/
https://www.screencast-o-matic.com/
https://www.talkfusion.com/
https://www.surveymonkey.com/
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https://www.opinionpower.com -- A website that provides a simple way to 

survey clients.  All our quick polls and surveys are free and available to your 

audience for 30 days. 

 

https://www.surveybuilder.com/ - Survey Builder website.  
 

https://www.assessmentgenerator.com/ -- Here is How to Effortlessly and 

Ethically Draw Clients to Your Practice Using a Marketing Strategy You 

Will Finally Feel Good About.   

 

https://www.thepapertiger.com -- If you are like most people today, managing 

the paper in your personal and business life is a real pain.  It is difficult to 

know how to file the paper so you can easily find it later and there is so much 

of it!  The Paper Tiger software is a powerful filing system that uses the 

power of your computer to help you get organized and stay organized. 
 

https://www.TheCarDude.com or http://www.ibuycars4u.com/ -- A website 

where you can easily obtain assistance for buying any vehicle.  This is the 

best, easiest, and most cost-effective way I have ever seen to buy the vehicle 

you want. Visit Tony Langenderfer’s website or call him at 865-777-2277.  

 

https://www.whois.sc -- A website where you can easily check if a domain 

name is owned.  

 

https://www.shutterfly.com  -- A website that includes photo services, 

unlimited picture storage, online picture sharing, etc.  

 

www.cafepress.com -- A website where you can create your own merchandise, 

if you are interested in having things like greeting cards, t-shirts, mugs, and 

so much more.  

 

http://www.katesolutions.com/ -- Kate Solutions provide small-to-medium size 

companies with state-of-the-art solutions for business-to-client 

communications.  Our expertise centers on offering product lines with 

competitive pricing and maximum benefits.  1-866-813-3421 

 

https://www.loseit.com/ - Internet and iPhone based resource to help you lose 

weight. Many of my clients have used this and love it. 

 

https://www.sparkpeople.com/ -- An online health tracking system.  It does 

meal plans and calorie counter, as well as fitness plans and tracker, and 

more.  Not sure if there is an investment to use this.  

 

https://www.opinionpower.com/
https://www.surveybuilder.com/
https://www.assessmentgenerator.com/
https://www.thepapertiger.com/
https://www.thecardude.com/
http://www.ibuycars4u.com/
https://www.whois.sc/
https://www.shutterfly.com/
http://www.cafepress.com/
http://www.katesolutions.com/
https://www.loseit.com/
https://www.sparkpeople.com/
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https://www.calorieking.com/ – Good place for helping to count actual 

calories.  You do have to pay for the more advanced plan but people who have 

used this have lost weight. 

 

https://www.absdietonline.com/ - customized meal plans and workouts that 

melt away body fat – from your abs first.  

 

https://www.caloriesperhour.com - A resource for information and peer 

support for healthy and sustainable weight loss.  It calculates calories burned 

for various sports. 

 

https://www.myfitnesspal.com/ - Online resource for health and fitness. 

 

https://www.peertrainer.com/ - A resource for joining a group of peers to help 

hold each other accountable to the food (caloric intake) and exercise goals. 

 

https://www.integrativemedicinelajolla.com/ -- Dr. Charles A. Moss at La 

Jolla Clinic of Integrative Medicine has a unique approach to helping you get 

and stay healthy.  They deal with Nutritional and Environmental Medicine 

for optimum health.  Located in La Jolla, CA. 

 

https://www.meetup.com/ – a place where you can meet all kinds of different 

types of groups or create your own group.   

 

https://www.mailpoet.com/ - MailPoet is a plugin within Wordpress that is 

just like Mail Chimp to send newsletters and blog posts. Send beautiful 

emails that reach inboxes every time, and create loyal subscribers. Free for 

1,000 subscribers or less. 

 

https://mailchimp.com – MailChimp helps you design email newsletters, 

share them on social networks, integrate with services you already use, and 

track your results. It's like your own personal publishing platform. 

 
https://www.aweber.com – Create profitable relationships for your business. 

AWeber’s email marketing tools like professional email signup forms and 

autoresponder services make it easy for you to build your email list and stay 

in touch with prospects.  

 

https://www.constantcontact.com/ - With email marketing, it’s easy to connect 

with your customers, and for customers to share your message with their 

networks. Email marketing, event marketing and social campaigns.  

 

https://www.calorieking.com/
https://www.absdietonline.com/
https://www.caloriesperhour.com/
http://www.caloriesperhour.com/
https://www.myfitnesspal.com/
https://www.peertrainer.com/
https://www.integrativemedicinelajolla.com/
https://www.meetup.com/
https://www.mailpoet.com/
https://mailchimp.com/
https://www.aweber.com/
https://www.constantcontact.com/
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The Middle-Class Millionaire: The Rise of the New Rich and How They are 
Changing America book by Russ Alan Prince and Lewis Schiff.  In this 

groundbreaking book, the authors examine the far-reaching impact of the 

Middle-Class Millionaires—people who have earned a net worth ranging 

from one million to ten million dollars. 

 

www.Kolbe.com -- Kathy Kolbe, an action and conative styles researcher, has 

developed a standardized assessment designed to measure an individuals’ 

dominant conative traits.  The Kolbe Index classifies people into four 

categories, and predicts how they will instinctively act in unknown 

situations.  

 

Now, Discover Your Strengths book by Marcus Buckingham and Donald 

Clifton-- A great resource for identifying your strengths.  It comes complete 

with an exercise that provides you with Strength Finder results.  When you 

have a full understanding of what your strengths are, you are in a better 

position to be even more successful.   

 

Strengths Finder 2.0:  A New and Upgraded Edition of the Online Test from 

Gallup's Now, Discover Your Strengths book by Tom Rath.  You may find this 

one to be even better than the Now, Discover Your Strengths book because it 

helps you utilize your strengths for maximum effectiveness.   

 

http://store.vervante.com/c/affil/about.html?nxb=40 – Vervante - In 2001, 

they launched a company that was the realization of their dreams - they 

started offering on-demand publishing and distribution solutions for books, 

CDs, DVDs, training and coaching programs, and information products using 

state of the art technology. 

 

https://www.AccountabilityCoach.com/  -- A website for resources and tools to 

help you have an even more balanced and successful life – personally and 

professionally.   

 

https://www.AccountabilityCoach.com/blog/ -- A website that frequently has 

helpful tips on helping people have an even more balanced and successful 

life.  The goal is to help people focus on their highest payoff activities so they 

can achieve all their goals in the timeframe they have set.  

 

https://www.youtube.com/annebachrach –Short YouTube Videos for 

inspiration to stay focused and on track to achieving work/life balance. 

 

https://itunes.apple.com/podcast/accountabilitycoach.com/id290547573 – 

Complimentary iTunes Accountability Coach Podcast.  

http://www.kolbe.com/
http://store.vervante.com/c/affil/about.html?nxb=40
http://www.accountabilitycoach.com/
http://www.accountabilitycoach.com/blog/
https://www.youtube.com/annebachrach
https://itunes.apple.com/podcast/accountabilitycoach.com/id290547573
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www.ezinearticles.com – A great resource to put your articles for others to 

use in their e-newsletters, or use my articles in your newsletter.   

 

https://www.smartreply.com/ - With a response rate higher than any other 

direct medium, mobile marketing offers the chance to build relationships 

with your customers wherever they are. Your mobile marketing campaign 

can be implemented quickly and efficiently. 

 

https://www.instantteleseminar.com/ - online event service (tele-seminar and 

webinar and replays).    

 

https://www.youradvisorroadmap.com -- Psychographic studies uniformly 

demonstrate that “trust” is the single most important determinant of 

whether an individual enters into a relationship with a Financial 

Professional.  Bill Bachrach intuitively recognized this in the mid-1980s 

while he was a Financial Advisor with a major wirehouse.  

 

The more he abandoned “sales techniques” to develop client values and goals, 

the more emotionally and monetarily rewarding his experience became.  The 

Values-Based Financial Planning book provides valuable insight into the 

Financial Planning process.    

 

If you are in the Financial Services industry and would like to experience a 

powerful process to help you quickly build high-trust client relationships, so 

you can get more and better clients, call 619-255-4888 or go to 

www.youradvisorroadmap.com.  

 

https://www.lifespace.com/ - LifeSpace is a fun and intuitive goal 

management tool and online community.  Leverage The Accountability Coach 

goals here. 

 

Become an Affiliate with Anne Bachrach, The Accountability Coach™, and 

make extra money by sharing these business success principles with others.  

https://www.AccountabilityCoach.com/coaching-store/affiliates/ 

  

http://www.ezinearticles.com/
https://www.smartreply.com/
https://www.instantteleseminar.com/
https://www.youradvisorroadmap.com/
http://www.youradvisorroadmap.com/
https://www.lifespace.com/
http://www.accountabilitycoach.com/coaching-store/affiliates/
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Learning Tools / Programs 
 

Free Tips and Tools available at https://www.AccountabilityCoach.com:     
- Am I Coachable?  Assessment  

- Wheel of Life Exercise  

- Quality of Life Enhancer™ Exercise  

- Keys to Working Less, Making More Money, and Having a More 

Balanced Life Special Report 

- What is an Accountability Coach?  Booklet  

- Ideal Client Profile on-line exercise 

- The Right Life Balance Assessment 

- Implementation Index  

- A variety of articles 

- iTunes Podcasts and YouTube Videos 

- Timely News… Spot On High-Content E-newsletter 
 

High-Content and High-Value Learning Resources: 
- Excuses Don’t Count; Results Rule! – e-book & paperback Book  

- Excuses Don’t Count; Results Rule! – book (MP3 audio download) 

- TheWork/Life Balance Emergency Kit - 34-Lesson Series book 

- Live Life with No Regrets – e-book, paperback book, and MP3 audio 

- No Excuses! Action Steps for Making More Money and Getting Better 
Results Now book and audio program 

- The Roadmap to Success book – Anne contributed a chapter in this 

book along with Stephen Covey and Ken Blanchard 

- The Middle-Class Millionaire book by Russ Alan Prince and Lewis 

Schiff (Find Anne in Chapter 6 – The Best Advice Money Can Buy) 

- Inspirational Quotes for a Balanced and Successful Life e-book 

- Bach Pack Audio Training Series 
 

Self-Directed Programs:    
- 30 Days on The Path To Success Goal Achievement Program   

 

One-on-One Accountability Coaching Program:    
- One-on-one Accountability Coaching is not for everyone; however, it is 

ideal for those who are serious about achieving their goals and will do 

whatever it takes. It is the program that produces the best results. 
 

Other Programs:    
- Accelerate Your Results Coaching Program (Membership) 

- Administrative Support Team Coaching Program 

- Half-day and Full-day Training Programs  
  

http://www.accountabilitycoach.com/
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Proven Systems for Better Work Life Balance 
 
"You know that feeling when you're on a roll? When things are really clicking and everything is 
going exactly the way you want it to go? Wouldn't it be great to have that feeling more often?" 
Through this course, you will discover how to enhance your overall quality of life by having a 
proven framework and easily implementable system for achieving all your goals. You will learn 
how to achieve all your personal and professional goals with absolute certainty. 
 
You'll discover how to focus on your highest payoff actives that produce the biggest results in 
the shortest amount of time so that you can experience that feeling of true and total success 
and a fantastic quality of life. This program will help you change "bad" habits into habits that 
will lead you to achieving ALL your personal and business goals in the timeframe you desire. Get 
started now and experience ultimate success personally and professionally. 
 
This step-by-step program teaches how to get extraordinary results by increasing your focus so 
that you take specific actions in conjunction with a proper structure and, most importantly, 
learn how to use 'the magic of accountability' to get rolling and continue the momentum for 
even greater success." 
 
If you'd like to achieve your goal, desires and dreams, fulfill what's important to you and 
experience an even better quality of life, then this might be the most important course you have 
ever taken. 
 
Most people agree that action is the only thing that gets results in life and you will learn how to 
apply proven systems and processes that will consistently create that compelling motivation to 
take the most important actions necessary to accomplish your biggest goals.  You will come to 
realize your largest goals are not only "doable" but you'll gain the daily energy necessary to 
create incredible positive momentum required by your goals. 
 

You will experience amazing results! 
1. Increase your income 
2. Organize your time and your life for maximum effectiveness 
3. Be even more focused on the activities that produce results 
4. Achieve all of your goals in the timeframe you desire 
5. Significantly increase your productivity 
6. Create an even more balanced life 
7. Develop a personal and business strategic plan 
8. Increase or maintain optimal health and fitness 
9. Develop overwhelming confidence and believe that anything is possible 
10. Have more fun and be happier 
11. Enjoy a great quality of life 

 
This one-of-a-kind program is your guide to achieving goals, getting results, and creating the life 
you have always dreamed about having. 

ISBN: 978-1-934948-05-7 
https://www.AccountabilityCoach.com 

http://www.accountabilitycoach.com/
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