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PART TWO 
 

Welcome back!  
 
In Part 1 we spent time on who you are and what you want. We discussed how to 
properly set goals, and you had the opportunity to create goals for several areas 
of your life. You should have 1-year, 5-year, and 10-year goals, and you should 
have clarity on what you want to get out of life. 
 
In this session we are going to talk about the amazing power of Focus. What you 
get out of this program depends on how much you put into it, but what it really 
comes down to is focus.  
 
Earl Nightingale had a classic recording called “The Strangest Secret.” The secret is 
this: You become what you think about most of the time. The thoughts that fill 
your mind dictate what manifests in your life. Your dominant thoughts determine 
your outcomes.  
 
Are you a person who spends time complaining about things or blaming others, or 
are you a person who talks about what you want in life and the contributions you 
are going to make? The big difference between the two is focus. The things we 
spend our time and energy focusing on are the things we find success in. 
 
Now part of it is the Power of Optimism. Optimistic people are fun to be around. 
 

Things turn out best for people who 
make the best of how things turn out.” 

                                                          — John Wooden 

 
You have a choice when life hands you a circumstance: you can focus on the 
things within your control or the things that are out of your control. How you 
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react to what happens is what matters. If you spend time only on those things 
within your control, you’ll see drastic results. 
 
Be a solutionist. Think in terms of solutions, not problems.  
 

“Don’t wish it was easier; wish you were better. 
Don’t wish for less problems; wish for more skills. 

Don’t wish for less challenge; wish for more wisdom.” 
                                                                       — Jim Rohn 

 
Choose your perspective. Is the glass half full or half empty? The clearer you can 
get in your goals, the better chance you’ll have of achieving them. 
 
CREATE YOUR ACTION PLAN 
Now that you have tangible goals, the next step is to create your action plan and 
then use tools to hold yourself accountable. 
 
Many people come from areas of adversity. They have challenges and it’s hard to 
stay optimistic and focused. But problems should never hold you back. Some of 
the greatest successes have been started during difficult times. Solving problems 
is one of the greatest opportunities for entrepreneurs. 
 
As challenging as it is to come up with goals, it is even more challenging to 
complete them. This is the most important part of goal setting: now that you have 
set your goals and you know what you want, you have to give yourself the tools to 
achieve those goals. So we are going to talk about turning goals in action plans. 
 

“If you’re feeling listless, make a list.” 
                                                                     — Brian Tracy 

 
Go through your goals and make a list of the most important goals. (A master 
goal list of the goals you’ve decided are important in life—the ones that really 
drive you, that you are passionate about, that you get emotional about.) 

Goal 
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
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___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________ 
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________ 
 
Now organize those goals by priority and sequence; in other words, importance 
and timing. 

Goal      Priority    Sequence 
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________ 
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________ 
 
Select one of your primary goals and write it here along with a deadline for 
achieving it. (See the worksheet available for this exercise.) 

Goal:______________________________________________________________ 

Deadline:___________________________________________________________  
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Now write down the action steps necessary to achieve the goal. 
 
Action Steps          Order   

1._________________________________________________________________
2._________________________________________________________________
3._________________________________________________________________
4._________________________________________________________________
5._________________________________________________________________
6._________________________________________________________________
7._________________________________________________________________
8._________________________________________________________________
9._________________________________________________________________
10.________________________________________________________________ 
 
Go through the steps and place them in the order they need to be completed. 
 
Write down any notes regarding your action plan for this goal (resources, who 
you might reach out to, and when you will begin). 
 
Action Plan            
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
___________________________________________________________________ 
 
Before continuing with any goals, it is important to understand the important 
concept of leading and trailing indicators—outcome goals and performance goals. 
 

Outcome goals: you have very little control over, if any 
Performance goals: you have pretty much 100% control over 

 
EXAMPLE: If your goal is to sell 25 houses this year, then you probably need to list 
35 houses, which means 60 listing appointments, for which you’ll need to make 
300 phone calls with potential sellers. 
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You must break down the outcome goals (25 houses) into performance goals (300 
phone calls). You need to focus on the things within your control. You need to 
focus on the things that you can do. 
 
Many people fail when it comes to goal setting because they give themselves only 
outcome goals. What are the things that you can do each day, each week, each 
month that will get you closer to your goals? 
 
ASSIGNMENT (to be completed within the next few days): Go back to your critical 
goals and break down the outcome goals into performance goals. (Be sure to 
write your performance goals as action steps.) 
 

MASTERING YOUR TIME 
Time management isn’t all that complicated. Time management is taking your to-
do list and integrating it into your calendar. Here are a few ideas to help you 
master your time. 
 
Set up an ideal template for your week. (See the worksheet available for this 
exercise.) 
 
EXERCISE: Set up an ideal template for what your week looks like. 

1. Block off time when you are not available to do work.  
2. Block off time for mandatory work, club or business meetings, afterschool 

activities, travel time. 
3. Block off time for a weekly meeting with yourself. 
4. Block off time to accomplish the activities that will drive you to success. 
5. Block off time for anything else (lunch meetings, exercise).  

 
How does it look? You’ll need to refine the template. Things will inevitably come 
up. You’ll find you need more time for an activity or do not need to budget as 
much time for another.  
 
ASSIGNMENT: Refine the template until you have an ideal template for the 
week. 
 
Rarely will your real week match your template week. However, if you do not 
have a template you will easily lose track of time and waste time on those things 
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that are not important. One of the great dream stealers is the inability to manage 
time. 
 

So much of what average people do every day is stuff that does not even matter. 
You must assess where you are at. Here’s a great exercise to show you just how 
much time you are wasting. 
 
ASSIGNMENT: Keep track of your entire day for a week. Keep a journal of what 
you are doing in 5- to 10-minute intervals. 
 
We cannot fix what we do not realize is broken. This exercise is the ultimate in 
accountability. You’ll find places in your day where you can be more efficient and 
more effective. 
 

“You shouldn’t waste time reading or watching the news  
because when anything important happens  

in the world someone else will tell you.” 
— Zig Ziglar 

 
Too much time is spent on meaningless things. While other people were watching 
TV, Chris Widener was writing a great body of work. 
 
Look at your schedule and see what things are really contributing to your life. 
What are the things you are doing that are taking away from it? Learn to 
discipline yourself to spend a small amount of time on those mindless things. 
Invest the major portion of your time into the things you want most—the goals 
you have just written.  
 
TRACKING YOUR PROGRESS 
Setting the goal and breaking it down into the tasks necessary is fundamental to 
goal accomplishment, but to know if you are on track or off track, you’ve got to 
track your progress. Here are some ways to do so. 

 Set up a weekly meeting with yourself. Check your progress. See how well 
you’ve done with your goals. Remember that this is just feedback; do not 
beat yourself up if you did not accomplish your goals. 

 Set up a monthly meeting with your team (business, spouse, family). Look 
at where you are and how you are doing. Examine the areas needing 
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improvement. This will help give clarity to the team and drive everyone 
toward their goals. 

 Set up a quarterly retreat. Get away for a day or two and really focus on 
your goals. If they are specific and measurable, it will be very easy to see 
the progress. Then revisit the goals. Are they still the goals you want? Is the 
progress you’ve made sufficient? Take some quiet time to reflect. 

 

ACCOUNTABILITY 
Goals are commitments you have made to yourself, and to succeed you’ll need to 
be accountable to yourself. 
 
The first level of accountability is to re-confirm your goals and re-commit to them. 
This can be through journaling, updating your specific goals and deadlines, or 
rewriting your goals. One technique is to write your Top 10 goals every day.  
 
The next level of accountability is to find a workout partner or success partner. 
The best success partner is someone you have a good relationship or friendship 
with but who is not directly connected with whether or not you succeed in your 
goal. That person can be impartial. Set up a call or meeting once a week or once a 
month. Having them ask questions on your progress will help drive accountability, 
and that is not only how you set goals, but achieve goals. 
 
Be careful! Not everyone understands goal setting. There are those who might 
ridicule you or make fun of you. Choose who is goal oriented and trying to achieve 
more to help you. 
 

“The world of tomorrow belongs to the  
person who has the vision today.” 

                                                                            — Robert Schuller 
 

You want to be around the right people and commit to spending time on the most 
important things in life. That’s what goal setting naturally does—it lets you focus 
on the mission-critical aspects of life so you have more time to enjoy it. 
 
See the quotes handout available for this session for inspiration. 
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CLOSING THOUGHTS: THE SLIGHT EDGE 
One of the most important concepts for success: the Slight Edge. Jim Rohn taught 
the concept and Jeff Olson wrote a book that expanded on it.  
 
The basic idea is this: success and failure do not come from giant, huge, 
mammoth things. They come from small, almost imperceivable steps that seem to 
make no difference when they happen but over time make all the difference. 
 

Success come in tiny steps repeated over time. 
And so does failure. 

 
Your plate is probably full. In order to put something new on your plate, you’ll 
likely have to take something off. Learn to say “no” to the good so you can say 
“yes” to the great. Think of all the little things you can do on a day-to-day basis 
that will drive you toward your goals. Avoid those that take you away from them. 
 
No one will ever see most of the action steps you take to achieve your success. 
However, over time the culmination of those action steps are for the world to see.  
 
That is the concept of the Slight Edge. Every day, you can do small things to get 
you closer to your goals. Or, every day you can do small things that take you in 
the opposite direction. 
 
The choice is up to you.  
 
Take some time to figure out what you really want in life. Acknowledge who you 
are and the unique and valuable skills, experiences, and abilities you have. And 
then craft a wonderful life you can be proud of. 
 
Congratulations! You have just completed Part 2 of Unlocking True You: The Keys 
to Setting and Achieving Goals That Matter.  
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