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7 Steps That Will Make 
Your Projects Sparkle
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The “Gotta Say It” Disclaimer 

	 As usual, I am forced to tell you that this information

is in no way guaranteed to work for anyone and everyone.

It may work for no-one (even though it works for most).  


	 The reader who uses this material is doing so at his

or her own risk (probably of life and limb, or even the risk

of getting things accomplished like never before), and in

no way is this author, affiliates, or anyone in association

with the author and the web site (or the families, family

dogs, cats, goldfish, and the worn out slippers of the 
author) will be held liable for any thing that gets screwed 
up in the life of the user.  


	 C’mon folks, this is just a guide to help you focus

and get started.  Geez, what do you want for - FREE?


	 


Coming back to my senses. . .  
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#1:  Define and know your goal(s).  

	   Having a clearly defined goal, and knowing exactly what 
you wish to accomplish is essential to your success.


	   If you don’t know what you want to do, then how

how much time to set aside, or even what tools and resources 
you will need for your project?


	  Look to your passions and interests to help you decide 

what you goals will be, and how you want to help others

who may follow you with the same interests. 


	 Learn, and become as expert as possible. There is 

little as rewarding as having someone come to you and

ask “Will you teach me?”.  


	 Once you define your goal, it is important to be able

to implement a plan to reach that goal.  There are various

methods to do this, but one of the easiest and simplest 

is the “1-2-3 Goal” method.


	 In a nutshell, you define your goal, work it for “X” number

of days (that you decide), then make any changes that need

to be done.  


	 Even simple goal planning will help you to get a great

deal more done, and will help you to reach your goal much

more quickly and effectively then simply zig-zagging toward

a goal that you think you are headed for, only to one day realize 

that you are still miles away.  
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#2: Acknowledge your limitations. 

 When you begin a project, no matter how large, or

how small, there are usually a few things that you will need to 
discuss with others, or have others involved in the process of 
completing certain tasks.  


	  I sometimes see people who will try to take on everything 
all at once, and they have no clue as to how things work, or the 
needs of the project on which they are working.  You may need 
the help of others “In The Know”.


	 Ignoring the basics can severely jeopardize your ability to 
effectively finish your project, and will certainly cost you dearly in 
the time and effort wasted trying to learn new things that could 
be done with minimal cost, and time by someone who is a 
professional.


	 The term limitations, is limiting.  The word denotes an 
immediate impediment or impairment.  That said, there are

limitations that are built in.  


	 If you are someone wishing to become a professional 
basketball player, but you are only 5 feet 3 inches tall, you will 
have a great deal of difficulty reaching that specific goal.  That 

does not mean that you cannot coach, work with a program, or

become some other important part of a basketball organization.


	 It is sometimes, and often, necessary to adjust our way of 
thinking in order to suit our character and our self.  
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#3: Go above and beyond


       Make sure that you over deliver.  If you are really intent on 
making a great impression on the people for whom you are doing 
the project, then make sure that you do as much as you can, 
while staying within the parameters of your contract, whether it 
be just verbal or written.


	 If you are not certain of being able to do something, then 
DO NOT include it in the things that you say you will do for your 
project.  


	 Don’t you enjoy going out someplace for dinner and find  
out that there is a two for one special on drinks or dessert.

You may get your car repaired and before you get your car back, 
they wash it for you as a courtesy.  These are the nice 

“Above and Beyond “ things that we enjoy getting from time to 
time.  


	 Therefore, if you are selling a product, service, or whatever,

make certain that you give people their money’s worth.  When 
you go above and beyond what is expected, you will always

get return customers.
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#4: Stick to your 


	 When you begin any project, it is imperative that you 
schedule everything out so that you know when things will be 
finished.  Only by doing this will you have a good approximation 
of what to tell your client or customer. 

	 Also, when you approximate your times for each portion of 
the project that you will be working on, be sure to give yourself 
enough time.  It is better to finish earlier than expected rather 
than being late in finishing.  


	 One of the biggest problems that you, me, and most 
everyone faces at some time, is thinking that you will be finished 
more quickly than you usually are.  Most things take a lot longer 
to do than you think, and you end up rushing the results.


	 So make certain that you have a good “Handle” on the time 
thing, or you may wind up having to do a lot of unexpected 
explaining.  


	 Give yourself the right amount of time for each part of your 
project - then add more.


	 Finishing early is called “Over Delivering”.  Finishing late is 
call incompetence.  Which do you prefer to be known for?
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#5: Plan, plan, 


	  It is essential to the integrity of anything that you do to 
make sure that you have planned out your strategy, and have 
given yourself enough time to keep any loose ends from showing 
up.


	 You may find yourself under pressure to get something done 
that has a time constraint, and needs to be completed earlier 
than expected.  So what happens?

You jump right in and start working on getting it finished,

you get frantic, because you forgot a couple of details, and now 
you may not finish on time.


	 You will always find yourself under pressure at some time, 
how you react to that pressure is what will set you apart from the 
multitude of others who are unable to handle uncomfortable 
situations.


	 Your catastrophe might have been avoided if only you had 
taken a few more moments to look everything over,

learn exactly what is required, gather what, and who, you needed 
for the job, and then make it a timely, and completed project.
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#6: Always double-check as you go ✔ ✔
	  You have likely, at one time or another, found yourself 
finishing a task or project where you think that you are finished, 
and then found that you missed something, and now you have to 
go back and redo, reconstruct, or in some cases, even start over 
because of something that you overlooked.  


	 We have all found ourselves in this situation at one time or 
another.  We all make mistakes.  These types of mistakes can be 
drastically minimized, and often eliminated by simply paying 
attention to the details as you go.


	 Always double check your work at the end of each working 
period, or section of your work, if your project is fairly large.  It is 
easier to go back over sections then it is to go back over an 
entire project.


	 Double checking your work is not just a matter of looking for

those spelling and grammatical mistakes that are easily made (I 
have already found several in these pages) when you are working 
on a project.  It is also important to take note of anything that you

may have left out of your work that is integral to the information 
that you are trying to impart, or the work that you are doing. 	


	 Making certain that things are correct may seem like an

obvious “Overstatement”, but it is surprising how many people

that I have had the dis-pleasure of working with, only because

they have sloppy work habits, and I (and others) had to go over

their work a second time as it was usually incorrect, 
inappropriate, or worse, did not get done.
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#7: Don’t structure yourself too closely


	 There may be changes that need to be made, your 
client or boss may change their mind about some minor detail.   
Your wife may decide that the room color is wrong and you will 
need to re-paint.  Or, there me some change in circumstance that 
will need to be addressed.


	 Flexibility is important to keep things in perspective, and in 
keeping your sanity.  Even though these are important guidelines 
to keeping things accurate, on time, and efficient, they should be 
treated as just “Guidelines”.


	 If you have finished your part of the project, and someone 
else decides that they want something changed, then your 
timeline will be extended, and should not reflect back on you.  


	 Your personal goals should be treated in a similar

manner, by creating a personal contract with yourself.

This contract will include a timeline, and a reward at the end of 
your finished project.  it is very important to reward yourself

for finishing a project.  Just don’t make the reward happen before 
the project is completed, or if it is a long and involved project, 
that you reward after significant work has been accomplished.


	 Now it is up to you to stay loose (but not too loose), focus, 
and keep your distractions to a minimum.    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Other Items That May Interest You 

   

    
“1-2-3 GOAL” 

Quick and easy goal setting techniques. 

Set your goals in 3 easy steps.   
 

No More: 

  ➣ “When did I do this or that” 
  ➣ Trying to figure out where you’re “At” 
  ➣ Missing your goal deadlines 

Check Out 1-2-3- Goals Now 
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Increase Your Productivity By Up To 500% 

    ➣ Make Your Time Count   
     ➣ Keep Yourself On Track  

➣ Maintain Your Focus   

Put POWER back into your productivity, 
and check out “Power Productivity” 

WARNING!    
If you don’t check it out now, when will you?
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