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Getting it Done

Instructions for using the Top Projects List

Moving towards your Goals with Top Projects…

Refer to your Goals for this year.  Identify the Goals with an “A” Priority.  Make a frank assessment of your current status in regards to that Goal.  For instance, suppose one of your “A” Goals is to reduce your business debt to zero dollars.  Great!  However, f you are currently $975,000 in debt, moving to debt free status in a single year may not be realistic.  What portion of that debt is retire-able this year?  You can rewrite your Goals.  When YOU believe your goals are achievable, you are more than half way to accomplishing them.   

Now, determine what needs to be DONE to move in the direction of your Goals.  Convert your “A” Goals …to have statements…into things to DO that will move you to your goals.  This is where the Top Project list comes in.  
Download and print up the Top Project list.  

THINK!  What is the best thing we could do to move us in the direction of our Goals?  

I am not the smartest chick in the world, or even in my company, so I like to have my team help me THINK.  Try using the Super Thinking procedure to come up with ideas.  (You’ll find the Super Thinking brainstorming procedure in Week Six of The Bare Bones Biz Plan.)

  Also, Review your Master To Do List.  Are there items on it that should be upgraded to Top Project status?
 Make a list of your Top Projects on the Top Projects form.  Keep this list to no more than 10 items. If you come up with projects and to do’s that are good ideas…but you don’t decide to give them Top Project status, just STORE those ideas on the Master To Do List.  

Now, commit to the Top Project list the Projects that will help you move towards your Goals.  For example, if you have a goal to increase sales by 20% in the next 90 days, some projects that would move you to your Goal would be…

· Recruit, screen, interview and hire a new salesperson.  

· Rework your Budget to reflect the new salesperson’s expenses and sales goals.  

· Raise prices by 20%.

· Develop a special offer for one of your new products.  .  

· Craft a script for your receptionist to use that will alert customers of your new product line.  

· Make ______ calls this month.  

Some projects on the list may be broad in scope.  In other words, may require several steps or to do’s to get accomplished.  In that case, insist that the person responsible for the project (the WHO) deliver a Project Calendar.  This would be a specific list of actions to de done on a daily, weekly basis…with the end date being the due date of the project (the WHEN.)  You can put the milestone dates on your Calendar and the appropriate team members’ Calendars.  
Imagine if you accomplished even ONE highly productive project every week.  After 52 weeks would your business and your life be considerably different…better?  Oh, yeah!  
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