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10 Weeks Post Workshop Engager




Week 1 —Day 1

Focus

Because we don'tknow what is really important to us,
everything seems important.

Because 'euerything seems important,
we have to do everything.

Other people, unfortunately, see us as doing
everything, so they expect us to do everything.

Doing everything keeps us so busy, we don't have
time to think about what is really important to us.
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Week 1 — Day 2

Flease replytothis email, write to us
aboutyourtop three take aways from this workshop and how youwantte implement your learning with
yourteams

How do you Focus'
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Neset week we will FOCUS on THE TIME MATRIX. Here is an esesrcise for you. Think aind write down,
meast activities that you perform fallinte which Quadrant. This activity will be vital in identifying your el
pricritizs. Share with us the outcome of this exercize.
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- - Y e F The Productivity Pyramid - You need to believe that what you're doing is right and you needto stay
o .
-l I ] e - r focused Without a clear course inmind, it's very easy to be swayed by everybody s opinions -Jane
P Ly 5 ¥
F e _— ' E. Shaw
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. i . g ot & hope you have done your exercise on listing the activities thatyou do and in which Quadrant How
e L . "\-- We h have d listing the activities thatyou do and in which Quadrant H
b - _;l'_,l" . doyoufeel aboutit Worklowards completely avoiding working in Quadrant 3 & 4. Workin Quadrant 2
':-’ - fl a « with focus on pulling yourself out of Quadrant 1 §

“ Thisweekwe willwork on “Identifying Values” and "Set Goals™ steps of The Productivity Pyramid

Underlying Principle - When your daily activities are in concertwith your highest priorities, you
have a credible claim to inner peace -Hyrum Smith

Identify Values - The Productivity Pyramid has values atthe base because ourvalues represent what - o -
matters mostto us They are the source of our passions inlife, and they help us determine where we # r r .
focus ourenergies. Ourvalues should be the driving force behind virtually everything we do. Ifthey're o - LR
not ther,s a crackinthe base of ourlife’s monument -our own personal pyramid -that could mean that L - R
the entire structure is unstable e il &

Think aboutthe things you value most-e.g integrity, adventure, or balance -and use thevalue “ L =

waorksheet(s)in your FranklinCovey planning system to write them all down. Also write down the i
clarifying statements for eachvalue.
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Once you have your values defined and clarified, you are ready to define your roles.

SetGoals - A greatlife is created and built one step ata time, exactly like pyramids. Do you think the
anclemEgymlans started building without a blueprint of some kind? Goals are a type of blueprintfor
yourlife.

By identifying the roles, you can imagine how you wantto performin each role e g ifyou have a role
of spouse, a key atiribute may be that you are supportive. You will beginto think aboutways youwant
to behave, things you wantto accomplish.

Usethe Goal Planningworksheets to define a Goal Write down in detail and what it will take to
acomplishthe goal Give each goal atime frame thatwill help you measure your progress.
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Week 4

Life is Short

& hopeyou enjoyedtheVideo Inthe coming weekwe will Focus anthe "Flan Week
Productivity Pyramid.

1y step af The
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ACHITTING YOuRK HIGSEST PRICRITICE m

Toal
Thits wessk we: will work on "Plan Weekl”™ 530 of The Produciugy Pyramid
Bian Vifesity - Thines %05 10 Wieskly Plarning

1. Review pour rodes. The first step in weekly plarming Is B0 review
yor rolkes. Dot farget yoursein Trats e Sranpen e Saw roke and s
| Fiowr dimensions nofed on e Comi=ss. keen i mind et pour ks
iy crEnge froem fime B ime. Yo mEy find ere will B2 some Wesks
when your responsibllEles I 2 certaln role ane very minkmal. Thet
ooesnt necessarlly mean e roke goss away, bl you can be gratetul o
e ONE be5E Talke 10 Tk about IEt wesk Ned wesk pou might not be
=0 hackly!

2 Choooss B ROCKE. Your Dhg rocs ans ywur mos? imporant weskdy
priorfies. A ey ouesthon 10 3=k yoursell 35 you review your rakes and
chiase your big nocks b "iWiat ks e most important ing | cando
il rode Tils wesk et woukd e The greatest posRhe Impect™ I o
e o IFe Wi et question 1 e Snetront of your weekly plarming
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magine @ you are ghen 3 plle of rocs-s0me quiie targe. and same
Qule smEl- 200 pou 2ne 35ked 10 R 25 many of T2 rocks 25 possink
o @ bucke? The Dest way o 3c00mmodste all e rocks ks i place
ancurd Sem. Compans Fis o your wesk. Schedule e most imparant
Tings first, en schedale e less Impaiant 3sks anound em. The
resulT Higher productilty and faous on wour fighest prioriies

tran=iated into appalniments or t3sks for e week

Wt B0 schedule In your wesk
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e hiope your experiences with “identiing Values" and "5t Goals” of The Producthly Pyramid were
ipreat. e request you fo continue wsing e Value Warksheet Tool and e Goal Planning Worksheet
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Onoe you Ve jour bikg rock for each role, recond I under e appraprize roke. Yiou may nol aways
Pz 3 kg roeck 0T S0 rake, S U mEy SOme U WIs mone Ban ane kg rook for 3 particutar rake
Dont fonget your Sharpen e Saw nolke! Some of Te big rodks you Fowe chosen may also be

In Mirst, e M in B rest The power of weekly plarmning s to schedule e important bilg rocks first

Defore e small rocks M oD your wesk 3nd ey will! Your blg rocks can be ransisted o 1
ammointmenis and t3sks, OF DECOME 30 aneE of focus for e wesk The Ones TEtaremt sohecule- 1
ale," such a5 "Be 3 good listensar.” stay on your Weskly Compass Cand 25 a reminder. This ks also a

o Eime B0 rewiew your Master Task List and pour goals. wiilsh may eontzin some Rems pou will

2. Schaduls the wesk. The fird %ep to weekly planning |5t schedule e week Put f0se big Tocks j

Yo welll find Bt most of your kg rocks are Quadrand I {Impartant bt not urgent) iypes of fihgs. Oncs
ey are scheduled and jour wesk begins, dom et ofer urgent, b less Important, Bings teke Melr
place. Triks ks e key fo fEkng cortrol, being producive, 3nd Seling Balance In your week



Week 6

What big tasks can you put first?

YWe hope you enjoyed the Big Rocks Video. In the coming week we will Focus on the "Plan Daily"
step of The Productivity Pyramid.
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W Riope: jour experknces Wi Tidenatying Values”, "Sef Goals”, and "Plan Weskl" st of The
Productiiy Pyramid wens great. e nefosst you 10 continue using T valkue Wonksnest Tool and e
20 Planning Warkshest Toal and The Weskly Campass Tool

Tk wesk we Wil wark on "Plan Dally™ step of The Productviy Pyramid

Plan Dally - Wele made R 10 e top of e Produciigy Pyramid! Each moming youTl wanf fo 5=t
a35ide 5-10 minutes fo plan your day. As wilh weekly plamning, dally plarning Bss Bree Impartart

HEps
i ™ -
F 1. Cheek today's appointments Appolviments are feed commBments %0 jourssl of oiners o " =
WD p0u MiZve promitsad 0 deuois 3 CMaln amount of pour time. Sinos youve alneady blocksd out R W -
time In your schadule for Mese appalntments, you need ko plan e nemainder of pour dally t3sks a! o
around them. Theretre, 15 loghcal to stan each day by chedking jour Sppalmments gl L

2 Maks a realistic st A realistic lis? dossnt mean your sk 157 15 completely Mlked from top .
Icimom. in 2%, cuer-lling your task 115 oan cusnwinelm ou Emd mEke pou tsel ot of sontraHike eres : i "
m0 opporiunly for fexbliy or sporianey. nstead, once youle checked your appoiniments fr e .

day, determine e rumoer of remalning hours 2ucliEtle 3nd hen 1is 3 ressonable numiber of ks 10

e compisted In e Hime aciiEble

3. Prioritize (WBC. 123} AReT pou have 3 nealistlc 1ist of dally Bsks fo wark witn, s tme b0 priorkize

e list. PriorRizing aliows you 1o determine e vaiue and ander of e Rems on your 1%, 2nd keeps jou

from spending fme on Fings wou oot uEioe | prevents Te most importsnt eents in your I8 from

belng victimized by kess Imporiant activities, and ghes you an excelient oppariuniy fo delenmine

winene and on wist you need 1o Do your 3Rention and ensngy. "

PriorRIzing your list Is a5 easy 25 ABC, 123, The As, B=, and Ts represent he alue of eadh sk, and
e 15, 25, and 35 represent e ander or sequence In wihiksh you will accoemplish fhose Esks

Firally, ol nofles on e3ch plarning page 2 racking legend” Just aboe e Prioriized Dally Task
Lisi The symibals I e legend make & easy fo track your progress on each =k You will find symbols
Tt Shgnily your tasks e Desn compkeled, forwanted, deleisd, delegEted 0 SOME0ne lse OT ang
=1l In process

Appirirs v dbrdak:

Snane Wi US yOUr SDSTlencas 3nd on T8 SSnzlses Wi regand 10 The Produciviy Ryramid.
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Week 8

What do you need to
get control of your day?

YWe hope you enjoyed the Circles Video. Inthe coming week we will Focus on "My Planning
System"
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iVl hope your experiences Wil The Time hatrix and The ProductViy Pyramid were worrmilis. e
Strongly urge you 80 contirue using all e Tools TEt we v discussed S0 1. We are sure, Iy e
end of Tils Infenention fnere will e 3 measurable incresse In your personal and professional
DIOGUCINT

Techaalogy and foals ane wsefll and powarfl whan they are pour sanvant and nal pour masker -0

srephan AL Covey
Thiks wesk we Wil work on MY PLANNING 3Y 3TEM

* My Panning #ystem

A0 eTiesive plaming system ls inlegrated. Mablle. and Personzgized
Andlyse, Wit jou MEnage on 3 regular besks s THE CORE FOUR
- Appoiniments
» MolEs
- Coniads

Lise your paper plarning boal o marage THE CORE FOUR

Yol may wse 3 comibination of 3 Mobile & Home planning spstems a5 kong 38 Mey remaln inegrated
Foliowing) Is an Higsiration on now you may comibing hese
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Week 10

- FOCUS

ACHIEVING YOUR HIGHEST PRIORITIES

We sincerely hope thatyour journey with us and The Focus workshop, sofar, has beenworthwhile.

FPleasefeel absolutely free to write to us with your feedback and queries. We strive to make ourselves
betterand betterand yourfeedback is paramount and valuable to us.

We sincerelywish you successin all your endeavours.

Inthis wonderful journey an achieving your highest priorities, we leave you with a beautiful video.

Closing
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