The Washington Chaplains Association

Spring 2007

PERSONAL GROWTH

Instruction Sheet

Part 1: Define your unifying life principles.

Part 2: From your unifying life principles write your goals.

Part 3: Use a planner to review & organize goals and manage time so you can reach your goals (both at work and home).
When your thoughts are based on principles, your desired habit patterns will naturally follow. Your life is in focus when your actions are consistent with “who you are” and your efforts are leading toward your personal dream and vision.

Part 1:  Unifying Life Principles are a one-page summary of what defines you as a person. Unifying life principles are not goals, they are broad, general statements of “who you are.”  (Goals are developed from unifying life principles.)  Ensure that these unifying life principles are your very own, not what you think others would want them to be.  You must be honest with yourself!

Unifying Life Principle Process: Relax and meditate on the following questions as you define your unifying life principles:  What defines me as a person?  How do I want others to perceive me as a person?  What makes me happy?  What makes me cry?  What am I passionate about?  If my best friend were to write a eulogy, what would it say?
Assignment:  (1) Write down as many ideas of unifying life principles that come to your mind on sticky notes (one principle per sticky). (2) Arrange the stickies from highest personal priority to lowest priority (all are important).  (3) Write a brief paragraph outlining what each unifying life principles means. (4) Using page four, list out the ULP and it’s explanation.
Examples of Two Unifying Life Principles

1. Care for Other People Consider the needs of others as more important than my own.  Seek to build others through my actions and words.

2. Be Humble Free yourself from boasting, arrogance, egotism, self-centeredness.  Be teachable. 

Part 2: A Goal is a predetermined idea directed toward a desired result.  

Goal Process: Goals should be planned within the framework of your unifying principles.  Write them within reach of what you believe you can achieve, make them specific and measurable, keep them simple and see that they are your very own goals. 

Example Goals are shared on the page five.  Write at least three goals of our own for each category (you may use the ones listed as examples if they apply to you).  Goals in each category will touch all the major areas in your life. Remember the “Balanced Wheel”?
Part 3: The Day Planner houses your printed/laminated unifying life principles and your goals (place them in the front of the planner).  It is used to organize your personal life, your professional life, and your social life.

Day Planner Process: Place your unifying life principles and goals in the front of your planner and review them as you set your daily goals.  Use the planner to organize your daily task list to reach your vision and meet your work responsibilities.  Check the action list off as you complete tasks.  Add new tasks.  Keep focused and prioritize based on unifying life principles.  Carry the Planner with you wherever you go.  Use the calendar to prevent overbooking or missing appointments.  Use the planner pages as a notepad to capture all important ideas and conversations.
 MY UNIFYING LIFE PRINCIPLES

Name _______________________

Date ________________________

1.  ULP_____________________________________

(clarifying paragraph)___________________________________________

___________________________________________

___________________________________________

___________________________________________

2. ULP_____________________________________

(clarifying paragraph)___________________________________________

___________________________________________

___________________________________________

___________________________________________

3. ULP_____________________________________

(clarifying paragraph)___________________________________________

___________________________________________

___________________________________________

___________________________________________

4. ULP_____________________________________

(clarifying paragraph)___________________________________________

___________________________________________

___________________________________________

___________________________________________

5. ULP_____________________________________

(clarifying paragraph)___________________________________________

___________________________________________

___________________________________________

___________________________________________

6. ULP_____________________________________

(clarifying paragraph)___________________________________________

___________________________________________

___________________________________________

___________________________________________

7. ULP_____________________________________

(clarifying paragraph)___________________________________________

___________________________________________

___________________________________________

___________________________________________

8. ULP_____________________________________

(clarifying paragraph)___________________________________________

___________________________________________

___________________________________________

___________________________________________

9. ULP_____________________________________

(clarifying paragraph)___________________________________________

___________________________________________

___________________________________________

___________________________________________

 MY GOALS

Name _______________________

Date ________________________
Spiritual

1.  Study lessons on spirituality

2.

3.

4.

Physical/Recreational

1. Exercise 20 minutes twice per week for a month.

3.

4.

Intellectual/Cultural
1.  Listen to a positive mental attitude tape each day for a month.
3.

4.

Professional

1.  This week ask your boss to help you develop 3 professional goals for the year.

3.

4.

Social

1. Meet a neighbor.

3.

4.

Financial
1. Read “Rich Dad, Poor Dad” and “The Richest Man in Babylon.”
3.

4.

Family

1. Go swimming with your kids.

3.

4.

Time Management

1. Begin using a day planner this week.

3.

4.

Personal

1. Read “Time Power” by Dr. Charles Hobbs.

3.

4.

Leadership

1.  Read “The 21 Irrefutable Laws of Leadership” by Dr. John Maxwell
2.  

3.

4.

Time Management Using a Datebook Organizer

SETTING GOALS

What is a goal?   A goal is a predetermined idea directed to a desired result.

How to plan goals:  (true or false:  “Things that don't get planned don't get done.”)

1. Plan them within the framework of the UNIFYING LIFE PRINCIPLES. 

2. Plan them WITHIN REACH of what you believe you can accomplish.

3. WRITE the goal down.

4. Make the goals SPECIFIC.

5. Write the goals so that the results can be MEASURED.

6. See that the goal is YOUR VERY OWN.

7. Seek appropriate HELP.

8. Ask: "Am I willing to PAY THE PRICE?' ' (Note: There is always a price to pay, be it in time, money, relationships, etc.)

9. Keep it SIMPLE. (Could a total stranger look at your goal and have a good understanding of the desired end result?)

10. Remember, one of the tragedies of life is not in not achieving a goal, but it is in having no goal to achieve.

Time is the occurrence of events one after another.  Management is the act of controlling.  Therefore, TIME MANAGEMENT IS THE ACT OF CONTROLLING EVENTS.  

There was never a problem without a solution, and the key solution is planning. Planning is bringing future events into the present so something can be done about them now.

TIME MANAGEMENT

Dr. Charles Hobbs developed the Theory of Accessibility.  The Theory states: If you would induct yourself into a skill, an element of knowledge, or a goal, make that skill, knowledge or goal directly, continuously and meaningfully accessible to yourself.  (Have you noticed how most families have their TV set in the front room?  Ever wonder why it's on all the time?  It's accessible!).  That's why we want to use the datebook organizer with our goal cards (or sheets) right in front.  And that’s why we want to have our organizer with us at all times.
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What I have found to be the case is that carrying the datebook organizer with me is not much of an inconvenience, actually, it is so useful that any inconvenience pales by the utter usefulness of having a pen, paper, phone numbers, goals, and to-do list handy at all times.

The datebook organizer will be where the DAILY GOALS are carried out.  Each goal will be identified as either an A, B, or C.  Then all the A's will be prioritized as A1, A2, A3, etc., the same with the B's and C's.  There is room to list Daily Goals at work, Daily Goals from Personal Life, and Time Management Goals.  

In the morning, spend approximately 15 minutes reviewing your Goal cards (or sheets).  Then, draw from the Personal Life Goals to enter in one or more goals for THIS DAY.

Next, when you arrive at work, spend another 15 minutes (or so) scheduling activities that will help you achieve some of your Goals At Work.

Then, enter in other matters in the action list that will require attention that day.

Then, prioritize the list.
Finally, carry the datebook with you wherever you go.  When something on your list is accomplished, CHECK IT OFF.  But also, if you have your datebook with you, and you get an idea such as...

...a gift I need to purchase

...a letter I need to write

...a person I need to call

...a question I need to ask Jamie when I see her again

...I need to buy some milk on the way home

...you already have an instant notepad with you, complete with the space for the day you need to complete the task.  Each page of the datebook has space for appointments, and the right-hand side of the two-page per day Day-Timer datebook organizer serves as a notepad for those items that come up during the day.

THE SYSTEM IS PRICELESS, YOU HAVE A METHOD OF ORGANIZING YOUR UNIFYING PRINCIPLES, AND A WAY TO TRANSLATE THEM INTO TANGIBLE GOALS.  THEN, WITH THE DAY-TIMER DATEBOOK, YOU HAVE A TOOL TO KEEP YOUR GOALS BEFORE YOU AS WELL AS A PLACE TO RECORD IMPORTANT INFORMATION THAT YOU DON'T WANT TO LOSE OR LET SLIP THROUGH THE CRACKS.  IT WORKS.  IT REALLY WORKS!

Some parting thoughts: Do not confuse “Urgent” with “Vital.”  Vital is something that needs to be done to carry out your goals.  Urgent is like a ringing phone - out of nowhere comes something that requires your attention.  The Question?  What gets done - the vital or the urgent?  Usually, the urgent - UNLESS YOU HAVE A PLAN, AND WE HAVE A PLAN!

Dr. Hobbs has defined the Principle of Self-Unification. He states that as you form a congruity between what you believe to be right and how you perform, you will experience the highest form of personal productivity.  He further states that there is a reality that few people recognize.  An individual cannot effectively manage time without personal congruity, and congruity is not possible without clearly defined values that are brought under control in personal thought and performance. |

I would definitely recommend the purchase of the book TIME POWER. It costs around $10 (paperback) and is a good investment.  In the book are many examples of Unifying Life Principles, along with all of the information covered in this seminar.  I would also recommend acquisition of a Day-Timer or Franklin brand datebook organizer.  They are printed on the highest quality of paper, and are extremely durable. 

Other time management references are available, but, having read many of them, I can say that the TIME POWER approach is the only one that incorporates the professional and personal life, and makes ones actions, 24 hours a day, congruent with their deepest feelings.
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Summary of What to Do…





First month…


Use a time log to find out where your time goes. Suggest two weeks minimum, three weeks is better. Simply record what you do. Categories in addition to the above could be: email, visitation, mentoring, training, etc. Study it to find out where most of your time goes and set goals to improve.


Order the book Time Power by Dr. Charles Hobbs; start to read it.


Order a 2-page per day Day-Timer or Franklin Planner pocket or junior planner for one year (do not get the senior size, it’s just too big). Go on-line to look at the choices. I have used both the pocket and junior and like them both.


Create your Unifying Principles.


Create your goals (long term and intermediate range)





Second Month…


Begin using the planner.


Complete reading the book Time Power.


Transfer your Unifying Principles to some cards and store them in your planner.


Transfer your long term goals onto some cards and store them in your planner.


Set time management goals and work a new one each day (or every few days).





Planner Use…


When you make an appointment, the first thing you do is write the time and a word or two about the appointment in the month-at-a-glance calendar.


Then, go to the date of the appointment in your daily planner and enter it there. If any preparation has to occur for this appointment, back up the necessary days in your daily planner and enter those tasks there.


Use the the planner to record meetings, impressions, notes, etc. on the day they occur.


On the TO DO list, from the top down enter WORK daily tasks, from the bottom up, enter PERSONAL tasks.


Prioritize your tasks – do the A’s first. You always have time to do what is the first priority!





Time Log


An electronic time log is at � HYPERLINK "http://www.bobjordan.net/personal/rfj/timelog.xls" ��http://www.bobjordan.net/personal/rfj/timelog.xls� 








