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This book is dedicated to my dear friend
and business associate Joe Traina,
a great friend, advisor, and mentor and
one of the most intensely goal-oriented people

I have ever had the honor to know.



Introduction:
Success Is Goals

Welcome to the second edition of Goals! Since this book was
first released in 2003, it has sold hundreds of thousands of
copies and been published in more than twenty languages.
It has become the bestselling book on goal-achievement in
history.

We have now decided to rewrite and upgrade Goals! to
make it more helpful and faster acting for people living in
more uncertain economic times. Three wonderful profes-
sional writers and critics have reviewed this book from cover
to cover and offered excellent ideas to make it more helpful
to more people. I want to thank Katherine Armstrong, Sara
Jane Hope, and Janice Rutledge for their insights and wis-
dom. This new edition is immeasurably improved as a result.

I especially want to thank my friend and colleague Cord
Cooper for going through the manuscript of the book to
revise, rewrite, add new material, and generally make the
entire structure more enjoyable and easier to read.

This book is for ambitious people who want to get ahead
taster. If this is the way you think and feel, you are the person
for whom this book is written. The ideas contained in the
pages ahead will save you years of hard work in achieving the
goals that are most important to you.
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I have spoken more than five thousand times in fifty-four
countries before audiences of as many as twenty-five thou-
sand people. My seminars and talks have varied in length
from five minutes to five days. In every case, I have focused
on sharing the best ideas I could find on the particular sub-
ject with that audience at that moment.

After countless talks on various themes, if I was given only
five minutes to speak to you and I could convey only one
thought that would help you to be more successful, I would
tell you this: “Write down your goals, make plans to achieve
them, and work on your plans every single day”

This advice, if you followed it, would be of more help to
you than almost anything else you could ever learn. Many
university graduates have told me that this simple concept
has been more valuable to them than four years of study. This
idea has changed my life and the lives of millions of other
people. It will change yours as well.

The Turning Point

A group of successful men got together in Chicago some
time ago to talk about the experiences of their lives. All of
them were millionaires and multimillionaires. Each of them
had started from nothing many years before. Like most
successful people, they were both humble and grateful for
what they had achieved and for the blessings that life had
bestowed upon them.

As they discussed the reasons why they had managed to
achieve so much in life, the wisest man among them spoke
up and said that, in his estimation, “success is goals, and all
else is commentary.” After a few moments of silence, each of
the others nodded and agreed.
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Your time and life are precious. The biggest waste of time
and life is to spend years accomplishing something that you
could have achieved in only a few months. By following the
proven processes of goal setting and goal achieving laid out in
this book, you will accomplish vastly more in a shorter period
than you ever imagined before. The speed at which you move
upward will amaze you and all the people around you.

Follow the Leaders, Not the Followers

By following these simple and easy-to-apply methods and
techniques, you can move quickly from rags to riches in the
months and years ahead. You can transform your experience
from one of poverty and frustration to one of affluence and
satisfaction. You can go far beyond your friends and family
and achieve more in life than most other people you know.

I have found, over and over, that a person of average intel-
ligence with clear goals will run circles around a genius who
is not sure what he or she really wants.

My personal mission statement has not changed in years.
It is “To help people achieve their goals faster than they ever
would in the absence of my help”

This book contains the distilled essence of all that I have
learned in the areas of success, achievement, and goal attain-
ment. By following the steps explained in the pages ahead,
you will move to the front of the line in life.

For my children, this book is meant to be a road map and
a guide to help you get from wherever you are to wherever
you want to go. For my friends and readers of this book, my
reason for writing it is to give you a proven system that you
can use to move onto the fast track in your own life.

Welcome! A great new adventure is about to begin.
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Viktor Frankl, the founder of Logotherapy, wrote that the
greatest need of human beings is for a sense of meaning and
purpose in life, for a goal to work toward.

Goals give you that sense of meaning and purpose, a clear
sense of direction. As you move toward your goals you feel
happier and stronger. You feel more energized and effec-
tive. You feel more competent and confident in yourself
and your abilities. Every step you take toward your goals
increases your belief that you can set and achieve even big-
ger goals in the future.

More people today fear change and worry about the future
than at any other time in our history. One of the great ben-
efits of goal setting is that goals enable you to control the
direction of change in your life. Goals enable you to ensure
that the changes in your life are largely self-determined and
self-directed. Goals enable you to instill meaning and pur-
pose into everything you do.

One of the most important teachings of Aristotle, the
Greek philosopher, was that man is a teleological organism.
The Greek word teleos means “goals” or “purpose.” Aristotle
concluded that all human action is purposeful in some way.
You are happy only when you are doing something that is
moving you toward something that you want. The great
questions then become: What are your goals? What pur-
poses are you aiming at? Where do you want to end up at
the end of the day?

You Hold the Key

Setting goals, working toward them day by day, and ulti-
mately achieving them is the key to happiness in life. Goal
setting is so powerful that the very act of thinking about your
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goals makes you happy, even before you have taken the first
step toward achieving them.

To unlock and unleash your full potential, you should
make a habit of daily goal setting and achieving for the rest of
your life. You should develop a laser-like focus so that you are
always thinking and talking about what you want rather than
what you don’t want. You must resolve, from this moment
forward, to become a goal-seeking organism, like a guided
missile or a homing pigeon, moving unerringly toward the
goals that are important to you.

There is no greater guarantee of a long, happy, healthy, and
prosperous life than for you to be continually working on
being, having, and achieving more and more of the things
you really want. Clear goals enable you to release your full
potential for personal and professional success. Goals enable
you to overcome any obstacle and to make your future
achievement unlimited.
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GET STARTED: UNLOCK YOUR POTENTIAL

1. Imagine that you have the inborn ability to achieve any
goal you could ever set for yourself. What do you really
want to be, have, and do?

2. Identify the activities that give you your greatest sense
of meaning and purpose in life. How could you do
more of them?

3. Look at your personal and work life today, and identify
how your own thinking has created your world. What
should you or could you change?

4. Resolve today to think and talk only about the things
you want in life and refuse to talk about the things you
don’t want.

5. Determine the price you will have to pay to achieve the
goals that are most important to you, and then resolve
to pay that price, starting today.

6. Imagine that you were absolutely guaranteed of success
in achieving your goals and that you had no fears at all.
What goals would you set for yourself?

7. What one action should you take immediately as the
result of your answers to the above questions?




2
Take Charge
of Your Life

A man, as a general rule, owes very little to what
he is born with—a man is what he makes of himself.

ALEXANDER GRAHAM BELL

When I was twenty-one, I was broke and living in a small
one-room apartment in the middle of a very cold winter,
working on a construction job during the day. In the eve-
ning, I usually couldn't afford to go out of my apartment,
where at least it was warm, so I had a lot of time to think.

One night as I sat at my small kitchen table, I had a great
flash of awareness. It changed my life. I suddenly realized
that everything that would happen to me for the rest of my
life was going to be up to me. No one else was ever going to
help me. No one was coming to the rescue.

I was thousands of miles from home with no intentions of
going back for a long time. I saw clearly at that moment that
if anything in my life were going to change, it would have to
begin with me. If I didn’t change, nothing else would change.
I was responsible.

17
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The Great Discovery

I still remember that moment. It was like a first parachute
jump—both scary and exhilarating. There I was, standing on
the edge of life. And I decided to jump. From that moment
onward, I accepted that I was in charge of my life. I knew that
if I wanted my situation to be different, I would have to be
different. Everything was up to me.

I later learned that when you accept complete responsi-
bility for your life, you take the giant step from childhood
to adulthood. Sadly enough, most people never do this. I
have met countless men and women in their forties and fif-
ties who are still grumbling and complaining about unhappy
experiences in their past and still blaming their problems on
other people and circumstances. Many people are still angry
about something that one of their parents did or did not do
to or for them twenty or thirty or even forty years ago. They
are trapped in the past and they can’t get free.

Your Worst Enemies

The greatest enemies of success and happiness are negative
emotions of all kinds. Negative emotions hold you down, tire
you out, and take away all your joy in life. Negative emotions,
from the beginning of time, have done more harm to indi-
viduals and societies than all the plagues of history.

One of your most important goals, if you want to be truly
happy and successful, is to free yourself from negative emo-
tions. Fortunately, you can do this if you learn how.

The negative emotions of fear, self-pity, envy, jealousy,
feelings of inferiority, and ultimately anger are mostly caused
by four factors. Once you identify and remove these factors



TAKE CHARGE OF YOUR LIFE 19

from your thinking, your negative emotions stop automati-
cally. When your negative emotions stop, the positive emo-
tions of love, peace, joy, and enthusiasm flow in to replace
them, and your whole life changes for the better, sometimes
in a matter of minutes or even seconds.

Stop Justifying

The first of the four root causes of negative emotions is justi-
fication. You can be negative only as long as you can justify to
yourself and others that you are entitled to be angry or upset
for some reason. This is why angry people are continually
explaining and elaborating on the reasons for their negative
feelings. However, if you cannot justify your negativity, you
cannot be angry.

For example, a person is laid off from a job due to a
change in the economy and declining sales in the company.
This happens all the time and to almost everyone, sooner
or later. However, the individual becomes angry with his
boss for this decision and justifies his anger by describing
all the reasons why his being laid off is unfair. He can even
get himself so incensed that he decides to sue or get even
in some way. As long as he continues to justify his nega-
tive feelings toward his boss and the company, his nega-
tive emotions control him and occupy much of his life and
thinking.

However, as soon as he says, “Well, I've been laid off. These
things happen. It's not personal. People get laid off all the
time. I guess I'd better get busy finding a new job,” his nega-
tive emotions vanish. He becomes calm, clear, and focused
on the goal and on the steps he can take to get back into the
workforce. As soon as he stops justifying, he becomes a more
positive and effective person.
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Refuse to Rationalize and Make Excuses

The second cause of negative emotions is rationalization.
When you rationalize, you attempt to give a “socially accept-
able explanation for an otherwise socially unacceptable act”

You rationalize to explain away or put a favorable light on
something that you have done that you feel bad or unhappy
about. You excuse your actions by creating an explanation that
sounds good, even though you know that you were probably
an active agent in whatever occurred. You often create com-
plex ways of putting yourself in the right by explaining that
your behavior was really quite acceptable, all things consid-
ered. This rationalizing keeps your negative emotions alive.

Rationalization and justification always require that you
make someone or something else the source or cause of your
problem. You cast yourself in the role of the victim, and you
make the other person or organization into the oppressor or
the “bad guy”

Rise Above the Opinions of Others

The third cause of negative emotions is an overconcern or
a hypersensitivity about the way other people treat you. For
some people, their entire self-image is determined by the
way other people speak to them, talk to them or about them,
or even look at them. They have little sense of personal value
or self-worth apart from the opinions of others, and if those
opinions are negative for any reason, real or imagined, the
“victim” immediately experiences anger, embarrassment,
shame, feelings of inferiority, and even depression, self-pity,
and despair. This explains why psychologists say that almost
everything we do is to earn the respect of others or at least
to avoid losing their respect. The key to dealing with this
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concern about what other people are thinking is to realize
that no one is really thinking about you at all. Most people
are so preoccupied with themselves and the details of their
own lives that they have little or no time to think very much
about others. It has been said, “If you really knew how little
others think about you, you would be insulted”

Realize That No One Else Is Responsible

The fourth cause of negative emotions, and the worst of all,
is blaming. When I draw the “Negative Emotions Tree” in my
seminars, I illustrate the trunk of the tree as the propensity
to blame other people for our problems. Once you cut down
the trunk of the tree, all the fruits of the tree—all the other
negative emotions—die immediately, just as all the lights go
out on a Christmas tree when you jerk the plug out of the
socket.

Responsibility Is the Antidote

The antidote for negative emotions of all kinds is for you to
accept complete responsibility for your situation. You can-
not say the words “I am responsible!” and still feel angry. The
very act of accepting responsibility short-circuits and cancels
out any negative emotions you may be experiencing.

The discovery of this simple but powerful affirmation, “I
am responsible,” and its ability to instantly eliminate negative
emotions was a turning point in my life, as it has been for
many hundreds of thousands of my students.

Just imagine! You can free yourself from negative emo-
tions and begin taking control of your life by simply saying,
“I am responsible
for any reason.

1”

whenever you start to feel angry or upset
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It is only when you free yourself from negative emotions
by accepting complete responsibility that you can begin to
set and achieve goals in every area of your life. It is only when
you are free, mentally and emotionally, that you can begin to
channel your energy and enthusiasm in a forward direction.
Without the acceptance of complete personal responsibility,
no progress is possible. On the other hand, once you accept
total responsibility for your life, there are no limits on what
you can be, do, and have.

Stop Blaming Others

From now on, you should refuse to blame anyone for any-
thing—past, present, or future. As Eleanor Roosevelt said,
“No one can make you feel inferior without your consent.”
Buddy Hackett, the comedian, once said, “I never hold
grudges; while you're holding grudges, they’re out dancing!”

From this point forward, refuse to make excuses or to jus-
tify your behaviors. If you make a mistake, say, “I'm sorry;’
and get busy rectifying the situation. Every time you blame
someone else or make excuses, you give your power away.
You feel weakened and diminished. You feel negative and
angry inside. Refuse to do it.

Control Your Emotions

To keep your mind positive, refuse to criticize, complain
about, or condemn other people for anything. Every time
you criticize someone else, complain about something you
don’t like, or condemn someone else for something that he
or she has done or not done, you trigger feelings of negativity
and anger within yourself. And you are the one who suffers.
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Your negativity doesn't affect the other person at all. Being
angry with someone is allowing him or her to control your
emotions, and often the entire quality of your life, at long
distance. This is just plain silly.

Gary Zukav says in his book The Seat of the Soul, “Positive
emotions empower; negative emotions disempower.” Posi-
tive emotions of happiness, excitement, love, and enthusi-
asm make you feel more powerful and confident. Negative
emotions of anger, hurt, or blame weaken you and make you
hostile, irritable, and unpleasant to be around.

Once you decide to accept complete responsibility for
yourself, your situation, and everything that happens to you,
you can turn confidently toward your work and the affairs of
your life. You become “the master of your fate and the cap-
tain of your soul”

See Yourself as Self-Employed

From this moment forward, see yourself as the president of
your own personal services corporation. View yourself as
self-employed. See yourself as being in complete charge of
every part of your life and career. Remind yourself that you
are where you are and what you are because of what you have
done or failed to do. You are very much the architect of your
own destiny.

You Choose, You Decide

In a larger sense, you are earning today exactly what you
have decided to earn, no more and no less. If you are not
happy with your current income, decide to earn more. Set it
as a goal, make a plan, and get busy doing what you need to
do to earn the amount you want to earn.
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inheritance of Western man to have feelings of inferiority
that start in childhood and often continue through adult life.

Many people, because of their negative beliefs, most of
which are erroneous, falsely consider themselves to be lim-
ited in intelligence, talent, capability, creativity, or skill of
some kind. In virtually every case, these beliefs are false.

The fact is that you have more potential than you could
ever use in your entire lifetime. No one is better than you and
no one is smarter than you. People are just smarter or better
in different areas at different times.

You Could Be a Genius

According to Dr. Howard Gardner of Harvard University,
the founder of the concept of multiple intelligences, you pos-
sess at least ten different intelligences, in any one of which
you might be a genius.

Unfortunately, only two intelligences are measured and re-
ported throughout school and university: verbal and mathe-
matical. But you could be a genius in the areas of visual-spatial
intelligence (art, design), entrepreneurial intelligence (busi-
ness start-ups), physical or kinesthetic intelligence (sports),
musical intelligence (playing musical instruments, writing
music), interpersonal intelligence (getting along well with
others), intrapersonal intelligence (understanding yourself
at a deep level), intuitive intelligence (sensing the right thing
to do or say), artistic intelligence (creating works of art), or
abstract intelligence (physics, science).

As the sign on the wall of an inner-city school reads, “God
don’t make no junk” Each person is capable of achieving ex-
cellence in some way, in some area. You have within you,
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right now, the ability to function at genius or exceptional
levels in at least one and perhaps several different areas. Your
job is to find out which one.

Your responsibility to yourself is to cast off all these self-
limiting beliefs and accept that you are an extraordinarily
capable and talented person. You are engineered for great-
ness and designed for success. You have competencies and
capabilities that have never been tapped. You have the abil-
ity within yourself, right now, to accomplish almost any
goal you can set for yourself if you are willing to work long
enough and hard enough to achieve it.

Your Beliefs Are Acquired, Not Inborn

The good news about beliefs is that all beliefs are learned.
They can therefore be unlearned, especially if they are not
helpful. When you came into the world, you had no beliefs
at all—about yourself, your religion, your political party,
other people, or the world in general. Today, you “know” a
lot of things. But, as the comic Josh Billings once wrote, “It
ain’t what a man knows what hurts him. It’s what he knows
what ain’t true”

Many things that you know about yourself are simply not
true. And these are almost always self-limiting beliefs. The
starting point of unlocking more of your potential is for you
to identify your self-limiting beliefs and then ask, “What if
they were not true at all?”

What if you were possessed of an extraordinary abil-
ity in an area where you didn’t think you were very good,
such as selling, entrepreneurship, public speaking, or money
making?
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Think of Yourself Differently

I have taught these principles to tens of thousands of people
throughout the world. I have file drawers full of letters and
e-mails from people who had never heard this idea of self-
limiting beliefs before. But once they heard it, they changed
their entire attitudes toward themselves. They began to see
themselves as far more competent and capable in key areas
of their lives than they had ever been before.

In no time at all, they began transforming their lives and
changing their results. Their incomes doubled and tripled
and quadrupled. Many of them became millionaires and
multimillionaires. They went from the bottom of their com-
panies to the top, from poor performers in their companies
to some of the best, and sometimes to the highest earning
people in their businesses.

After they changed their beliefs about themselves and
their personal potentials, they learned new skills and took on
new challenges. They set bigger goals and threw their whole
hearts into achieving them. By questioning their beliefs and
by refusing to accept that they were limited in any way, they
took complete charge of their lives and careers and created
new realities for themselves. And what countless others have
done, you can do as well.

Select the Beliefs You Want

Imagine that there was a “Belief Store,” very much like a
computer software store, where you could purchase a belief
to program into your subconscious mind. If you could
choose any set of beliefs at all, which beliefs would be the
most helpful to you?
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Here is my suggestion. Select this belief: “I am destined to
be a big success in life”

If you absolutely believe that you are destined to be a big
success, you will walk, talk, and act as if everything that hap-
pens to you in life is part of a great plan to make you suc-
cessful. And as it happens, this is how the top people think
in every field.

Look for the Good

Successful people look for the good in every situation. They
know that it is always there. No matter how many reversals
and setbacks they experience, they expect to get something
good out of everything that happens to them. They believe
that every setback is part of a great plan that is moving them
inexorably toward achieving the great success that is inevi-
table for them.

If your beliefs are positive enough, you will seek the valu-
able lesson in every setback or difficulty. You will confidently
believe that there are many lessons that you have to learn on
the road to achieving and keeping your ultimate success. You’ll
therefore look upon every problem as a learning experience.
Napoleon Hill wrote, “Within every difficulty or obstacle,
there is the seed of an equal or greater advantage or benefit”

With this kind of an attitude, you benefit from every-
thing that happens to you, positive or negative, as you move
upward and onward toward achieving your goals.

Act Your Way into Feeling

The Law of Reversibility in psychology and metaphysics says,
“You are more likely to act yourself into feeling a particular
way than you are to feel yourself into acting”
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What this means is that when you start, you may not feel
like the great success that you desire to be. You will not have
the self-confidence that comes from a record of successful
achievement. You will often doubt your own abilities and
fear failure. You will feel that you are not good enough, at
least not yet.

But if you “act as if” you were already the person you de-
sire to be, with the qualities and talents that you desire to
have, your actions will generate the feelings that go with
them. You will actually act yourself into feeling the way you
want to feel by the Law of Reversibility.

If you want to be one of the top people in your business,
dress like the top people. Groom yourself like the top people.
Organize your work habits the way they do. Pick the most
successful people in your field and use them as your role
models. If possible, go to them and ask them for advice on
how to get ahead more rapidly. And whatever advice they
give you, follow it immediately. Take action.

When you start to walk, talk, dress, and behave like the
top people, you soon will begin to feel like the top people.
You will treat other people like the top people do. You will
work the way the top people work. You will start to get the
results that the top people get. In no time at all, you will be
one of the top people yourself. It may be trite to say “Fake it
until you make it!” but there is a lot of truth to it.

The Secret of a Sales Manager

A friend of mine is a very successful sales manager. After he
carefully interviewed and then selected a new salesman, he
would take the salesman to a Cadillac dealership and insist
that he trade in his old car for a new Cadillac. The salesman
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would usually balk at the idea. He would be frightened of the
cost of the car and the huge monthly payments involved. But
the sales manager would insist that he buy the Cadillac as a
condition of employment.

What do you think happened afterward? First, the salesman
would drive the car home. His wife would almost have a heart
attack when she saw that he had bought a new Cadillac. But
after she had settled down, he would take her for a ride around
the neighborhood in the new car. The neighbors would see
them driving in a new Cadillac as he waved on the way past.
He would park his new Cadillac in front of his house or in his
driveway. People would come over and admire it. Gradually,
imperceptibly, at a subconscious level, his attitude toward
himself and his earning potential would begin to change.

Within a few days, he would begin to see himself as the
kind of person who drove a new Cadillac. He would see him-
self as a big money earner in his field, one of the top per-
formers in his industry. And time after time, almost without
fail, the salespeople in this organization became sales super-
stars. Their sales performance jumped and they earned more
than they ever had before. Soon the payments on the new
Cadillac were of no concern because their incomes were so
much greater.

Create the Mental Equivalent

Emmet Fox once said, “Your main job in life is to create the
mental equivalent within yourself of what you want to real-
ize and enjoy in your outer world.”

Your focus must be on creating the beliefs within your-
self that are consistent with the great success you want to be
in your outer world. You achieve this by challenging your
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self-limiting beliefs, rejecting them, and then acting as if
they did not exist.

You reinforce the development of new, life-enhancing be-
liefs by increasing your knowledge and skills in your field to
the point where you feel equal to any demand or challenge.
You accelerate the development of new, positive beliefs by
setting bigger and more exciting goals in every area. Finally,
you act continually as if you were already the person that you
desire to be.

Your aim is to reprogram your subconscious mind for
success by creating the mental equivalent in everything you
do or say.

Behave Consistent with Your New Self-Image

You develop new beliefs by taking actions consistent with
those beliefs. You act as if you believe that you already have
the capabilities and competencies you want. You behave like
a positive, optimistic, and cheerful person toward everyone.
You act as if your success is already guaranteed. You act as
if you have a secret guarantee of success and only you know
about it.

You realize that you are developing, shaping, and control-
ling the evolution of your own character and personality by
everything that you do and say every single day.

Since you become what you think about, you should only
say and do what is consistent with your self-ideal, the person
you most aspire to be, and your long-term future ideals. You
should only think and talk about the qualities and behav-
iors that are moving you toward becoming the person you
want to be and toward achieving the goals that you want to
achieve.
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Make a Decision

Make a decision this very day to challenge and reject any self-
limiting beliefs that you might have that could be holding you
back. Look into yourself and question the areas of your life
where you have doubts about your abilities or talents. You
might ask your friends and family members if they see any
negative beliefs that you might have. Often, they will be aware
of self-limiting beliefs you have that you are not aware of
yourself. In every case, once you have identified these nega-
tive beliefs, ask yourself, what if the opposite were true?

What if you had the ability to be extraordinarily success-
ful in an area where you currently doubt yourself? What if
you had been programmed from infancy with genius ability
in that particular area? For example, what if you had within
you, right now, the ability to earn and keep all the money
you could ever want, throughout your life? What if you had
a “golden touch” with regard to money?

If you absolutely believed these ideas to be true, what
would you do differently from what you are doing today?

Keep Your Words and Actions Consistent

Your beliefs are always manifested in your words and ac-
tions. Make sure that everything you say and do from now
on is consistent with the beliefs that you want to have and
the person that you want to become. In time, you will re-
place more and more of your self-limiting beliefs with
life-enhancing beliefs. Over time, you will completely re-
program yourself for success. When this occurs, the trans-
formation that takes place in your outer life will amaze you
and all the people around you.
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ANALYZE YOUR BELIEFS

1. “Actas if!” If you were one of the most competent and
highly respected people in your field, how would you
think, act, and feel differently from the way you do
today?

2. Imagine that you have a “golden touch” with money.
If you were an extremely competent money manager,
how would you handle your finances?

3. Identify the self-limiting beliefs that could be holding
you back. How would you act if they were completely
untrue?

4. Select a belief that you would most like to have about
yourself at a deep inner level. Pretend as if you already
believe this to be true about yourself.

5. Look into the most difficult situation you are dealing
with right now. What valuable lessons does it contain
that can help you to be better in the future?

6. What would you do differently if you believed that you
were destined to be a big success in life?

7. Who else in your life could you influence by telling them
how good they are and how successful you think they
are going to be?




4)
Create Your
Own Future

You will become as small as your controlling desire;
as great as your dominant aspiration.

JAMES ALLEN

In more than thirty-three hundred studies of leaders con-
ducted over the years, there is a special quality that stands
out, one quality that all great leaders have in common. It is
the quality of vision. Leaders have vision. Nonleaders do not.

Earlier I said that perhaps the most important discovery
in all of human history is that you become what you think
about most of the time. What is it then that leaders think
about most of the time? The answer is that leaders think
about the future and where they are going and what they
can do to get there.

Nonleaders, on the other hand, think about the present
and the pleasures and problems of the moment. They think
and worry about the past and what has happened that cannot
be changed.
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Think About the Future

We call this leadership quality “future orientation.” Leaders
think about the future and what they want to accomplish and
where they want to arrive sometime down the road. Leaders
think about what they want and what can be done to achieve
it. The good news is that when you begin to think about your
future as well, you begin to think like a leader, and you will
soon get the same results that leaders get.

Dr. Edward Banfield of Harvard University concluded,
after more than fifty years of research, that “long-time per-
spective” was the most important determinant of financial
and personal success in life. Banfield defined long-time per-
spective as the “ability to think several years into the future
while making decisions in the present.”

This is one of the most important discoveries ever made.
Just think! The further you think into the future, the bet-
ter decisions you will make in the present to assure that that
future becomes a reality.

Create a Five-Year Fantasy

In personal strategic planning, you should begin with a long-
term view of your life. You should begin by practicing ideal-
ization in everything you do. In the process of idealization,
you create a five-year fantasy for yourself and begin thinking
about what your life would look like in five years if it were
perfect in every respect.

Imagine No Limitations

By combining idealization and future orientation, you cancel
or neutralize the process of self-limitation. You imagine for
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the moment that you have no limitations at all. You imagine
that you have all the time, talents, and abilities you could
ever require to achieve any goal you could set for yourself.
No matter where you are in life, you imagine that you have
all the friends, contacts, and relationships you need to open
every door and achieve anything you could really want. You
imagine that you have no limitations whatsoever on what
you could be, have, or do in the pursuit of the goals that are
really important to you.

Practice Blue-Sky Thinking

In Charles Garfield’s studies of “peak performers,” he made
an interesting discovery. He analyzed men and women who
had achieved only average results at work for many years
but who suddenly exploded into great success and accom-
plishment. He found that at the “take-oft point,” every
one of them began engaging in what he called “blue-sky
thinking”

In blue-sky thinking, you imagine that all things are pos-
sible for you, just like looking up into a clear blue sky with
no limits. You project forward several years and imagine that
your life is perfect in every respect. You then look back to
where you are today and ask yourself this question: What
would have to have happened for me to have created my per-
fect future?

You then come back to where you are in the present in
your own mind, and you ask, “What would have to happen
from this point forward for me to achieve all my goals some-
time in the future?”
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Refuse to Compromise Your Dreams

When you practice idealization and future orientation, you
make no compromises with your dreams and visions for
yourself and your future. You don't settle for smaller goals
or half successes. Instead, you dream big dreams and project
forward mentally as though you are one of the most power-
tul people in the universe. You create your perfect future.
You decide what you really want before you come back to
the present moment and deal with what is possible for you
within your current situation.

Start with your business and career. Imagine that your
work life was perfect five years from now. Answer these
questions:

What would my work situation look like?

What would I be doing?

Where would I be doing it?

Whom would I be working with? What level of
responsibility would I have?

What kinds of skills and abilities would I have?
What kind of goals would I be accomplishing?

7. What position or status would I have in my field?

Ll
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Practice No-Limit Thinking

When you answer these questions, imagine that you have
no limits. Imagine that everything is possible for you. Peter
Drucker once said, “We greatly overestimate what we can ac-
complish in one year. But we greatly underestimate what we
can accomplish in five years” Don't let this happen to you.
Don’t underestimate your potential.
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Now, idealize your perfect financial life five years from to-
day. If your financial life were perfect, what would be your
answers to the following questions?

How much would I be earning?

What sort of lifestyle would I have?

What kind of home would I live in?

What kind of car would I drive?

What kind of material luxuries would I be providing
for myself and my family?

How much would I have in the bank?

NI

o

7. How much would I be saving and investing each month
and each year?
8. How much would I want to be worth when I retired?

Imagine that you have a magic slate. You can write down
anything you want. You can erase anything that may have
happened in the past and create whatever picture you desire
for your future. You can clean the slate at any time and start
over. You have no limits.

Imagine Your Perfect Family Life

Imagine your perfect family life and relationships five years in
the future and answer these questions:

1. What would your family life look like?

2. Whom would you be with? Whom would you no lon-
ger be with?

3. Where and how would you be living?

4. What kind of home would you have?
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5. What kind of relationships would you have with the
most important people in your life five years from now
it everything were perfect in every respect?

When you fantasize and imagine your perfect future, the
only question you ask is, “How?” This is the most powerful
question of all. Asking the “how” question stimulates your
creativity and triggers ideas to help you accomplish your
goals. Unsuccessful people always wonder whether or not a
particular goal is possible. High achievers, on the other hand,
ask only the question, “How?” They then work to find ways to
turn their visions and goals into realities.

Imagine Your Ideal Health and Fitness

Review your levels of health and fitness in every area. If you
were a perfect physical specimen five years from now, what
would be your answers to the following questions?

How would you look and feel?

What would be your ideal weight?

How much would you exercise each week?

What would be your overall level of health?

What changes would you have to start making today in
your diet, exercise routines, and health habits to enjoy
superb physical health sometime in the future?

NI

Imagine Your Social and Community Involvement

Now imagine that five years from now you are an important
and influential person, a “player” in your community. You are
making a significant contribution to the world around you.
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You are making a difference with your life and in the lives of
other people. If your social and community status and involve-
ment were ideal, how would you answer these questions?

1. What would you be doing?

2. What organizations would you be working with or con-
tributing to?

3. What would be the causes you strongly believed in and
supported, and how would you become more involved
in those areas?

Just Do It!

The primary difference between high achievers and low
achievers is “action orientation.” Men and women who ac-
complish tremendous deeds in life are intensely action ori-
ented. They are moving all the time. They are always busy. If
they have an idea, they take action on it immediately.

On the other hand, low achievers and nonachievers are
full of good intentions, but they always have an excuse for
not taking action today. It is well said that “the road to hell is
paved with good intentions.”

Examine yourself in terms of your personal inventory of
skills, knowledge, talent, education, and ability. If you were
developed to the highest level possible for you (and there
were virtually no limit), five years from now answer these
questions:

1. What additional knowledge and skills would you have
acquired?

2. In what areas would you be recognized as absolutely
excellent in what you did?
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3. What would you be doing each day in order to de-
velop the knowledge and skills youd need to be one
of the top performers in your field sometime in the
future?

Once you have answered these questions, the next ques-
tion you ask is: How? How do you attain the skills and exper-
tise needed to lead your field in the years ahead?

Design Your Perfect Calendar

Decide how you would like to live your ideal lifestyle, day in
and day out. Design your perfect calendar from January 1 to
December 31:

1. What would you like to do on your weekends and
vacations?

2. How much time would you like to take off each week,
month, and year?

3. Where would you like to go?

4. How would you organize your year if you had no limi-
tations and complete control over your time?

Proverbs 29:18 says, “Where there is no vision, the peo-
ple perish.” What this means is that if you lack an exciting
vision for your future, you will “perish” inside in terms of
lacking motivation and enthusiasm for what you are doing.
But the reverse of this is that with an exciting future vision,
you will be continuously motivated and stimulated every
day to take the actions necessary to make your ideal vision
a reality.
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Create Your ldeal Future

Remember that “happiness is the progressive realization of a
worthy ideal” When you have clear, exciting goals and ide-
als, you will feel happier about yourself and your world. You
will be more positive and optimistic. You will feel internally
motivated to get up and get going every morning because
every step you are taking will be moving you in the direction
of something that is important to you.

Resolve to think about your ideal future most of the time.
Remember, the very best days of your life lie ahead. The hap-
piest moments you will ever experience are still to come. The
highest income you will ever earn is going to materialize in
the months and years ahead. The future is going to be better
than anything that may have happened in your past. There
are no limits.

The clearer you can be about your long-term future, the
more rapidly you will attract people and circumstances into
your life to help make that future a reality. The greater clarity
you have about who you are and what you want, the more
you will achieve and the faster you will achieve it in every
area of your life.
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CREATE YOUR OWN FUTURE

1. Imagine that there is a solution to every problem, a
way to overcome every limitation, and no limit on
your achieving every goal you can set for yourself.
What would you do differently?

2. Practice “back-from-the-future thinking” Project
forward five years and look back to the present.
What would have to have happened for your world
to be ideal?

3. Imagine your financial life was perfect in every way.
How much would you be earning? How much would
you be worth? What steps could you take, starting today,
to make these goals a reality?

4. Imagine your family and personal life were perfect.
What would it look like? What should you start doing
more of, or less of, starting today?

5. Plan your perfect calendar. Design your year from
January to December as if you had no limitations.
What would you change, starting today?

6. Imagine that your levels of health and fitness were
perfect in every way. What could you do, starting today,
to make your vision for yourself into a reality?

7. What one action are you going to take immediately as
the result of your answers to the questions above?




6
Determine Your
True Goals

Realize what you really want. It stops you from chasing
butterflies and puts you to work digging gold.

WILLIAM MOULTON MARSDEN

There is perhaps no area of life where self-discipline is more
important than in setting goals and working toward them
every day.

We have known throughout the centuries that all human
action is purposeful. Humans achieve goals automatically, as
long as they set them in the first place. Once you become
absolutely clear about what it is you want and then discipline
yourself to do more of those things that move you toward
this goal, your ultimate success is virtually guaranteed.

Here’s the question: If goal achieving is automatic and built
into your system, why is it that so few people have goals? As
mentioned in chapter 1, one of the main reasons people don’t
set goals is that they don’t know how to. This is what we will
deal with in the pages ahead.

63



64 GOALS!

Seven Keys to Goal Setting

There are seven keys to goal setting. These are general prin-
ciples that apply to virtually every goal. When you find a per-
son who is not achieving his or her goals, it is because of a
deficiency in one of these seven key areas.

The first key is that goals must be clear, specific, detailed,
and written down. A goal cannot be vague or general, like
being happy or making more money. A goal must be specific,
concrete, and tangible and something that you can clearly
visualize and imagine in your mind.

The second key to goal setting is that goals must be mea-
surable and objective. They must be capable of being ana-
lyzed and evaluated by a third party. “Making lots of money”
is not a goal. It is merely a wish or fantasy that is common to
everyone. Earning a specific amount of money within a spe-
cific period of time, on the other hand, is a real goal.

The third key is that goals must be time bounded, with
schedules, deadlines, and subdeadlines. In fact, there are
no unrealistic goals; there are merely unrealistic deadlines.
Once you have set a clear schedule and deadline for your
goal, you work toward achieving your goal by that time. If
you don't achieve the goal by that deadline, you set another
deadline—and, if necessary, another—and work toward that
until you finally succeed.

Throughout the world, many millions of people travel
by air each year. Thousands of airplanes with hundreds of
thousands of people crisscross the globe every day, touching
down in almost every city and town. Air travel is a trillion-
dollar industry that affects us all.

The success of the air travel industry, and the successful
arrival of every passenger, is totally the result of systematic,
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computerized, automatic, national goal setting. When you
take a trip, you have a specific city or goal in mind. You
decide when you want to fly and how long it will take. You
determine the distance to the airport and the time necessary
to check in. You calculate how long it will take to fly to your
destination and then how long it will take to get to where
you are going once you get off the plane. You set a specific
schedule for every part of your journey.

Hundreds of millions of people do this every year. They
successfully travel from where they are to where they want
to go with incredible precision and punctuality. This is goal
setting on a mass level. And the same process will work for
you on a personal level.

The fourth key to goal setting is that your goals must be
challenging. They must cause you to stretch a little bit. They
must be beyond anything you have accomplished in the past.
Your goals should have about a 50 percent probability of
success. This makes the process of striving toward the goals
slightly stressful, but forcing yourself to stretch also brings
out many of your best qualities.

The fifth key is that your goals must be congruent with
your values and in harmony with each other. You cannot have
goals that are mutually contradictory. I have met people who
want to be successful in business but also want to play golf
every afternoon. It is clearly not possible to realize both of
these goals at the same time.

The sixth key is that your goals must be balanced among
your career or business, your financial life, your family, your
health, your spiritual life, and your community involvement.
Just as a wheel must be balanced to revolve smoothly, your

life must be balanced with goals in each area for you to be
happy and fulfilled.
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The seventh key is that you must have a major definite pur-
pose for your life. You must have one goal that, if you accom-
plish it, can do more to help you improve your life than any
other single goal.

Your life begins to become great only when you decide
upon a major definite purpose and focus all of your energies
on achieving or obtaining that one single goal. Surprisingly
enough, you will find yourself achieving many of your other,
smaller goals as you move toward achieving your major goal.
But you must have a major definite purpose for your life. In
addition to the seven keys to achieving any goal, you must
also have a method for goal setting and achieving that you
can apply to any goal for the rest of your life.

Twelve Steps to Set and Achieve Any Goal

Here is the twelve-step goal-setting methodology that I have
taught to more than a million people. It is like a recipe for
preparing a dish in the kitchen. It has twelve ingredients.
Depending upon your situation and your particular needs,
you can vary these ingredients to create the kind of goals and
life that you desire. Successful, happy people use these prin-
ciples all the time, whether they are aware of them or not.
Whenever you find a person who is underachieving, one of
these ingredients is either missing or in short supply.

1. Have a Desire: What Do You Really Want?

Step number one in goal setting is to have a desire. You must
have an intense, burning desire for your particular goal. This
desire must be personal, something that you want for your-
self. You can never want goals for someone else, nor can you
get excited about a goal that someone else wants for you.
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The great question you must eventually ask and answer
is, What do I really want to do in my life? What do you really
want for yourself in your heart of hearts? What would you
be most excited or enthusiastic about achieving personally?
If you could accomplish only one goal in the whole world and
you were absolutely guaranteed success at that one goal, what
one goal would it be? The intensity of your personal desire
will determine the amount of energy and determination you
put behind any goal you set for yourself. What do you really
want, and how badly do you want it?

2. Believe That Your Goal Is Achievable

The second step in goal setting is to believe or have a convic-
tion. You must absolutely believe, deep in your heart, that
you deserve the goal and that you are capable of attaining it.
Belief is the catalyst that activates all your mental and physi-
cal powers. Spiritually, we refer to belief as faith. All high
achievers, in every field, are men and women of tremendous
faith and conviction. They intensely believe in their ability to
accomplish the goals they have set for themselves.

Wonderfully enough, when you set a clear goal for
yourself—something that you really, really want—and you
begin working toward it, day by day, you intensify your de-
sire and deepen your belief. Every step forward deepens
your conviction that it is possible for you. This is the mean-
ing of the statement “A journey of a thousand miles begins
with a single step.”

Your level of confidence in your ultimate ability to suc-
ceed is the key determinant of your determination and per-
sistence. It is therefore essential that you make your goals
both believable and achievable, especially at the beginning.
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For example, you cannot set a goal to go from poverty
to financial independence within one year. This kind of a
goal is self-defeating because it is so far beyond your capa-
bilities. You must set a goal that is reachable, and then set
another goal after that and another after that. By achieving
small goals, one at a time, you build your self-confidence.
You develop forward momentum. You eventually reach the
point where you become convinced that there is no goal that
you cannot attain if you are clear about it and if you work at
it long enough and hard enough. But you have to walk before
you run when setting goals.

3. Write Your Goal Down

The third step to goal achievement is for you to write
it down. A goal that is not in writing is not a goal at all.
Everyone who succeeds greatly works from clear, written,
specific, detailed goals and plans, reviewed regularly, some-
times every day. I personally recommend that you write
and rewrite your goals each day, day after day, week after
week, and month after month. This programs them deep
into your subconscious mind where they take on a life and
power of their own.

Continually ask yourself, “How will I measure success in the
achievement of this goal? What standards will I create? What
benchmarks or scorecards can I use to measure my progress?”

4. Determine Your Starting Point

The fourth step is for you to analyze your starting point in the
attainment of your major goal or goals. Where are you now?
If you want to lose weight, the very first thing you do is to
weigh yourself to determine your baseline or current weight.
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If you want to achieve a certain level of financial worth, you
put together a personal financial statement for yourself and
determine how much you are worth today.

When you assess your situation by analyzing your starting
point, you are forced to be honest with yourself. This enables
you to set goals that are believable and achievable rather than
setting goals that may be unattainable and self-defeating.

5. Determine Why You Want It

The fifth step is for you to decide why you want a particular
goal in the first place. Make a list of all the ways that you will
personally benefit by achieving that goal. The more reasons
you have for wanting to achieve your goal, the more intense
will be your desire. Reasons are the fuel in the furnace of
achievement.

If you have one or two reasons for attaining a goal, you
will have a small amount of motivation. But if you have forty
or fifty reasons for achieving a particular goal, you will be so
motivated and determined to succeed that nothing and no
one will stand in your way.

I have had friends over the years who decided that they
wanted to make a lot of money and achieve financial in-
dependence. They then wrote out lists of literally hun-
dreds of things that they would do with the money that
they intended to earn and accumulate. These people, each
in their own areas, became extraordinarily successful far
faster than could have been predicted because they had so
many reasons for achieving their goals. The more reasons
you can think of, the more intense will be your desire and
the deeper will be your belief and your conviction that your
goal is attainable.
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6. Set a Deadline

Step number six is for you to set a deadline for the achieve-
ment of your goal. A deadline is a “best guess” of when you
will attain the goal. It is like aiming at a target. You may hit
the bull's-eye, or you may hit to one side or the other. You
will achieve fully half of the goals that you set for yourself
before your deadline, and you will probably achieve half of
your goals after the deadline. But you must have a deadline,
just like a scheduled departure time for an airline flight,
whether or not it leaves on the particular minute written on
your boarding card.

If your goal is big enough, break your deadline down
into subdeadlines. This can be very helpful. I worked with
a company recently that had hired a young MBA into the
sales department. This young man had taken courses on fi-
nancial analysis and planning. He therefore wrote down his
sales goals by the year, by the month, by the week, and even
by the day. He analyzed his activities and compared them
against his goals every day, sometimes twice a day. Within
six months of starting, he was the most successful salesman
in his company. His sales increased steadily and predictably
month after month.

When you break your goals down into daily and hourly
amounts and activities, you will be astonished at how much
more you get done.

7. ldentify the Obstacles in Your Way

The seventh step in goal setting is for you to determine the
obstacles that are standing between you and your goal. Why
aren’t you at your goal already? What is blocking you? What is
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holding you back? Of all the things that are holding you back
from attaining your goal, what is the biggest single obstacle?

You can apply the 80/20 Rule to the obstacles and difficulties
blocking you from achieving your goals. This rule says that,
in most cases, 80 percent of the reasons you are not attaining
your goals are internal. They are within you rather than in the
world around you. Only 20 percent of the obstacles are con-
tained in your external situation or in other people.

Average and mediocre people always blame their failures
to make progress on the people and circumstances around
them. But superior people always look into themselves and
ask, “What is it in me that is holding me back?”

8. Determine the Additional Knowledge and Skills You Need

Step number eight is for you to determine the additional
knowledge, information, and skills you will require to achieve
your goal. Remember, in the information age, knowledge is
the raw material of success. To achieve something you have
never achieved before, you will have to do something you
have never done before. You will have to become someone
you have never been before. To go beyond your current level
of accomplishment, you will have to acquire knowledge and
skills you have never had before

Every new goal should be combined with a learning objec-
tive. Whatever your goal, you must decide what you will have
to learn and master to attain it. Ask yourself, “What one skill,
if I developed and did it in an excellent fashion, would help
me the most to achieve this goal?” Whatever your answer,
you should write it down, make a plan, and then work on
developing that skill, every single day, until you master it.
This decision alone could change your life.
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9. Determine the People Whose Help You Will Need

Step number nine is for you to determine the people whose
cooperation and assistance you will need to achieve your goal.
Start with your family, your boss, and your coworkers. Think
about your customers, your suppliers, and your banker.
Whose help will you require, and what will you have to do to
get them to help you? How can you earn their cooperation
by helping them in some way?

Relationships are everything. To achieve anything of con-
sequence, you will need the help of lots of people. The more
and better relationships you develop, the faster you will
achieve your goals and the better will be every part of your
life. Who are the key people in your work and personal life?
Who will they be? What can you do to gain their help and
cooperation?

10. Make a Plan: Put It All Together

Step number ten is for you to make a plan to achieve your
goal. A plan is an organized list of tasks that you will have to
complete to get from where you are to where you want to go.
It is similar to the plan that you make when you are going on
a vacation or taking a trip. You make a list of all the things
you will have to take with you and all the things you will have
to do before you depart and after you arrive.

In goal achieving, you decide exactly what it is that you
want and write it down. You analyze your starting point and
determine the reasons you want to achieve the goal. You set
a deadline and subdeadlines. You list the obstacles you will
have to overcome and the problems you will have to solve.
You determine the skills, knowledge, and information you
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will have to learn or acquire to achieve your goal. You decide
upon the people whose help you will need and what you will
have to do to get their help and support. You then take all of
these elements and combine them into a plan of action.

A plan is a list of activities organized by time, sequence,
and importance. What do you have to do first, and what do
you do second? What is more important, and what is less
important? What has to be done before other things can
be done? Of all the things that you have to do, what are the
activities that are more important in achieving your goal
than anything else?

11. Visualize Your Goal Continually

Step number eleven in goal setting is for you to visualize
your goal each day as if it were already attained. See your
goal vividly in your mind’s eye. Imagine what it would look
like if you had already accomplished it. Get the feeling that
you would have if you were at your goal already. Imagine the
pride, satisfaction, and happiness you would experience if
you were already the person you wanted to be, with the goal
that you want to enjoy.

Repeat this visualization, combined with the feeling that
goes with it, over and over during the day. Each time that you
visualize and emotionalize, you program your goal deeper
and deeper into your subconscious and superconscious
minds. Eventually, your goal becomes a powerful uncon-
scious force motivating and inspiring you day and night.

12. Never Give Up

Finally, the twelfth step to goal setting is to back everything
you do with persistence and determination. Resolve in advance
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that you will never give up. Make the decision, long before
you face any obstacles or difficulties, that no matter what hap-
pens, you will persevere until you finally reach your goal.
This form of mental preparation, deciding in advance that
you will never give up, can do more to help you than almost
any other factor. You will encounter many setbacks and dis-
appointments on the way to your goal. This is inevitable and
unavoidable. It goes with the territory. You must decide, in
advance, that nothing will stop you. Then, when you face the
inevitable obstacles and difficulties that occur, you will be
psychologically prepared. You will bounce rather than break.

Take Action Today

Here is a powerful exercise that brings everything in this
chapter together into a simple process. Take out a clean sheet
of paper and at the top of the page write the word “Goals”
with today’s date.

Then make a list of at least ten goals that you want to ac-
complish in the next twelve months. Write these goals in
the present tense, as though a year has passed and you have
already attained the goals. For example, if you want to weigh
a certain amount, you would write, “I weigh X number of
pounds.” If you want to earn a certain amount of money in
the next twelve months, you would write, “I earn X number
of dollars this year”

Once you have written out your ten goals, review and ana-
lyze your list. Then ask yourself this question: “What one goal
on this list, if I accomplished it, would have the greatest posi-
tive impact on my life?”

Read through your list of goals and select the one specific
goal that answers this question. This goal then becomes your
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major definite purpose for the foreseeable future. This goal
becomes your primary organizing principle. This becomes
the goal that you write out using the twelve-part goal-setting
process described above.

Apply the Twelve-Step Process

Now that you have selected a goal that you really want and
believe you can achieve it, write your goal on a separate sheet
of paper, and set a deadline.

Analyze your starting position and write out a list of rea-
sons why you want to achieve this goal.

Identify the obstacles that stand between you and the
attainment of this goal. Identify the knowledge and skills
that you will need to achieve the goal. Identify the people
whose cooperation and assistance you will require.

Make a plan to accomplish this goal. Then take action
on your plan and do something every day that moves you
toward your goal.

Visualize your goal continually as if you had already
achieved it, and resolve that you will never give up until
you are successful.

You Will Amaze Yourself

When you begin to practice these principles in your life,
you will be literally astonished at the things that you start to
accomplish. You will become a more positive, powerful, and
effective person. You will have higher self-esteem and self-
confidence. You will feel like a winner every hour of the day.
You will experience a tremendous sense of personal control
and direction. You will have more energy and enthusiasm. As
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a result, you will accomplish more in a few weeks or months
than the average person might accomplish in several years.

When you become a lifelong goal setter, through study
and practice, over and over again, you will program the
“master skill of success” into your subconscious mind. You
will join the top achievers in our society and become one of
the happiest and most successful people alive.
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DETERMINE YOUR TRUE GOALS

. Decide what it is that you really desire in life. What is it
that others have that you wish you could have as well?

. What one belief, if you had it, would help you the most
to attain the goals that are most important to you?

. What is the one goal that, if you attained it, would have
the greatest positive impact on your life?

. What one skill, if you were absolutely excellent at
it, would help you the most to achieve your most
important goal?

. Who is the most important person whose cooperation
you will require to achieve your most important goal?

. What is the largest single obstacle or difficulty that
stands between you and your goal?

. Make a list right now of ten goals you would like to
achieve in the next year, select one, and then work on it
every single day.




7
Decide upon Your
Major Definite Purpose

There is one quality which one must possess to win,
and that is definiteness of purpose, the knowledge of
what one wants, and a burning desire to possess it.

NAPOLEON HILL

Since you become what you think about most of the time, a
major definite purpose gives you a focus for every waking
moment. As Peter Drucker said, “Whenever you find some-
thing getting done, you find a monomaniac with a mission.”

The more you think about your major definite purpose
and how to achieve it, the more you activate the Law of
Attraction in your life. You begin to attract people, oppor-
tunities, ideas, and resources that help you to move more
rapidly toward your goal and move your goal more rapidly
toward you.

By the Law of Correspondence, your outer world of expe-
rience will correspond and harmonize with your inner world
of goals. When you have a major definite purpose that you
think about, talk about, and work on all the time, your outer
world will reflect this, like a mirror image.

78
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A major definite purpose also activates your subconscious
mind on your behalf. Any thought, plan, or goal that you can
clearly define in your conscious mind will immediately start
to be brought into reality by your subconscious mind (and
your superconscious mind, as we will discuss later).

Activate Your Reticular Cortex

Each person has within his or her brain a special organ called
the “reticular cortex” This small, fingerlike part of the brain
functions in a way similar to a telephone switchboard in a
large office building. Just as all phone calls are received by
the central switchboard and then routed to the appropriate
recipient, all incoming information to your senses is routed
through your reticular cortex to the relevant part of your
brain or your awareness.

Your reticular cortex contains your reticular activating sys-
tem. When you send a goal message to your reticular cortex,
it starts to make you intensely aware of and alert to people,
information, and opportunities in your environment that
will help you to achieve your goal.

A Red Sports Car

For example, imagine that you decided that you wanted a red
sports car. You write this down as a goal. You begin to think
about and visualize a red sports car. This process sends the
message to your reticular cortex that a red sports car is now
important to you. A picture of a red sports car immediately
goes up onto your mental radar screen.

From that moment onward, you will start to notice red
sports cars wherever you go. You will even see them driving
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and turning corners several blocks away. You will see them
parked in driveways and in showrooms. Everywhere you go,
your world will seem to be full of red sports cars.

If you decided to buy a motorcycle, you would start to
see motorcycles everywhere. If you decided to take a trip
to Hawaii, you would begin to notice posters, advertise-
ments, brochures, and television specials with information
on Hawaiian vacations. Sending any goal message to your
reticular cortex causes your reticular activating system to
make you alert to all possible ways to make that goal a reality.

Achieve Financial Independence

If you decide to become financially independent, you will
suddenly begin to notice all kinds of opportunities and possi-
bilities around you that have to do with achieving your finan-
cial goals. You will see stories in newspapers and recognize
books on the subject wherever you go. You will receive infor-
mation and solicitations in the mail. You will find yourself
in conversations about earning and investing money. It will
seem as though you are surrounded by ideas and information
that can be helpful to you in achieving your financial goals.

On the other hand, if you do not give clear instructions to
your reticular cortex and your subconscious mind, you will
go through life as though you were driving in a fog. You will
be largely unaware of all these opportunities and possibilities
around you. You will seldom see them or notice them.

It has been said, “Attention is the key to life” Wherever
your attention goes, your life goes as well. When you decide
upon a major definite purpose, you increase your level of at-
tentiveness and become increasingly sensitive to anything
in your environment that can help you to achieve that goal
faster.
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Your Major Definite Purpose

Your major definite purpose can be defined as the one goal
that is most important to you at the moment. It is usually
the one goal that will help you to achieve more of your other
goals than anything else you can accomplish. It must have
the following characteristics:

1. It must be something that you personally really want.
Your desire for this goal must be so intense that the
very idea of achieving your major definite purpose ex-
cites you and makes you happy.

2. It must be clear and specific. You must be able to define
it in words. You must be able to write it down with such
clarity that a child could read it and know exactly what
it is that you want and be able to determine whether or
not you have achieved it.

3. It must be measurable and quantifiable. Rather than
“I want to make a lot of money;” it must be more like “I
will earn $100,000 per year by (a specific date).”

4. It must be both believable and achievable. Your major
definite purpose cannot be so big or so ridiculous that
it is completely unattainable.

5. Your major definite purpose should have a reasonable
probability of success, perhaps fifty-fifty when you begin.
If you have never achieved a major goal before, set a goal
that has an 80 percent or 90 percent probability of suc-
cess. Make it easy on yourself, at least at the beginning.
Later on, you can set huge goals with very small prob-
abilities of success and you will still be motivated to take
the steps necessary to achieve them. But in the begin-
ning, set goals that are believable and achievable and
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that have a high probability of success so that you can be
assured of winning right from the start.

6. Your major definite purpose must be in harmony with
your other goals. Your major goals must be in harmony
with your minor goals and congruent with your values.

Keep Your Feet on the Ground

A woman approached me at one of my seminars and told
me that she had decided upon her major definite purpose. I
asked her what it was. She said, “I am going to be a million-
aire in one year.”

Curious, I asked her approximately how much she was
worth today. It turned out that she was broke. I asked her
what kind of work she did. It turned out that she had just
been fired from her job because of incompetence. I then
asked her why she would set a goal to acquire a million dol-
lars in one year under these circumstances.

She informed me that I had said that you could set any
major goal you wanted as long as you were clear, and she was
therefore convinced that was all she needed to be successful.
I had to explain to her that her goal was so unrealistic and
unattainable in her current circumstances that it would only
discourage her when she found herself so far away from it.
Such a goal would actually end up demotivating her rather
than motivating her to do what she would need to do to be
financially successful in the years ahead.

Don’t Sabotage Yourself

I made this same mistake myself when I was younger. When
I first started setting goals, I set an income goal that was ten
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times what I had ever earned in my life. After many months
and no progress at all, I realized that my goal was not help-
ing me. Because it was so far beyond anything that I had ever
achieved, it had no motivating power. In my heart of hearts,
although I wanted it, I really did not believe it was possible.
And since I did not believe it was possible, my subconscious
mind rejected it and my reticular cortex simply failed to
function. Don't let this happen to you.

The Great Question

Here is the key question for determining your major definite
purpose: What one great thing would you dare to dream if you
knew you could not fail?

If you could be absolutely guaranteed of successfully
achieving any goal, large or small, short term or long term,
what one goal would it be? Whatever your answer to this
question, if you can write it down, you can probably achieve
it. From then on, the only question you should ask is, “How?”
The only real limit is how badly you want it and how long
you are willing to work toward it.

A Nobel Prize Winner

One of my seminar participants was a professor of chemistry
at aleading university who had won a Nobel Prize in chemis-
try two years before in partnership with two other scientists.
He told me that when he started his university career in his
twenties, he decided that he wanted to make a major contri-
bution in the field of chemistry. That was his major definite
purpose. He focused on it for more than twenty-five years.
And eventually he was successful.
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He told me, “I was clear from the very beginning. I never
doubted that I would eventually make such a significant con-
tribution to chemistry that I would win the Nobel Prize. I
was happy when it happened, but it was not a surprise.”

Be Willing to Pay the Price

Everyone wants to be a millionaire or a multimillionaire. The
only question is whether or not you are willing to do every-
thing necessary and invest all the years required to achieve
that financial goal. If you are, there is virtually nothing that
can stop you.

The Ten-Goal Exercise

You remember this exercise from the last chapter. Take out
a sheet of paper and write down a list of ten goals you would
like to accomplish in the foreseeable future. Write them in
the present tense, as though you had already achieved them.
For example, you would write, “I weigh X pounds” or, “I earn
$X dollars per year”

After you have completed your list of ten goals, go back
over the list and ask yourself this question: “What one goal
on this list, if I were to accomplish it immediately, would
have the greatest positive impact on my life?”

In almost every case, this one goal is your major definite
purpose. It is the one goal that can have the greatest impact
on your life and on the achieving of most of your other goals
at the same time.

Whatever goal you choose, write it on a separate sheet
of paper. Write down everything that you can think of that
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you can do to achieve this goal, and then take action on at
least one item on your list. Write this goal on a three-by-five-
inch index card that you carry around with you and review
regularly. Think about this goal morning, noon, and night.
Continually look for ways to achieve it. And the only ques-
tion you should ask is, “How?”

Think About Your Goal

Your selection of a major definite purpose and your decision
to concentrate single-mindedly on that purpose—overcom-
ing all obstacles and difficulties until it is achieved—will do
more to change your life for the better than any other deci-
sion you ever make. Whatever your major definite purpose,
write it down and begin working on it today.
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DECIDE UPON YOUR MAJOR DEFINITE PURPOSE

1. What one great thing would you dare to dream if you
knew you could not fail?

2. Make a list of ten goals you would like to achieve in the
months and years ahead, in the present tense. Select
the one goal from that list that would have the greatest
positive impact on your life.

3. Determine how you will measure progress and success
in the achieving of this goal. Write it down.

4. Make a list of everything you can do that will move
you toward your goal. Take action on at least one thing
immediately.

9. Determine the price you will have to pay in additional
work, time, and commitment to achieve your goal, and
then get busy paying that price.

6. Do something every day that moves you at least one
step closer to your most important goal.

7. Resolve in advance that you will never give up until
you are successful.




:
Start at
the Beginning

Your problem is to bridge the gap between where
you are now and the goals you intend to reach.

EARL NIGHTINGALE

Imagine that you were going to take a long trip across the
country. The first step you would take would be to choose
your destination and then get a road map to determine the
very best way to get there. Each day before you started out,
you would locate yourself on a map relative to where you
were and where you planned to go in the hours ahead. Life is
very much the same.

Once you have decided upon your values, vision, mission,
purpose, and goals, the next step is for you to analyze your
starting point. Exactly where are you today, and how are you
doing, in each of the important areas of your life, especially
as they relate to your goals?

87
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Practice the Reality Principle

Jack Welch, CEO of General Electric for many years, once
said that the most important quality of leadership is the
“reality principle” He defined this as the ability to see the
world as it really is, not as you wish it were. He would begin
every meeting to discuss a goal or a problem with the ques-
tion, “What's the reality?” Peter Drucker referred to this
quality as “intellectual honesty,” dealing with the facts ex-
actly as they are before attempting to solve a problem or
make a decision. Abraham Maslow once wrote that the first
quality of the self-actualizing person was the ability to be
completely honest and objective with himself or herself. It
is the same with you.

If you want to be the best you can be and achieve what
is truly possible for you, you must be brutally honest with
yourself about your point of departure. You must sit down
and analyze yourself in detail to decide exactly where you are
today in each area.

Start Where You Are

For example, if you decide to lose weight, the very first step
you would take is to weigh yourself. From then on, you con-
tinually use that weight as your measure for whether or not
you are making progress toward your goal.

If you decide to begin a personal exercise program, the first
step you take is to determine how much you are exercising
today. How many minutes per day and per week are you
exercising and how intensely each time? What kinds of exer-
cises are you doing? Whatever your answer, it is important
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that you be as accurate as you possibly can. You then use this
answer as a starting point and make your exercise plans for
the future based on it.

Determine Your Hourly Rate

If you want to earn more money, the first step you take is to
sit down and determine exactly how much you are earning
right now. How much did you earn last year and the year
before? How much will you earn this year? How much are
you earning each month? The best measure of all is how
much you are earning each hour right now.

You can determine your hourly rate by dividing your an-
nual income by 2080, the approximate number of hours for
which you’re paid each year. Even better, you can divide your
monthly income by 173, the number of hours you work, on
average, each month.

Many of my coaching clients calculate their hourly rate
each week and compare it against previous weeks. They then
set a goal to increase the value of what they do each hour
so as to increase the amount they earn from then on. You
should do the same.

Tight Time or Financial Measures Improve
Performance

The tighter and more accurate your calculations regarding
your income and any other area, the better and faster you
can improve in each one of them. For example, most people
think in terms of monthly and annual salary. This is hard to
analyze and increase. Conversely, the high performer thinks
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in terms of hourly rate, which is amenable to improvements
on a minute-to-minute basis.

Since you are the president of your own personal services
corporation, you should view yourself as being on your own
payroll. Imagine you are paying yourself by the hour. Be just
as demanding of yourself as you would be of someone else
who was working for you. Refuse to do anything that doesn’t
pay your desired hourly rate.

Your Current Net Worth

If you have set a long-term financial goal, the next step is for
you to determine exactly how much you are worth today in
financial terms. If your goal is to become a millionaire in the
years ahead, you must calculate exactly how much you have
accumulated as of today’s date.

Most people are confused or dishonest about this calcu-
lation. Your true dollar net worth is the amount that you
would have left over if you sold everything you own today at
what the market would pay and then paid oft all your bills.

Many people place a high value on their personal pos-
sessions. They think that their clothes, cars, furniture, and
electronics are worth a lot of money. But the true value of
these items is usually not more than 10 or 20 percent of
what they paid.

Develop Long-Term Financial Plans

For accurate financial planning, calculate your net worth today
and then subtract that amount from your long-term financial
goal. Divide the result by the number of years you intend to
spend to achieve that financial goal. In this way, you will know
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exactly how much you have to save, invest, and accumulate
each year in order to become financially independent.

Is your goal realistic, based on where you are today and
the time that you have allocated to get where you want to
go? If your goal is not realistic, force yourself to be com-
pletely honest and revise both your calculations and your
projections.

Practice Zero-Based Thinking

When you begin to plan your long-term future, one of the
most valuable exercises you can engage in is “zero-based
thinking” In zero-based thinking, you ask this question:
“Knowing what I now know, is there anything that I am do-
ing today that I wouldn't start again if I had to do it over?”

No matter who you are or what you are doing, there are
activities and relationships in your life that, knowing what
you now know, you wouldn’t get involved in.

It is difficult, if not impossible, for you to make progress
in your life if you allow yourself to be held back by decisions
you made in the past. If there is something in your life that
you wouldn’t get into again today, your next question is, How
can I get out, and how fast?

Evaluate Each Area of Your Life

Apply zero-based thinking to the people in both your busi-
ness life and your personal life. Is there any relationship that,
knowing what you now know, you wouldn’t get into again?
Is there any person you are working with or for whom you
wouldn’t get involved with again? Be perfectly honest with
yourself when you answer these questions.



92 GOALS!

Examine every aspect of your work life and career. Is there
any job that you have taken that, knowing what you now
know, you wouldn't take again? Is there any aspect of your
business or work that you wouldn’t embark upon again? Is
there any activity, process, product, service, or expenditure
in your business that, knowing what you now know, you
wouldn’t embark upon again today, if you had to do it over?

After people and work considerations, look at your
investments. Is there any investment of time, money, or
emotion that, knowing what you now know, you wouldn’t
make again today? If the answer is yes, how can you get out
of it, and how fast?

Be Prepared to Make Necessary Changes

I have a good friend who was a golfer in high school and at
his university. As a bachelor, he played golf several times a
week. He organized his entire life around golf, even flying
south in the winter to play on golf courses that had no snow
on them.

Over time, he started and built a business, got married,
and had children. But he was still locked into the idea of
playing golf several times a week. Eventually, the enormous
time commitment of playing golf began to affect his busi-
ness, his married life, and his relationship with his children.

When the stress became too great, he sat down and
“zero-based” his activities. He realized that, knowing
what he knew now, in his current situation, the golf would
have to be cut back dramatically if he was going to achieve
other goals in his life that were now more important.
By reducing his golfing time, he got his whole life back
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into balance in just a few weeks. How might this prin-
ciple apply to you? What major time-consuming activities
should you reduce or eliminate?

Circumstances Are Continually Changing

Many decisions that you make will turn out to be wrong in
the fullness of time. When you made the decision or com-
mitment, it was probably a good idea, based on the circum-
stances of the moment. But now the situation may have
changed, and it is time to zero-base it again.

You can usually tell if you are in a zero-based-thinking sit-
uation because of the stress that it causes. Whenever you are
involved in something that, knowing what you now know,
you wouldn’t get into again, you experience ongoing stress,
aggravation, irritation, and anger.

Sometimes people spend an enormous amount of time
trying to make a business or personal relationship succeed.
But if you zero-base this relationship, the correct solution is
often to get out of the relationship altogether. The only real
question is whether or not you have the courage to admit
that you were wrong and take the necessary steps to correct
the situation.

What Is Holding You Back?

If you want to earn a certain amount of money, ask your-
self, “Why am I not earning this amount of money already?”
What is holding you back? What is the major reason that you
are not already earning what you want to earn? Again, you
must be perfectly honest with yourself.
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One of the ways that you can “think on paper” is to create
a project-planning sheet for the accomplishment of a multi-
task goal. In this way, you create a visual image of your goal
and the steps you need to take to achieve it. This can be very
helpful in opening your eyes to the strengths and weaknesses
of the planning process.

The Project-Planning Model

In project planning, you write the days, weeks, and months
that you think the project will require to complete across the
top of a page. If it is a twelve-month project or goal, you list
the twelve months, from this month forward. This gives you
a timeline for the project.

Down the left-hand column, make a list of all the tasks
that must be accomplished, in proper sequence, for you to
achieve the ultimate goal. What will you need to start or do
first? Second? And so on.

In the lower right-hand corner, write clearly what your
final, ideal result will look like. The greater clarity you have
about your desired goal, the easier it will be for you to
reach it.

You can now use horizontal bars to indicate the amount
of time necessary, from beginning to end, to complete a
particular task. Some of these tasks can be done simultane-
ously, and others will have to be done after something else
is completed. Certain of these tasks are of high priority and
others are of lower priority. But with a project-planning
sheet, you can now see your entire goal laid out in front of
you with great clarity.
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Assemble Your Team

Everyone who is responsible for carrying out a part of the
plan should be involved in the planning process. It is quite
common to make the mistake of assuming that a particular
task can be completed quickly and easily. It is often a shock
to find out that something that seems simple and easy is
actually going to take several months from beginning to end.
A time constraint on a critical part of your plan can force you
to revise it completely.

One of my managers decided to send out a newsletter to
all our customers on a new development in our business. He
called our commercial designer and told her he needed it by
the end of the week.

He was shocked to discover that a professionally written,
designed, and produced newsletter would take six to eight
weeks to print and mail and cost more than $2,000. The proj-
ect was immediately scrapped.

When you start the planning process, your biggest con-
cern should be accurately identifying every step necessary
and the exact time required to accomplish every step in the
plan. There is a time for optimism and there is a time for
realism in making plans and achieving goals. You must be
absolutely honest with yourself at every step of the plan-
ning process, and never trust to luck or hope that the laws of
nature will be suspended temporarily on your behalf.

Identify the Potential Bottleneck

In the process of planning, usually one major problem must
be solved before any other problems can be solved. Usually
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one major goal must be achieved before any of the other
goals can be achieved or one critical element must be dealt
with before any other part of the plan can be successful.

For example, many companies will start with every single
detail in place except for a professional sales process to bring
in revenues. The company will engage in a strategic planning
process, rent or lease offices, buy furniture, set up the neces-
sary computers and equipment to produce the product or
service, hire the administrative and business staff, set up the
books of account, and begin advertising. But a first-class sell-
ing process has not been installed, and within a few months,
or even weeks, without sales revenues the company grinds
to a halt. To a large extent, this is what happened to turn the
dot-com explosion into a “dot-bomb” collapse.

Determine the Critical Results

What are the critical results that you must accomplish, at
each step of the way, to achieve your final goal? How can you
plan them, prioritize them, and ensure that they are com-
pleted on schedule? What is your plan if things go wrong?
What will you do if it takes much longer and costs much
more to achieve your critical objectives on your way to the
goal? What is your fallback plan? You may have heard the
line “A great life, like a great ship, should never be held by a
single hope, or a single rope.”

Planning Is the Key to Success

The good news is that the very act of planning improves and
streamlines the entire process of goal achievement. The more
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often and more carefully you plan before you begin, the bet-
ter you will become at the planning process overall. The bet-
ter you get at planning, the more ideas and opportunities you
will attract to you to plan and achieve even bigger and better
things.

Your ability to decide exactly what you want, write it
down, make a plan, and then execute that plan is the key
to personal effectiveness and high achievement. These are
learnable skills that you can master. In no time at all, you can
transform your life or business, double your sales or profit-
ability, achieve your goals, and fulfill your true potential.
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MAKE A PLAN OF ACTION

1. Make a list of everything that you can think of that you
will have to do to achieve your goal. Leave nothing out.

2. Organize your list by priority. What is the most
important task or activity? The second most important?
And so on.

3. Organize your list by sequence. What must be done
before something else can be done?

4. Determine how much time and money it will take to
achieve your goal or complete your task. Do you have
the time and resources necessary for success?

5. Revisit and revise your plan regularly, especially when
you get new information or things are not going as you
had expected. Be prepared to change if you need to.
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Manage Your
Time Well

Time slips through our hands like grains of sand, never to
return again. Those who use time wisely are rewarded
with rich, productive and satisfying lives.

ROBIN SHARMA

To achieve all your goals and become everything you are
capable of becoming, you must get your time under control.
Psychologists generally agree that a “sense of control” is the
key to feelings of happiness, confidence, power, and personal
well-being. And a sense of control is only possible when you
practice excellent time-management sKkills.

The good news is that time management is a skill, and like
any other skill, it is learnable. No matter how disorganized
you have been in the past or how much you have tended to
procrastinate or to get caught up in low-value activities, you
can change. You can become one of the most efficient, effec-
tive, and productive people in your field by learning how
others have gone from confusion to clarity and from frus-
tration to focus. Through repetition and practice, you can
become one of the most result-oriented people in your field.

209
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Choices and Decisions

If the front side of the coin of success is the ability to set clear
goals for yourself, then the flip side of the same coin is the
ability to get yourself organized and work on your most valu-
able tasks, every minute of every day. Your choices and deci-
sions have combined to create your entire life to this moment.
To change or improve your life in any way, you have to make
new choices and new decisions that are more in alignment
with who you really are and what you really want.

The starting point of time management is for you to deter-
mine your goals and then to organize your goals by prior-
ity and value. You need to be absolutely clear, at any given
moment, exactly what is most important to you at that time.

At one moment, it could be a business, financial, or career
goal. Later it could be a family or relationship goal. On still
another occasion it could be a health or fitness goal. In each
case, you must be like a sniper, zeroing in on your high-
est priority at the moment, rather than a machine gunner,
shooting randomly by attempting to do too many things at
the same time.

The Right Thing to Do

The metaphysician and philosopher Peter Ouspensky was
once asked by a student, “How do I know what is the right
thing for me to do?”

Ouspensky replied, “If you tell me your aim, I can tell you
what is the right thing for you to do”

This is an important point. The only way that you can
determine what is right or wrong, more or less important,
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high or low priority is by first determining your aim or goal
at that particular moment. From that point forward, you can
divide all of your activities into “A” activities or “B” activities.

An “A” activity is something that moves you toward your
goal, the faster and more directly the better. A “B” activity is
an activity that does not move you toward a goal that is im-
portant to you.

The Role of Intelligence

In Gallup interviews of thousands of men and women to
determine the root causes of success in life and work, the
importance of “intelligence” was mentioned again and again.
But when the researchers pressed for a definition of “intelli-
gence,” they received an interesting answer. Intelligence was
not defined as a high IQ or good grades in school. Rather,
intelligence was most commonly defined as a “way of acting.”

In other words, if you act intelligently, you are intelligent.
If you act unintelligently, you are unintelligent, irrespective
of the grades you may have received or the degrees you have
earned.

And what then, by definition, is an intelligent way of act-
ing? An intelligent way of acting is anything that you do that
is consistent with achieving the goals that you set for your-
self. Each time that you do something that moves you closer
toward something that you really want, you are acting intel-
ligently. On the other hand, an unintelligent way of acting is
doing things that are not moving you toward your goals or,
even worse, are moving you away from your goals.

To put it bluntly, doing anything that does not help you
achieve something that you have decided that you want for
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yourself is acting in a stupid manner. The world is full of peo-
ple who are acting stupidly every day, and they are not even
aware of what a negative effect this is having on their lives.

Determine Your Long-Term Goals

Time management begins with clarity. You take the time to
sit down with a piece of paper and think through exactly
what it is you want to accomplish in each area of your life.
You decide upon your ultimate, long-term goals of financial
success, family success, or personal health and fitness. Once
you are clear about the targets you are aiming at, you then
come back to the present and plan every minute and hour
of every day so that you accomplish the very most that you
possibly can with the time allocated to you.

Begin with a List

The basic tool of time management is a list, organized by
priority and used as a constant tool for personal manage-
ment. The fact is that you can’t manage time; you can only
manage yourself. That is why time management requires
self-discipline, self-control, and self-mastery. Time manage-
ment requires that you make the best choices and decisions
necessary to enhance the quality of your life and work. Then
you follow through on your decisions.

You should plan your life with lists of long-term, medium-
term, and short-term goals and projects. You should plan
every month, in advance, with a list of the things you want
to accomplish during that month. You should make a list of
every step in each multitask job that you want to complete,
and then organize that list by priority and sequence.
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Use Advance Planning

Begin today to plan every week in advance, preferably the
Sunday before the workweek begins. Plan every day in ad-
vance, preferably the night before.

When you make a list of everything you have to do the
following day, your subconscious mind works on that list
all night long. When you wake up in the morning, you will
often have ideas and insights to help you accomplish the
items on your list. By writing out your plans, you will acti-
vate the Law of Attraction. You will begin attracting into
your life the people, opportunities, and resources that you
need to achieve your goals and complete your tasks the
very best way possible.

Separate the Urgent from the Important

In the process of managing your time, you must separate the
urgent tasks from the important ones. Urgent tasks are deter-
mined by external pressures and requirements. You must do
them immediately. Most people spend most of their days re-
sponding and reacting to urgent tasks in the form of tele-
phone calls, interruptions, emergencies, and the demands of
their boss and their customers.

Important tasks, on the other hand, are those that can
contribute the very most to your long-term future. Some of
these tasks may be planning, organizing, studying, research-
ing your customers, and setting priorities before you begin.

Then there are tasks that are urgent but not important,
such as answering a ringing telephone or dealing with a
coworker who wants to chat. Because these activities take
place during the workday, it is easy to confuse them with
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Visualize Your
Goals Continually

Cherish your visions and your dreams, as they are the children
of your soul—the blueprints of your ultimate achievements.

NAPOLEON HILL

You possess and have available to you virtually unlimited
mental powers. Many people are unaware of these powers
and fail to use them for goal attainment. That is why their
results are only average.

When you begin to tap into and unleash the power of
your subconscious and superconscious minds, you will often
achieve more in a year or two than most people achieve in
a lifetime. You will start moving more rapidly toward your
goals than you can currently imagine.

Your Most Powerful Faculty

Your ability to visualize is perhaps the most powerful faculty
that you possess. All improvement in your life begins with an
improvement in your mental pictures. You are where you are
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and what you are today largely because of the mental pictures
that you hold in your conscious mind at the present time. As
you change your mental pictures on the inside, your world
on the outside will begin to change to correspond to those
pictures.

Visualization activates the Law of Attraction, which draws
into your life the people, circumstances, and resources that
you need to achieve your goals.

Visualization also activates the Law of Correspondence,
which says, “As within, so without” As you change your
mental pictures on the inside, your world on the outside,
like a mirror, begins to change. Just as you become what you
think about most of the time, you become what you visualize
most of the time as well.

Wayne Dyer says, “You will see it when you believe it
Jim Cathcart says, “The person you see is the person you will
be” Dennis Waitley says that your mental images are “your
previews of your life’s coming attractions.”

Albert Einstein said, “Imagination is more important
than facts” Napoleon Bonaparte said, “Imagination rules the
world” Napoleon Hill said, “Whatever the mind of man can
conceive and believe, it can achieve”

The Importance of Vision

The most common characteristic of leaders at all levels,
throughout the ages, is vision. This means that they can
visualize and imagine an ideal future, well in advance of its
becoming a reality. Just as Walt Disney clearly saw a happy,
clean, family-oriented amusement park many years before
Disneyland was built, everything worthwhile in your life
begins with a mental picture of some kind.
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As it happens, you are always visualizing something, one
way or another. Every time you think of someone or some-
thing, remember a past event, imagine an upcoming event,
or even daydream, you are visualizing. It is essential that you
learn to manage and control this visualizing capability of
your mind and focus it, like a laser beam, in the direction of
achieving the goals that are most important to you.

See the Success You Desire

Successful people are those who visualize in advance the kind
of success they want to enjoy. Prior to every new experience,
the successful person visualizes previous success experiences
that are similar to the upcoming event. A successful sales-
person will visualize and remember successful sales presen-
tations. A successful trial lawyer will visualize and remember
his performance in court during a successful trial. A success-
ful doctor or surgeon will visualize and remember her suc-
cessful treatment of a patient in the past.

Unsuccessful people, on the other hand, also use visual-
ization but to their detriment. Unsuccessful people, prior
to a new event, recall, reflect upon, and visualize their pre-
vious “failure experiences.” They think about the last time
they failed or did poorly in this area, and they imagine fail-
ing again. As a result, when they go into the new experience,
their subconscious minds have been preprogrammed for
failure rather than success.

Feed Your Mind with Exciting Images

Your performance on the outside is always consistent with
your self-image on the inside. Your self-image is made up of
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the mental pictures that you feed into your mind prior to any
event. And the good news is that you have complete control
over your mental pictures for good or for ill. You can choose
to feed your mind with positive, exciting success images, or
you can, by default, allow yourself to be preoccupied by fail-
ure images. The choice is up to you.

Almost everything that you have achieved in life, or failed
to achieve, is the result of the use or misuse of visualization. If
you look back, you will find that almost everything you visu-
alized positively eventually came true for you. You visualized
completing school, and you did it. You visualized getting your
first car, and you got it. You visualized your first romance or
relationship, and you met the right person. You visualized
taking a trip, getting a job, finding an apartment, or purchas-
ing certain clothes, and all these events came true for you.

Take Control of Your Mental Pictures

You have been using the power of visualization continuously
throughout your life. But the problem is that most people use
visualization in a random and haphazard way, sometimes to
help themselves and sometimes to hurt themselves.

Your goal should be to take complete control of the visu-
alization process and be sure that your mind and mental
images are focused continually on what you want to have
and the person that you want to be.

The Indispensable Man

George Washington, the first president of the United States,
considered by most historians to be the “indispensable man”
at the founding of the American Republic, started his life in
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humble circumstances. He was born in a small house and
raised with few advantages. But he was ambitious and at an
early age he decided that he had to mold and shape his char-
acter and personality so that he could become the kind of
person who would be accepted and successful in society.

The guiding influence of his young life became a book with
130 rules for manners and deportment. He read this book
over and over again and eventually committed it to memory.
Thereafter, he practiced the very best courtesy and manners
in his every interaction with other people. By the time he
became a powerful figure in the American Revolution, he
was described as one of the most courtly and gentlemanly
men in the American colonies.

Develop Your Own Character

Benjamin Franklin—a founding father; a remarkable states-
man, diplomat, and inventor; and a wealthy man—started as
a penniless boy in Philadelphia apprenticed to a small print-
ing company. He was outspoken and argumentative and
often made enemies who then contrived to hurt his chances
and hold him back.

At a certain point in his young life, as Benjamin Franklin
reveals in his autobiography, he realized that his personal-
ity was in great danger of hurting his chances for long-term
success in early American society. He therefore decided to
develop within himself a series of key virtues, such as sin-
cerity, humility, temperance, discipline, and honesty, that he
felt he would have to possess if he wanted to achieve his full
potential.

For many years, week after week, both Washington
and Franklin practiced visualization. They thought of a
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characteristic or quality that they wanted to embody. They
visualized and imagined themselves as possessing that qual-
ity. In every interaction with other people, they referred to
this “inner mirror” to see how they should behave and then
carried themselves in a manner consistent with that ideal
inner picture. Over time, these mental images became so
deeply impressed on their subconscious minds that the man-
nerisms and the person became one.

You Are What You Can Be

Piero Ferrucci, in his book What We May Be, explains how
you can develop any quality you desire by dwelling upon that
quality continually and imagining that you have it already.
Read about the quality you desire. Learn about it. And espe-
cially, imagine yourself practicing that quality whenever it is
needed.

Aristotle wrote that the very best way to develop a virtue,
if you currently lack it, is to imagine and to behave in every
respect as though you already had the virtue whenever that
virtue is called for. See and think about yourself as you can
be, not just as you might be today. Gradually, you will be-
come that new person.

Change Your Mental Pictures

In essence, you control the molding and shaping of your
own personality and character by the mental images that you
dwell upon hour by hour and minute by minute. By changing
your mental images, you change the way you think, feel, and
act. You change the way that you treat other people and the
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way they respond to you. You change your performance and
your results. You can actually remake yourself in the image
of the very best person that you can imagine yourself becom-
ing. This is all part of the constructive use of visualization.

Perform at Your Best

In professional athletics, there is a training method called
“mental rehearsal” Top athletes in every field mentally
rehearse their events before they go into active competition.
They see themselves performing at their best prior to every
event. For many days and hours prior to a major competi-
tion, they visualize themselves performing successfully, over
and over again.

They continuously recall their “personal bests” in previ-
ous competitions and replay this personal best like a “movie
of the mind” in their own mental screening room. They see
themselves doing well over and over and feel the joy and sat-
isfaction that accompany a peak performance. They become
excited and happy about doing just as well in the upcom-
ing competition. And when the competition begins, as far as
they are concerned, they have already won.

Relax Deeply and See the Desired Result

Figure skaters, for example, play the music to their skating
routines over and over again while they sit, deeply relaxed,
with their eyes closed, imagining themselves skating on the
ice. One of the benefits of skating in their minds is that they
never fall or make a mistake. They see themselves skating
their routines perfectly, over and over again, before they
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