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Legal Notice:- The author and publisher of this Ebook and the accompanying 
materials have used their best efforts in preparing this Ebook. The author and 
publisher make no representation or warranties with respect to the accuracy, 
applicability, fitness, or completeness of the contents of this Ebook. The 
information contained in this Ebook is strictly for educational purposes. 
Therefore, if you wish to apply ideas contained in this Ebook, you are taking 
full responsibility for your actions.

The author and publisher disclaim any warranties (express or implied), 
merchantability, or fitness for any particular purpose. The author and 
publisher shall in no event be held liable to any party for any direct, 
indirect, punitive, special, incidental or other consequential damages arising 
directly or indirectly from any use of this material, which is provided “as 
is”, and without warranties.

As always, the advice of a competent legal, tax, accounting or other 
professional should be sought. The author and publisher do not warrant the 
performance, effectiveness or applicability of any sites listed or linked to in 
this Ebook. All links are for information purposes only and are not warranted 
for content, accuracy or any other implied or explicit purpose.
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Set a Game-Plan!

One factor which all successful people have in common is effective 
time-management.  You may prefer to call it structure, setting yourself 
to the task, or a game-plan.  Whichever word or term works for you is 
fine.  As long as you take it seriously, and put it into practice, you are 
creating one of the basic principles of productivity.

It might be a good idea to think about this, and why this factor is so 
essential to success.  Perhaps you can begin by thinking of the 
opposite--  ways which do not work.  Even if you have one very small 
task to complete, if you do not manage your time appropriately it may 
get done too late, or not at all.  You may be working on a deadline, or 
have a task which does not have a specific time to be completed.  If 
you do not have a game-plan for getting it done, the results will not be 
satisfying.  While procrastination and wasting time impede 
productivity, lack of effective time-management can be as destructive.

Increasing your productivity and getting things done means having a 
good game-plan.  First, you need to know exactly what must be done.  
Second, even if you do not have a specific deadline, you must also 
decide when it must be done.  The third step is putting yourself to the 
task of doing it.

You want to accomplish your goals, whether they are short-term or 
long-term.  You also want to be proud of and satisfied with the results. 
When you are not content to simply “go with the flow,” and instead 
take your game-plan seriously every step of the way, you are nearly 
guaranteed of success, pride, and satisfaction.  

Structure and time-management may come easy for you, if they have 
been a regular part of your life.  If you are not used to these concepts, 
now is the time to implement them into your everyday life.  Whether 
you are setting up a business of your own, working for someone else, 
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