4 Tips to ‘Plan Your Way to Success’

Setting aside time to plan the week ahead can help relieve any stress you might be feeling as a result of unfinished business. 

It also allows an emotional release once the week is done and helps increase productivity.

The following suggestions will help you come up with a good plan and learn how to stick with it:

Prioritize by Importance: Planning provides a systematic method to increase productivity without sacrificing quality by establishing a hierarchy of needs. Make a list of “must do” versus “can do if time allows” items.

Time Management: Experts agree that the first step in time management is the ability to properly prioritize one’s time. Beside each item you listed above, indicate how long you expect the activity to take. Build in a little buffer by adding 10% more time to each activity to accommodate emergencies or unanticipated events. 

Stay on Track: Planning allows everyone to see the “big picture” while simultaneously outlining the details required to accomplish each task. Planning also keeps the lines of communication open and ensures that all stakeholders understand the proper process required to complete a job.

Reward: Good planning not only helps to increase productivity, but it also reduces stress, helps you relax and increases personal satisfaction by giving you a sense of accomplishment. Lower blood pressure, less anxiety and greater focus keep your mental faculties and emotional well-being running like a well-oiled, machine so you are able to accomplish more in less time. Take time to reward yourself and others for meeting goals and objectives each week. 
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