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Say NO

U Agenda-less meetings

U Leaving most important
items for last

U Recaps for late arrivals



The 80/20 Rule

1,000 Units Produced

by 100 Employees

20 Employees 80 Employees
800 Units 200 Units

l l

40 Units/ Employee 2.5 Units/ Employee
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AHighest and
best use of
your skills

AHone your
natural talents

Optimize Your
Sweet Spot




Get Systematic

NFor t he f 1 r st 2 !
| wanted freedom.

For the next 25 years, | wanted ordel

For the next 25 years, | realized that
order 1 s freedon

- Winston Churchill



Team Systems

I Team calendar or project plan
I Regular reviews of performance

1 Documented customer complaint-
resolution process

1 Scheduled team-update meetings

I Exception reports that identify
only tasks that are off-plan
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The Fundamental Four

Where are we going?
What are we doing to get there?
What can | do to contribute?

What os 1 n 1t f or
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The Answ

1. Strategy
2. Plans
3. Roles
4. Rewards



