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, QURGXFWRQ
7KW IV CRABMAD 7WDIQQJ &RXWH ) RUXV DV D JURXS R SIRHWIRQDY [Q \WH \
DUYAV HGXFDRY SKIBVRSKHY DQG GUHDP HY2  ZKR KDYH EHHQ ZRINQJ RQ
\WUHH \ HDUY \RJHWHU WL IV D XQTXH RSSRWXQW \R IQVIWM \ RX RQ D RXWGH R

LOVSILDWRQ 1 DIMUH FRQQHAIRQ SDW! IRUKXP DQ DQG SOQHIY Z HEHQ)

7KLY GDQQ) MXUCH WDW H Z 1QJ XICGH \ RX WURXIK IV EDVHG RQ\X R UHMGHQUWDOAICICQ) VWOV H UHDO/HG [

RQH ,Q 6 ®YHQD DQG WH VHFRQG RCH 1Q ,FHDQG Z KHUH Z H JRWKH FKDQFH VR GHMJQ DQG IP SIRYH PDQ. R \KH
SWDFWEHV \WDWDUH IQWH P DQXDQ2  DQGDORWH IGZ R \WH SUVHOMDIQQ) FXUEXOP

7KLV P DQXDOUHHWY VR \ RXK Z ROHY \KDAZ DQAR GHVLIQ DQG [P SBP HQAD WDIQQ) FRXWH RUD \ RX\W H FKDQIH

UHDWMG\R Z HOEHQ) DQG QDWUH
W/ VXSSRUAG B\ \WH 7 KHRUAFEDO) WDP HZ RUNDQG WH 0 DQXDCR! $ PN Z KIEK \ RX FDQ11QG RQ RXUZ HEV\M

$1P
7KHDIP R WLV JXIGH IV IRU\ RAK Z RINHY WDIGHY WDFKHY DQG QRQ |RUP DCHGXFDRLY \WDWZ DQAR BDWD KRZ \R
GHVLJ Q DQG P SBP HOAD < RXW ( [ FKDQIH RUD 7 WDIQIQ) FRXWH RQ CDWUH DQG QXKUWMUH Z HOEHQ) IRUKH \ RXW

2 EMPWYHV Rl WH SURMIFW
e ' HHHBS D WHRUMWDO IWDP HZ R DQG D FRQFHSWIRU ZHOEHQ) DQG QDWUWH FRQOHAIRQ 1Q \ RXW ZRWN

P DOXDY W D YDUHW R P HWWRCRBJ IHV WDWEHUWYH [URP \KH \KHRUAWFDA UDP HZ RUN
MP MDIQQ) FRXWH SURIWDP P H IRUMH \ RXW Z RUINHY GDGHY Z KR Z LQEHCHIWURP RXUZ RN
R DOV HOWHUNCRZ GG H DQG H SHUHQRH W \WH \ RXQJ SHRS®! WH Z RINZ W
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QRUWP DARQ WHI DUGELQI WH SURWFW
7KH SIRMPW/HBQILQ) W1 DMHIVD. $ 6 WDWIIE SDUGHYKIS SURMPWR IXQEHG
SURVPWOXP EHU 6 . %
7KH FRORWXP IGFOIGHY WH IRTZ [Q) SDUGHY $P EMD ,QAMAOM IURP 6 BYHQD
IRP &\ SIXV 8 QJ@IDWP ICMUBWXURI 7Y ¢ IRP ,FHDQG $WRADONR 3 OQR
YHOLXP DQG $WRADAR - XYHQCB IQGQHXV & DMV ILRP 6 SDIQ

| HDLDQJ &\ FO!
[ HDWQ) IV VRP HKIQ) ZH GR QDMWMD@ ZKIB JRQ) WURXIK ALIHHQASKDWY 7 KHWH SKDVWHV KDYH EHHQ ZHO

GHVRUIEHGE\ . RE IQKLY 6D R FBl DQGDUH Z 1GHO DFFHSWG 8 QGHOHDW \ RX 11IQG WH P RGHDV ZH NQRZ IW
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,QDYHY VP SBIZD ZHFRXG VWD \KDVWAHYHY \KIQ) AW Z MW DQH SHUIHQFH KD
7KLY H SHUIHQRH P DNHV XV UHERAKSRQ RXWHOHY DQG RKHY : H\ARWR ULHE
2 WQE\ WKDUQY WKLV Z W RKHY RURQ SDSHUZ W RXWHIHV  7KURXIK WKLY UHE
ZKDWZH QRIFHG : H Z DQMR EHWHU XQGHUARQG Z KDWKDSSHHG ZKIFK GDG
VHDURKHG IRUVRP HNCQG R DQVZHY ' XU KLY SUIRFHW DQG P DIQ® DWKH HQG R
XQGHIARRG : HVARWWR W RXVWKH QHZ NQRZ GIGI H DQG XQGEHIARQEQ] ZH JDICHG
7KV RFBI 6DGY W QHZ H SHIHQFHY HHERIRQYY XQEHUARQEQIV DQG DRARN - H NHo RY JURZLY L
CHYHBRSIQ) DV KXP DQ EHQIV : KB JRQJ \WURXIK WLV R F&I ALIHHQADVSHRW R + HDGV + HDWV DQG + DQGV JHW
HP SKDMVHG 7KLY WKRZ V XV \WH IP SRUBCFH Rl SD\ 1Q) DWHQIRQ W D@ DVSHRW R KRZ ZH GDW)

,Q RXUVHDUFK IRUDQ DSSURDFK \KDWFRX@ HDVI® EH WDQVOWIG \R \ RX\K Z RIHY ZH FDP H DFLRW WLV P RGHOR!
+HDG +HDWWDQG + DQG 7 KHVH \WUHH SDWW DUH FLXFIDOSDIW Rl RXUERG. Z H QHHG DOKUHH R \WHP \R VXUWYLYH DQG
\WH DUH UHFRI Q] DE®I IRUWH \ RXQ) SHRS®IZH Z RINZ W

04 XVIQJ \WHVH \MUP V Z H Z DQANR P DUN RXAWKDAMLY DODERXWIQEQ) D EDDGFH EHEHHQ \WH XVH Ri RXUKDQGV
KHDUW DQG KHDGV 7KH DUH HTXD® LP SRUBQWIQ OHQFH HDFK RMHUDQG Z H GHHG WHP \R FRP S\ RXUR\ FBI R

GDQ)

$V\ RX DOHDG QRWFHG \ RX VHH \KDWZ H DUH XMIQJ \WH \MUWP V KHDGV KHDUWW DQG KDQGV 1Q SUWDO:  H EHIHYH \WDW
WLV SGUDOLY [P SRMIQAMGFH IMP HDQV WDWZ H DUH CRAGRIQ) WLV DOE\ RXWHOHV 2 \MQ ZH VHH SIRFHWHV DV
IQAYIGXDOUHVSROVEIONA GHVSIWM \WH IQMEHSHQGHFH RQ RXUVXURXQAQIV 7KLY SOUDOEUQIV XV EDFN \R \KLY
DQIH 1Q VKDUQJ DQG XQGHYARIQAQ) HDFK RWHULQ \WHVH VKDUHG SURFHWHV 7KLY 1V RXUKXP DQ

EUQIV XV \R \WWH OWAEIHFH R WH SX] | G Z KHQ Z H \BOI DERXWBDLWACQ) 7 KH VHD GAVMUP LQDWRQ
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Q\KY P RGHOWHHDWH  NA HBP HON QHHEHG \R IX@® P RIYDW VRP HRCH VR P DNH VXUH LY SHYRQ JHW HQIDJHG
\R DPWKXSRQ Z KDWY QHHGHG RUZ DQMG B\ WL SHYRQ : KHQ WHVH DUH SUWVHQAZ H FRXG VD' \WDABDLQQ) Z 1O
\BNH SOFH P XFK IDWMU DQG KDV D P R OWID) [P SDAARQ WH @H R KLY SHYRQ DQG \WH Z HEHQJ \KLY SHYRQ
H SHUHCRHV

7 KH\WKUHH NH HBP HQW DUH DV IR®BZ V

HHY FRP SHMQAKH. 1HHODE®! \R IQMDPAH THAYHD Z WKIQ \WHUHQYURGP HONVDQG \WH. KDYH
VXFFHW VR HQUXUH \KDWKHU JRDY' DUH DFKIHYHG $ FRP SHMQASHWRQ IHHY D VHQWH R




$XWRQRP \
$XRQRP\ IQYROHV EHQJ DE®! R P DNH \ RXURZ Q GHRMRQV DQG IV DWRADWG
) HHIQJV R DXRQRP\  DUH HCKDQFHG Z KHQ IQAYIGXDY DUH JIYHQ D FKRIFH DQ
EHKDYIRXU DQG Z KHQ RKHUSHRS®! DFNGRZ BIGI H \WHUIHHTIJ V

5I—K])MK3Q—I\N

- DKRXAWWFRQCHARQY  VHD GHWMUP LDWRQ [V KDUEHU VR DFKIHYH EHFDXVH \WH 1QQYIGXDOZ RXG WFN DFFAVV W ERUW
KI-[S[XﬁVXSSRUN) HHIJV R UBHOWECHW DUH HOKDQRHG Z KHQ 1QAYIGXDY DUH UHVSHRMG DQG FDUHG IRUE\ RKHY/
DQG DUH SDWWRI DQ LFGMYH HOQYILRQP HQWV

7KLY OWHBP HOAWY NH IRUXV Z KHQ Z H \BXO! DERXW- HDGV  KHDUW DQG KDQGY VIGFH WP SBP HOW \KLY UHDWGQHW
21 FRXWH ZH DOR QHHG \R HP SKDVVH WH RKWHUHBP HQN DV GHFHWDY  1QJ UHAHQW |RUCDWUDOI URZ W IRUDQ
KXP DQEHQJ

© WWRXWKH IHHE) R EH FRP SHIMQMR DFKLHYH \ RXUJRDO QR DRMDOQUMYH Z I@FEH \BNHQ 7KLY [HHIY R EHQJ
FRP SHWQMY DOR VRP HKIQJ \ RX JHMRUD JUHDWSDWMURP \KH FRP P XQW SDUHQNV [UHQGY VAKRRO \ RX\
RUDQVDMRQ 2 \RX DWH 1Q / DA® WHUH LIV DOR DXRCRP\ 7KLY VKRZ V \KDAHYHWY RQH KDV \WHURZ Q SDFH \WH
FKD@IQIH IRUXV DV \ RXAK Z RINHLY LV \R JLYH \KLY VSDFH DQG QRABUHWWXUH RXU\ RXQJ SHRS®! R DPVKSRQ VRP HKLQJ
WH GRQWZ DOAKHP VHOHV 7KLY P HDQV \KDWRXUDRWYIMA DUH VHWKS \R | DROIMM \WH DRYDUIRQ DQG FXAGYDURQ R
CQDWUH FRQQHAIRQ DQG \WH Z HOEHQJ R\ RXQJ SHRSGI ' XUQJ \WH DRI WH \ RXQI\AMY FDQ DPWEDVHG RQ Z KHUH
QO WHUGDQQ) SIRFHW KDWY GLIHHQARUHYHY  SDMFELSDQN




r

VL

. H h. - B ;  .

7KH WUDLQLQJ FRX




7KHWDLQIQJ FRXWH
7KY WDIQAQ) FRXWH JIXIGH KDV EHHQ GAMJICHG IRUN RXW Z RUNHY \DICHY  WDH
Z KR Z DQNR LCFAGH WH QXUMUH R CDWUH DQG WH Z HEBEHQ WSIF 1IOR \WHUZ RN
DWUWH 2 DQG,2 R WH %RUJIQ W 1DMHL. $ WDWMIIEE SDY@
XQEHUARQEQ) R (DWUH DQG Z HEBHAQ] 1Q\ RXW ZRUWN SIRIWDP V ZKIFK JIYHV H O
ZD\V \R \WH WDIQQ] 1P SEP HAMRQ 7KH FXWEXGP 1RFXVHY RQ WIHQIWHQQ WH SIRIHVWIRCDORRP SHWCHHV R
SHYRQV Z W SURUH SHUHCHH 1Q CQRQ 1RUP DCHGXFDWRQ DQG RQ IRWMUY H SHUIHQWDABDIWIQ 7 KH IRFXV KHUH IV RQ
ICFRUBRIDMY (DWUH DQG Z HBEHQ) \RSIFV DQG P HWRCGRBJ LHV 1OR HGXFDMRCDOR AV

$1P DQG 2 EMIPWYHV
7KHPDQDP R \WHWDIQQ) FRXWH GHBIBIG 1Q WY JXIGH IV \R JDIQ \WH DEIOV R EXIG 1 DXUH |RFXVHG BDLQQ)
HYHQN DQG HEXFDIRQ SURIWDP V 7KLY VDP S®I FRXWH V \BU HVDXEHQRH IV \ RAK Z RIHY WDIGHY \WDFKHY QRQ
IRUP DOHGXFDWY DQG HYHY RQH Z KR IV IQMIHNG 1Q WH \RSIE Z W H SHIHQFH 1Q SOQQQ) DQG GHIYHUQ) QRQ
|RUP DCHGXFDMRQ DAYV Z KR |HHOFD@IG R SURP RIM CDUH DQG Z HOEHQ) DSSURDFKHV \IR \WHIUNMDRKIQ]
7KH IRM®Z 1QJ DUH \WH FRXWH REMPYHV
e 7R FRP SUHKHQG \WH EURDG FRQFHSWDQG NH SDW R 1 DMUH DQG Z HEBHQ) \RSIEV IQR QRQ IRUP DOHGXFDURQ
DRYLA
e 7R FROMGHURHV SHYRCDOFRQUHARQ R CDVMUH DQG LGHQM VMDA LHV VR SURP RM W
« 7ROGDWDKRZ \R DSSO FRIFHSW UHDWMG \R QDWUH DQG Z HOEHQ) 1O\ RX\K Z RUN DQG HEXFDUIRQ
H UHDWG SURI LDP V IRU RX\K
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0 HMRGR®I\

7WDICHY FDQ FRP P XQFDW JHHDOIQRUWP DINRQ IRUWH WDIQQ) DP  REMRM
[QMGHG UHVXWV  FROM WDQG RKHUFRP SRCHOW CHRHWDY  IRUMHUIQYRGHP HQ
B\ XMQ YDURXV IFH EBHDNHY ZDWP XSV DQG IQAMKRANH DRANMWAY ) RGXZ1QJ
IQYHMM DI  FRP SUHKHQAQ] DQG GHIQQ) Z KBAFRQAMAMY SRMYH P HOQNOKH!
QR VP DQJ URXSV RUIQYIWG [QAYIGXD@® W XVH NP ERDUG P HOIMRUDCRKHUSOMR
DWRADWG Z W SRMMYH P HQICKHDIK! DQG Z RN RQ GHYHBSIQJ D CHIQWRQ IRUIW) RXZ Q) WOWWR FDQ DIWP SW
R GHYHBS D JURXS GHIQVRQ R SRMYH P HOROKHDAK DQG QDWUH DQG FRP SDUH MR \WH GHIIQMRQ GHYHERSHG B\
WH: R+ HDWN 2 W DQVOMRQ RURKHUMBNHKRGHY/ 1P SRUBONR KLY | IHG

6HW60$57 JRDY : KHQ GAMJQQ) D WDIQQ) FRXUH \RX QHHG \R \MIQN 60 $57 \VSHALE P HDVXUDEG!

DWICDE®! UHDOAF DQGWP H IDP HG VHHIUXWH — <RX FDQWHQDSSO WH IRMZ 1Q) SUGFISBN 2 EMPIYHY GR QRW
GHVFUEH \WH WDIQHV DRYMA EXVWUDWHU\KH SRMYH FKDQIHY \WDWDUH H SHAWG \R RFFXU DWAKH [QAYIGXDO
RU DQVDMRQDO DQG FRP P XQW GIYHY REMIPIYHY P XWAEH IRP XOWG XVIQJ YHEEV R DRIRQ HDFK REMAIYH P X\
EH DIP HG DD VIQJ ® RSHIMRQ \R | DFLOIAW P HDVXUHP HQADQG HYDODMRQ REMIPRYHV Z LOEH LOWI UDMG DQG & LFD®

DWRFADWG Z WK \WH FROMQADQG BDLQIQ] VIWDMRYY $ FFRUEQJ \R $ QQD 7 DBUER 60 $57 JRDY VHW RX XS

IRUVXFFHW B\ P DNQJ JRD® VSHALIE P HDVXWDE®!I DFKIHYDE®! WHDOMF DQG WP HO 7KH 60 $57 P HKNRG KHSV
SXVK \ RX IXUWHU JLYHV\ RX D VHQWH Rl QUHAIRQ DQG KHSV\ RX RU DQVH DQG WHDFK \ RXUJRDY

%% | QD
B ACHIEVABLE RELEVANT TIME-BOUND

Figure 1: SMART Goals, Simone Ashkar, 2023 S
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7KH YHQXH  \WH HQYLRGP HOADQG IW TXDOWH DU RH R WH PR QD!
FRXWHV 21 FRXUWH DMLY SUHHIDE®! 1L QDWUH FHQUHG WDIQQ) \BNHY SOFH [Q D §
QDMUH DUH SUAVHQADQG CDMUDODUHDV DUH DYDIDE®! 7 KH IIGHAKIQ) Z H FDQ SR
DQG GDWY IRP IW$ CRKHUDGYDQEUH P D\ WP [URP \WH GFDMRQV DSSURDFK
SHWRQQHIDSS® DQG GHP ROMDW QDWUH EDVHG DQG VXMBICDELOW IGHDV
WY DOR P SRUBQMR JLYH IQAFDUIRQY VR SDIMFSDQN DERXWZ KDV EUQ) VR WH WDIQQ) FRXVH DG W EH 2 HO
GUHAWHG IRUVSHQAQ) WP H 1O QDM

6 HVWMIRQV
$SFFRAQ WRWH( DWP XV QG UHVRXUFHV DQG \RRY DERXWFRQMQNDQG SHADJRI\ DUH \WWH IRTRZ 1Q) DSSURDFKHV
QHHG R EH \BINHQ LOR DFFRXQIZ KHQ GHMI QQJ WH VHWIRQY IRUWH WDIQIQT FRXUWH

« 7R P DIQEIQ KUK TXDOV \WDFKIQ) MV 1P SRUBIQMR X\WYH DSSURSUDW DQG FXWHQASHED) RI IEDODSSURDFKHY
\KDWFDMU VR \WH GDUHY QHHGV DQG FRP SHIMQFH BIYHY  7KH FRXUWH VKRXG AMNH D EDDQFH EHEZHHQ
\WHRUHMFDOFRQFHSW DQG SUDPIFDODSSTDIRQY DG WHUH VKRX@ EH D Z HOGHMI GHG VA WP IRUP RQWRUQY]
DQG DWHWP HOAKDVSURYIGHY SDMFLSDQW Z W FBDUIHHGEDAN

e $ FRXUH WD LQVSILQ) DQG IQMDPYH VKRX@ HQFRXUDI H SDMFSDON \R UH GPARQ WHUSHYSHAYHY DQG
SURP RM HQIDJIQ) DQG IQMDPYH GQVFXWIRQY DP RQ) WHP 7 KH FRXWH SURYIGHUP XWWAHQUXUH \WDWKHUMBI
P HP EHWY FUHD\M D VXSSRUYH BDUIQ) HOYILRGP HOAR\ EHQ) SRMYH FROAKPIYH DQG UHVSHRIKO

! RX@ EH WKAZRW  IQQRYDIYH DQG UHBIYDOW GDZ1Q) IWRP UHFHQMUAVHDURK. DQG

b ,\VWKRX@ EH FBDUKRZ WH FRXWH FROMQAUHOWA \R \KH FRXWH \RSIE DQG KRZ IMFDQ EH

1SDQW 1QWHURZ Q FRQOM W

RRY' DQG EGIQEHG GDWIQ) FDQ HOKDQRH WH GDUIQ) SIRFHW ERK EHRH GXUQ) DQG DIWMU

WH 7KH XVH R DQ DSSURSUDM GDWIQ) P DQDIHP HOMA VWP LV 1P SRUBIQM RU FRQGXPUGY

YA Z KIEK FDQ EGIQG Vi QFKURGRXY DQG DV FKURGQRXY BDURIQ) P HKRGY




$V SDWR RXUHVHDUK Z H FRP SIBIG D QMR DRYIMAY DYDIOE®H XQEHUWH SURWF
IURP  YDURXYV VRXUFHV IQFOEQ) WH RIEIDO( VWP XV Z HEVIW DQG JXIGHIHV [
ICFOGHG DV DQ DQGH R \KIV BHSRWSQH S $ FRP SUHKHQUYH R
KDYH EHHQ [P SOP HQMG WWURXI K RXUSURMPWKDV EHHQ SURYIGHG %3 FRQUXEI
IGHQIMA \WH P RANHBIYDQADQG VXIMBE®! DRIV | RURXUSURVARW

( YDOXDARQ
© KHQ \ RX GRN EDFN DIMUWH HQG R \WH SURMPADQG BHBPARQ KRZ VXFFHVWIXOWH WDIQQ) ZDV \RX PD\ X\H
FHUBIO JXIGHIDHY DQG 1 DWMUH FRFHSW 0 DQ. DSSURDFKHV DQG FKDQUHY' FDQ EH XVHG R UHGPWDQG DQDOWH
YDURXV FKDIDPMIMIEY : HIHW SDWHEQY/ QYHWW RFBV G QDPIEV DQG HBP HQW FDQ DOEH H FHBQN
HYDODWRQ \WRY DQG P IURY 6 \MYH R GHYHBS D FRP SUHKHQUYH [P DI H \KDWFRYHWY D@DVSHAW DQG IGHQMHY DQ
EQG VSRW
7R DWHW \KH TXDOW DQG VXFFHW R \WH WDIQIQ) FRXWH Z H UHFRP P HQG XVIQJ \KH . LUNSDWEN 0 RGHO ILJXUH
. WNSDWENY 0 RGHO RWQ NCRZQ DV . LWASDWENY ) RXU/ HYHY Rl 7WDIQIQ) ( YDODMRQ LV D NH \RRORUDWHWQ)
WH HIHAYHQOHW R WDIQQ) 7KLV P RGHOWY ZIGHD UHIDWEHG DV RH R \WWH P RAHITHAIYH WDIQQ) HYDBDIRQ
P HWRGY 9DOP IV

Kirkpatrick Evaluation Model

Reaction
Learning
Behavior

Results

Figure 2: The Kirkpatrick Model, 2022




5 HVXWV DQG DUDV R 1IQGHQAH P D\ EH FBDW VHHQ DQG P HDVXUHG DAD@®GIYH(

VWG HQDEGNV 7 WDICHY RU DQVDMRQV W DEDSWKH GDUIQ] SDW DV QGHHGHG DG
EHE HHQ HDFK GIYHOR WDIQQ] $V D UHVXOWKH WDIQQ] SURIWDP  Z IQEH VWIRQIHUD

) XUWKHP RUH DQHYDADWRQ IRWP LV D WROKDWDQ EH XVHG R DWHW \KH TXDQW D

7KH HYDADUWRQ IRP IV WSIFD@® FRP SGMIG B\ SDMASDQN WINHKRCGHY RU SDAYAY TCYRIHG ) WH SURIVIEVRU
DRAMW ,\WP D\ FRYHUYDURXV DVSHFW R \WH SUIRVWRWVXFK DV \WH UHBIYDQFH R \WH REMRYHY  \WH HIHRYHCHW R
\KH 1P SGP HOQIMRQ \KH HIIHHQR R \WH P DQDI HP HQADQG WH P SDRARQ \WH SDUASDQN DQG I HAJ URXSV

7KH IQRWP DIRQ FRGIFMG \WWURXI K \WH HYDADMRQ IRP IV XVHG R P RQWUWH SHURUWP DCFH Rl \WWH SURMFWIGHQWMA

WHQWY DQG ZHDNGHWHY  [PSURYH IXWMUH SOQQQ) DQG GHAMRQPDNQJ  HQUXUH DFFRXQEEION DQG
WDQVSDUHQR.  DQG FRP P XQEDWM UHVX@V \R \ABNHKRGHY DQG EHQH DUV

04 FROPWY IHHGEDAN DQG GDW IR YDURXY ABNHKRTGHY (VP XV FDQ FRQIXRXVO P SURYH \WH TXDOW DQG
IP SDPWR WH SURMIPW WXQGV

( YDODMRQ IRP V FDQ \BNH YDURXV IRWP DV VXFK DV RQIEH VXWYH V- TXHWIRQQDILAY  IQMYIEZ V- RU REVHLYDURQ
FKHANDAV  DQG FDQ FRYHUD ZIGH IDQIH R WRSIEV IQFOGQ) VDWIDRIRQ UHBIYDQRH [P SDFWHIHRYHQHW DQG
HIFHQR $ \MP SOW R DQHYDODWRQIRP FDQEHIRXQGIQ$QH S
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7LSV IRU7 WDLIOHY/
" RHV \WH SHUIHRMDIQQ] FRXUMH UHD@ H MV : KIOWP DWMY R \WH WDIQIQ] FRX

DERXWERP P XQEFDMRQ HQJ DI HP HQVHQMIBIGP HQADQG OAMQQ) WA ) RTBZ IQ
|RUMDIQHLY VR UHDFK \WH X@P DM KHLI KW R WDIQIQ) SHUHRIRQ

GHOWLFDWRQ RI 7WDIQIQI 1 HHGV $ QDO
W DGYIVDE®! \R FRP P HQFH \WH WDIQQI FRXWH B\ BHTXHWIQ) \WDWSDWMFLSDOW IQARGXFH \WHP VHOHV LQAYIGXD®
DQG SURYIGH DQ RYHYIHZ R WHUUHVSHAYH URBN Z IWIQ WHURUDQVDIRYY $ GAMRQD® ML HWHQNDOKDMKH
VKDUH WHUNGRZ BIGTH R \KH VXEMPWP DWW DV \KLY Z LOHQDE®! \WH FRXWH \R EH FXRP IVHG \R \WH VSHALLIE QHHGY
R HDFK SDWFLSDQW 7KLY DSSURDFK HQUXUHY WDWAKH \WDIQIQ) FRXWH FRP P HQRHV DAVDQ DSSURSUDWM BIYHO DQG

UHP DIQV UHBIYDQMR \WH GDLIQ) REMIRAYHY Rl DOSDMASDON

%DVHG RQ DQ DWF®! RQ \WH 6 P RZ O7 HFKU Z HEVIW D WDIQQ) QHHGY DQDOMY 1V D VWKPMUHG SURFHW DIP HG
DADWHWMQ) Z KRKHUMBDIQQ) 1V BHTXIHG DQG 1L VR Z KDANGQG R WDIQQ) VKRX@ EH SIRYIGHG W REMPIYH LV \R
HYDODW \WH FXUHOMANG NOQRZGBIGIH DQG DEIOMY R DQ IQAYIGXDORU D JURXS DQG IGHQM DQ JDSV RU
VKRWFRP 1QIV \WDWQHHG \R EH DEAHWHG \WURXIK WDIQQ] 7KH X DM JRDOR FRQGXAUY D WDIQQ) QHHGY
DCDOWY IV \R J XDUDQMH WDWADIQQ) SUR]UDP V DUH FXRP IVHG R P HHVWKH SDIMFXOQUCHHGY RN \WH I FVDXAHQRH
DQG DUH HIHAYH 1Q DFKIHVIQ) WHUGDWIQ) REMPYHY 7 KLY DCDOMY FDQ EH FDUIHG RXAVKURXI K YDURXV P HMRGY

VXFK DV VXAYRV  IQOMXHZYV  IRFEXV JUIRXSVY RUNME REVHYDMRQY DQG P D IQYROH FROQUEXMRQV [URP - ALIHWHQW
(J HP SR HHV P DQDIHY DQG VXEMPWP DIWUH SHW 7 WDIAIQI QHHGVY DDOMY




$ FFREQ) R \KWH VDP H DUIF®! DQG DFFRWGECQ) W6 DAR QG WH SURSRVHG P HKIRG

e 7R HQUXUH \WDWKH \WDIQQ) FRXUH IV HIHANH WY [P SRUIBOQAR FRQGXPD K]
WMS IV W IGHQM WWH U HWIURXS  Z KIFK ICFAGHY \WHUHGXFDWRCDCRUSIR
GIYHOR H SHUHQFH DQG GDWIQ) JRDY 7KLY IQRP DUMRQ Z LOKHS W \IRU
P HKRGV W P HHVWKH VSHHLLE CHHGV R \KH VL) AW URXS

e 7KH GDWQIQ) REMRIYHY IRUWH FRXWH WKRXG DOR EH GAWMUP ICHG WUINQ] TOW DRFRXOVWH VoRHLIE VNG
NRZBGIGIH DQG FRP SHWCQHHY \WWDWSDWASDONV WKRX@ DFTXILH B\ WH HQG R \WWH FRXUH 7 KHVH REMIPYHV

VKRX@ EH DD QHG Z W \WH \BLJ HWJ URXS DQG UHBIYDQAR \WHUHGXFDURCDCRUSUR HVWRGQDQ) RDY

e &RQGXANMY D QHHGY DWHWP HOAY HWHQIDOR IGHQM \WH JDSV 1Q WH B HWI URXS V NQRZ BIGIH W@ DQG
FRP SHWQFLHV 7KLY FDQ EH GRCH WIRXIK VXUYH V IQMYIEZV RU IRFXV JURXSV \R JDINHU IHHGEDAN IURP
SRNMQIDOSDWMFASDQN RUWHUHP SB HY  7KH UHVXOV R WH QHHGY DWHWP HOAFDQ EH XVHG \R GHMJQ \KH
FRXWH FROMOADQG GHIYHY P HWRGY R DEGUHW \WHVH J DSV

e 7KH FRXWH FROMOADQG VWKPMUWMH VKRX@ EH EDVHG RQ WH GDWIQ) REMPYHY DQG QHHGY DWHWP HOW
IQFOAQ) \WH \RSIEV R EH FRYHUIHG \WH VHTXHQFH R VIMMRQY  DQG WH \MDFKIQ) P HKRGY R EH XVHG  7KH
\WHRUMFDODQG SUDPIEDCADVSHPW Rl \WH FRXWH VKRX@ EH EDDGQRHG \R P HHVWKH GDUIQ) REMPYHY

e 7KH GXDIRQ R WH FRXWH DQG WH GHIYHY P HWRGY VXK DV IDFH\R IDFH EGIQEHG GDWIQ)  RU RQIH
GDRIQ) VKRXG EH GHWMUP LCHG EDVHG RQ WH SUHIHUHGRHV RN \WH \BU HWI URXS DQG \WH DYDIOELONV R UHVRXUFHV
\R GHOYHUWH FRXWH HIHAIYHO

e ,GHOMIQ] WH UVRXUFHV DQG BJMIFV UHTXIWHG IRUWH WDIQQ) FRXUWH VXK DV \WWH YHQXH HTXISP HQW

: IV DOR [P SRMUQW 7 KH EXGIHWDQG IXQAQ) DYDIDE®! \MUIRXIK ( WP XV VKRX@ EH

WRURXIK GHHGY DCDOMY D \WDIQQ] FRXUH FDQ EH GAMJI QHG \WDWP HHW \KH VSHALIE GHHGV
DL HAJ URXS DQG P O [P IVHV \WHUGDWIQ) RX\MRP HV



7KXV 1Q REHUR IGHOM \WH WDIQQ) QHHGV R WH SDWFSDOW ZH GHYHES
WP SOW EDVHG RQ EHVWBDRIFHY DQG FXRP 1] HG R RXUSURWPYY J RDY DQG REN
VHWR TXHWIRQY DQG JXIGHIHY R KHS XV IGHOM WH NCRZBIGJH W@ DQG
SDWFSDQW DV Z HGDV DQ. J DSV RUFKDEBIQ) HY \KDWOHHG \R EH DGGUHWHG WURXJ
KLV WP SOW ZH DIP \R GHVLJ Q DQG GHOYHUD KLIK TXDIW DQG UHBYDQARDIQQ)

SURIHWMRCDGEHYHBSP HONDQG P REIONV Rl RXUSDWASDON VHHSQQH S

/[ HDLQIQJ WOV
$FFRAQ W1HO GPIQI V9$5. PREO GDUHY DUH ICHQMHG Z W |RXUGLI HHQABDURIQ) SUHHUHQFHY
« 9LVXDOBDWIQ) SIFWUHV P RYIHV GDIWP V
¢ $XAWRY GDQQ P XVE GQVFXWIRQ GFMUAV
« 5HDAQI DQGZUMZ) P DNQJ @AW WDAQ) \M VERRN \INQJ GRMV
e . IOHVIKHWF BDWIQ) P RYHP HQWVH SHUP HQV KDQGV RQ DRYIMAV

3HRSGI P D 110G WDWKHU GDIQ) SUHHMHFHY @ VRP HZ KHH 1Q \WH P IG3BI VXFK DV IIQEAQ) ERW YIVXDODQG
DXQWY GDQQ) HTXD® DSSHD@Y $V D UHVXEGVIWY FUMFDARUD WDIQQ] FRXWH \R LQMI UDM DQIRXUGDLRQ) \AMBN
1O REHUWR LOFGCGH HYHY BDWCHUDQG SDMFLSDQN

<RX FDQ I1QG P RUH IQIRUP DIRQ DERXVWKH QLI HHQABDUQIQ) VIWBN KHH 9$5. 0 RCDOMV : KDWER 9 WXDO$XWDO
5HDGZ UM . ICHWKHWF BD® P HDQ'



https://vark-learn.com/introduction-to-vark/the-vark-modalities/

' HLOH\ RXUVBLI HAJ LRXS
3UP DUOD \ RX Z LOQHHG R GHIGH \ RXUBUIHWI URXS UHIDEQ] \WH VXEMIPWR \ R
SURMPW RX Z @QHHG \R KDYH 1Q \WH EDFN R \ RXUP 1QG \KH \BL HWI URXS \KDW
\BU HAJ URXSY QHHGY $OR \ RX QHHG \R \MIQN DERXVWKH DIH R \ RXUMBLI HWJ URXS
IP SBP HQMY \ RXAW H FKDQIH RUMDIQQ) FRXUH : KIBI FKRRVMQ] \ RAUVBI HWI U
EDDQRHG UHSUMVHQIMRQ R SDMFLSDOW 1O WP V R FRXQHV DQG JHQGHU

$FREQ W WH ( IDWP XV JIXIGH “7KH 3WRIWP P H VKRXG UHDFK RX\VWR D OW HUVBUJ HAJ URXS ERW Z MKIQ DQG

EH RQGWH 8 QRQE\ D JUDWUXVH R IQRIP DIRQ FRP P XQFDURQ DQG \WFKQRBJ\ \RRY FRP EIGHG XVH R SK\ IFDO
P REIOV DQG YILWDOBDWIQ) DQG YIWMDAFRRSHIDIRQ

) HZ HURSSRUMQWHY SDUAFLSDOW
UDVHG RQ WH ( XURSHDQ YDOHV DQG WH SURIMAV R ( UDVP XV M [P SRUBQAR EH IQFOMYH DQG GYHYH
DV SRME®! ,Q REHUWR [P SBP HQMKH SUGQFISBNV R WH 1 DURCDO( VP XV 2 [IIFHV 1 ( 2V DERXWQFOMRQ DQG
QYHW VDMI\ IWZ RXG EH SUHHDE®! \R IQFUHDVH DFFHWIELOW \R WDIQQI FRXWHV \R SHRS®! Z W 1HZ HU
RSSRUWMQWA 7 KH EDUIHY R SHRSGI Z W 1HZ HURSSRWQWAV P D\ LQFOGH RQH RUP RH R \WH IRTZ Q)

e ' IWVDELOAHV 7KLY IQFOGHV SK\ MIEDO P HQEO (QMBIFXDORUVHQRY [P SDILP HON ZKIFK  1Q IOMDAIRQ Z M

YDURXV EDUIHY P D KIQGHU VRP HRQHY IX@DQG HIHAYH SDMFSDIRQ 1Q VRAHW RQ \WH VDP H IRRIQY DV
RWHWY/

YOUHY P D\ UVXGNURP KHDEK DMXHV IQFEQ) VHYHUH LA@HWHY FKURQE GVHDVHY RUDQ
P HQECKHDEN UHDWMG VIWDMRQ WDVSUHYHQW IURP - SDIFSDMY 1Q\WH SURIWDP P H




UDUIHY QONHG VR HGXFDWRQ DQG WDIQIQJ V\ WWP V|, QAYIGXDY WK J @
WDIQQ] A VWP V IRUYDURXV BHDVRQY HDU® VRKRROBDYHY 1 ( ( 7V SHRS®I (
WDIQQ) DQG BZ VNG DGXW P D\ IDFH EDUHY $GMRXIK RKHUIDARY P [
QUIEX@H ZKIGI\KH P D\ DOR EH GNHG \R SHYRCDCALRXP ABGFHV P RA® U
Z KIEK FUDWY KFUMUDOTP MMRQY DQG RUGRHY CRAX@ \BNH LOR DFFRXQ
,QAYIGXDY FDQ DOR | DFH EDUWIHY \R SDMFASDUIRQ Z KHQ \WH VAKPMUH R FXU
D GDRIQ) RUMDIQQ) P RELOV DEURDG DV SDWWR \WHUMNGHY

&XEDO GUIHHQFHV  : KIBI FX®WDO ALHHEHY PD. EH SHUFHYHG DV EDUHY B\ SHRS® ILRP DQ

EDANJURXQG \WH  FDQ SDMEXOWD DIIHPWSHRS®! Z MW 1HZ HU RSSRUMQUA 6 XK GLIHIHQFHV P D UHSUMVHOW
WV QUEDQAEDWHY \R GDRIQ) 1Q JHQHDO DOWH P RUH IRUSHRSGI Z W D P LJWDQARU UHXJHH EDFNIURXQG °

HVSHAD® QHZ ® DUYHG P UWDQN  SHRS®I EHRQIIQ) \R D QDIRCDORUHWQIE P IRV MIQ @QIXDIH XVHY

SHRS®I Z M @I XMIF DEDSMRQ DQG FX@MUDOIQFOMRQ GLIIEXGHY HW 9HQ) H SRVHG \R IRIHLIQ OQI XDIHV
DQG FX@MUDOGLIHHFHY Z KHQ \BNQJ SDUWMQ DQ. NQG R SIRIWDP P H DRWIMAY P D\ SXWRII LQAYIGXDY DQG
VRP HKRZ @ MKH EHQHIW R \WHU SDMFSDMRQ $ QG VXK FX@MUDOGLIHHQFHY P D\ HYHQ SUHYHQASRMQIDO
SDWFSDQN IURP  DSSOIQ) IRU VXSSRUW\KUIRXIK WH SIRIDPPH WHUHE\  UHSUVHQMY DQ HQMN  EDUIHU
DORI HKHU

6 RFLDOEDUWIHY 6 RAIDODGEMR HOAGLIEX@HV VXFK DV @ MG VRADOFRP SHMQFHY  DQMRADORU KK UWN
EHKDYIRXWY IRWP HU RIHQGHY IRWP HU GXJ RUDBRKRODEXVHY RUVRFDOP DU ICDOVDIRQ P D BHSUMVHQAD
EDWIHU 2 \WHUVRAIDCEDUIHY FDQWMP 1URP 1DP L® AIUFXP WBIGFHV IRULQABIGFH EHQJ \WH ILANQ \WH 1DP 1O R
DFFHW KL KHU HGXFDIRQ RUEHQ) D SDUHQW HVSHAD® D MQI®I SDUHQN D FDUHILYHU D EUHDGZ IQCHURUDQ

QHG RUPXUHO® ©1Q) 1Q IQAMAMRCDFDUA

( FRQRP [E QVDGYDQBIHV @H D BZ WBQADWGR Q) BZ IGFRP H BDUHY Z KR GHHG\R
VHOHV GHSHQGHQRH RQ WH VRADOZ HIDH VA VWP BQ) WP XQHP SB P HOVSUHFDURXY
EHQJ KRP HBWV 1Q GHEWRUZ WK ILQDQRIDCSUIREGP V HW P D\ UHSUAVHQAD EDUIHU 2 \KHU
IRP \KH @ WG WDQVHDEION R VHYIEHV 1Q SDWFXOUVXSSRYWR SHRSGI Z W 1HZ HU
\R EH P REI®I \RIHWHUZ WK \WH SDWFASDOW Z KHQ JRIQJ R D IDUSOFH RU DOWH



e YDUIHY CONHG VR GIVFUP IQDARQ %DUWIHY FDQ RFFXUDV D UHWVXO\R G
HKQEAW WHODIRQ EHMHV VH XDORUIHQBMRY GVDEIMW RU IQMYHPIRQDOID
VHYHIDCR! WH P HQIRQHG GVFUP I[QDVIRQ EDUIHY/

e * HRJUWDSKLEDCEDUIHY / YIQJ 1Q UHP RW RUXWDCDUDV RQ VP DOMDQGY RUIG
XUEDQ VXEXUEV 1Q BMW VHYIEHG DDV @ LWMG SXETE WDQUSRWVSRRUI DOV
FRXQUHV HW P D\ FROAMAA D EDUIHU 3 URIMHV R \KH HIDVP XV SURIWDP P

71P H P DQDI HP HQW
71P H P DCDIHP HQAY DADERXWP DNQJ FKRIFHV ° \ RX VHBIPWZ KDW RX QHHG \R DFFRP SOVK Z KHQ\ RX GHHG R GR IW
DQG Z KDWEM\Y \ RX GHHG R FRP SBMW 1Q RUEHUWR P HHVW RXUREMIPIYHY 9%9XVWKRZ GR\ RX JR DERXWERIQ) \WDW

YDVHG RQ &RQJ \WHUWH DUH HIHAYH P DQDI HP HQAWNEY WDWIL Z H P SBP HOMKHP ZH FDQ P DQDIH RXU
P H VXFFHWIX®
71P H P DQDIHP HQANQ IQFOCH

« GHWMQJ 60$57 JRDY ) LIXWH 0 DN\H VXU \WH JRDY \ RX VHWIRU\ RXWHD DUH 6 SHALIE 0 HDVXUDE®I
$WBICDE®! 5 HBIYDQADQG 7 P H ERXQG

e (IIHPWYH SOQQQU 7R FUDM D FBDUMADMI\ \KDWZ IO@EUQ) \ RX R \ RXUJRD® P DNH VXUH \ RX KDYH FODU
REMAIYHV DV Z HODV GHIGHG \BVNV DQG UHVRXUFHV

« 6WHW 0 DQDUHP HQW 7R IHHOP RUH FRP IRMBE® ZKIBI ZRINQ) P DNH VXUH \ RX FRQIRO\ RXU WQURQ Z WK
VWHW UHRVIQ) IGHDV DQG DSSURDFKHV

« 3WRSHUWOWN GHBUUDWRQ ' HBUDWY MREV DWZV \ RX \R WHGXFH \ RXUZ RINBDG DQG VKDUH MZ W FDSDE®!

T M |

RQV ' DMDPUIRQY WWDOWP H DZD\ IRP ZRINQJ RUHYHQ UMY WHUHRUH \ RX VKRX@

\KHP

) REXAMQI RQ RQH \BVN DAD WP H DBZ V \ RX \R SURGXFH KL KHUTXD@NV RXEBXVWKDQ Z KHQ \ RX



https://clockify.me/blog/productivity/smart-goals/
https://clockify.me/blog/productivity/workplace-distractions/

e 6DIQY 1R 7KLV OB \XR GWHUZ REG Z LOKHS \ RX VDYH P RUHWP HIRU\ RX
o G6HWMOJ SURUMHY ,QYHWQ] WP H IQR \WWH W KWIM\V Z IAGDWN IRUBMW HIR

o DWW SIRFIDWAQDWRQ ,GHQM WWH FDXVHV R\ RXUSURFUIDMIDWRQ DQG K

) XUKHP RH \WHWH DUH D SBMWRD R P H P DQDIHP HOMARDMI IHV \KDWA RX
P DQDUHP HQA WKW &DP SEHD

o 6 H\BURUMAHV

UDVHG RQWH VDP H DMF®I HIHAYH \IP H P DCDI HP HOAHFHVWVABMMY GMII XIVKIQ) EHE HHQ Z KDWY [P SRMBQNDQG
Z KDALY XU HQW,Q \WHU7IP H 0 DQDIHP HOAD DA  &RYH 0 HUID DQG 0 HUKOGAYIGH DRMMAV IOR IRXUTXDADQN
VHH) UXH  XUHQWQRWKU HQWVIP SRMBQADQG CRAIP SRUBIQNVE RQFHQOADIZ) RQ \WHVH NH. DRYIMAV JLYHV \ RX
P RUH FRQARCRYHU\ RXUMP H DQG P D\ BMHQ\WH QXP EHUR! P SRUBQAFKRUHV \WDW RX P XVWFRP SGM

Stephen Coveys Time Management Matrix

Not Urgent

Q1 -' Q2
Important/Urgent Important/Not Urgent

(Reactive Quadrani) (Proactive Quadrant)

dAZp-HAmOo9E~

Quadrani af necessify! Plan to get done
Do first or else. Allow time for these

N
L&
T

Q3
Not Important/Urgent
(Deception Quadrant)

Try to reject or avoid
Delegateto someone clse

4ZpHAd@OWE"~

Figure 3: Stephen Covey's Time Management Matrix, (Prior, 2021) S



https://clockify.me/blog/managing-time/how-to-say-no-at-work/
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« 8VHDS@QQQ \RRO

) XUWHP RH EDVHGRQ* WIHK  &DP SEHD \R LCFUHDVH \ RXUSURGXPYIW
SOQQQ) \RRO 3OQCHY FDBIQADY SKRCH DSSV ZDOFKDW IQGH FDWBY SR
H DP SBV R SHYRQDOSOQQQ] \RRY' 3 XWHD GRZ Q\ RXUBMNY VFKHGXBN DQG
IRFEXV/\ RXUP 1QG RQ\ RXUSURIMA 7 KH WEN IV R SIEFN RCH SOQQQ) \RROKDVZ RU

© KHQ\ RX DUH XMIQJ D SDQQQ) \RRO
« * RRYHU\ RXUSDQQQ] \RRCRQ D GDI® EDVV
« 0 DQEIQ D SURIMYHG QMQ\ RXUSOQQQ) WRRODQG UHHUR WUHTXHQ®
0 DOBOQ i FKIRQVDIRQ R SOQQQJ \RRY I \RX NHHS PDQ P DNH VXUH \ RAUUSKRQH FRP SXWU DQG SDSHU
SOQQQ) \WRY DUH DAIQW GF
« 0 DIQEIQD EDFNXS A VWP

$ SSIFDIRQY RQ \ RXUSKRQH P LIKWEH BHD® XVHXOIRUSDQQQ)  $ SSTFDMRQY DUH RIWQ FOMWLHG DV RQH R WH
IRBZ 1QJ

$7IPH7WANHY  %HFRP H P RIH FROVARXV R KRZ \ RX VSHQG\ RXUMP H

$7IP HEDYHY YRRWSBIRGXRYW DQG HIP LQDWM \IP H Z DY KDEIW

$7DVNO DQDIHY 6 HSURIMAV DQG RU DQVH \BVNV \R EFWHUP DQDI H WP H

£+ DEW HYHBSHY  ( WBEQK KHDEM\ EHKDYIRXWY R SURP RM WP H P DCDU HP HQW

HOMUHVXOV IURP GVRUDQVDMRY & G KDV EHHQ GHP ROMDIMG 1Q VXAV R KDYH D
DOLQI OHQPH RQ UHSRWMG Z HOEHQ) 5 RAMUHWDO %HFRP H RUDQVHG \R P SIRYH RXU
BXWXS WUH ER HV RUFRCHY R D IRRP ZIW OEHY WDWWD\ . HHS  * IYH $ZD DQG
AR \WHVH FDWI RUHY WP V 10\ RXU 7RW ER[ VKRX@ EH GQVFDIEHG WP VIQ\ RXU * LYH$Z D\
GRODIRQ RUGAVSRVDO
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7KH QH WMBUH IV \R UHGXFH \WH DP RXQAR WP H \ RX VSHQG QJHIYY IQRWP
FRQVXP H\ RXUHQIH GD\. ,P SBP HQADQ HP DIORUDQMQ) Vi MMP \WDWD@Z V \ R
HP DIODV HIIFHQW® DV SRWE®! \R DYRG Z DAY WP H 7R NHHS WDFN R \WIQIV X
FRGHG A VWP

e * HWKHS ILRP RWHY/
) RBZ Q) WH VDP H UHSRWGHBU DI 1V JIYIQ) VRP HRCH HOH UHVSRQUELDW IR
\KIQIV \KDWUHTXILH \ RXUWN®D ,GHOM  GXMAV \KDARKHY FDQ SHURWP DQG D
& KRRVH VRP HRCH Z W \WWH QHFHWDW DELOMAY H SHIHQFH IQAMIHWWDQG DXKRUMN \R FRP SOM \KH DWLJI QP HOAYH
VSHALLE ([ SOIQWWH \BMN DQG\ RXUH, SHABMRQV Z KI®! JIMQ) WH IQAVIGXDOFRMGHIDE®! GHZ D\ \R SHYRQDOVH \WH
DWLI QP HQV&KHANIQ RQ KRZ \WH SHYRQ IV GRQJ RQ D WHIX@UEDWY DQG RIHUDQ DIG \ RX FDQ ZKI®! EHQJ
P LQGEXOQRWHR \BNH RYHU UHVSRQVEIOW ) IQD® FRP P HQG WH IQAYIGXDOIRUD RE Z HOGRQH DQG 1L QHFHWDU
SURYIGH IGHDV IRUIP SUIRYHP HQW

« $YRIGP XOUBVNQJ

6 FKHGX@Y 1V P RUH WDQ P HIHO Z M) GRZ Q Z KDWKDV R EH GRQH HJ P HHIJV DQG DSSRQR HOV 0 DNH WP H
IRUWH DRIYIMEV \ RX Z DQMR SXWXH 6 XFRHVWIXOVFKHGX@ QHFHVWABMMY VHD DZ DIHGHW < RXUMP H & VKRXG
DWIMAX RX 1Q GHMUP IQQ) Z KHQ \ RX DUH P RAASURGXAYH DQG DZ DUH 6 FKHGX®! \ RXUP RAMGALIEXGVREY IRUZ KHQ
\ RX KDYH \WH P RAMP H 6 HWDVIGH P H IRU\ RXUP RAWP SRUBQADRIYIMEN 1IAVDQG NHHS IWUHH R! LOMUXSURQY

) RUBRQ GUYHV RUZ KIGBI Z DM 1RUD FD@RUDSSRIQR HQMVFKHGX®! P IQRUFKRUHV @\H Z UMD DQ HP DIOP DNQJ D
JURFHY QWUHDAQ! ZDWKIQ) Z HEIQDY RUQAMQQ) R SRGFDW 3 RIWIURP WH WP H \WWDWZ RX@ RKMHZ VH EH
ZDWMG * WIHK  &DP SEHD

Q) FDUHX® FKRVHQ P DWUDY DQG SRSV DQG KDYIQ) DQ DEGMRQDOYDOH RU GIYHO \R EH
(UH DQG Z HOEHQ) SUQAS®N DQG \R GMUEX\M \WH P HWDIH WURXIK QXP HURXV FKDQQHY
RUMRGHV ILRP D QHDUE\ WYHUSURYIGH DXWHQIFW DQG KHS JURXQG \ RXUSHURWP DQFH 1Q
FDQDOR JDIWHUKHEY EHUHY IXW RUP XVKURRP VR VHDVRQ\ RXUIRRG


https://clockify.me/blog/managing-time/how-to-say-no-at-work/

+DYIQJ D3@Q % DOMUDWYHY
$ FUXAIDOIDPRUIRUWH VXFFHW R DQ. WDIQIQ) FRXWH LV \WH WDIQHY DELOW \R [
GDRQ) VIMBN 7KLY WHTXILAV D 1G] [E®! DQG DEDSWEB! DSSURDFK  Z KIEK \BNHV 1Q
@\H Z HDWHUFKDQIHV RUVFKHGX®!I DAYR HONV %HQ) WHFHSWH \R SDWFSDQN

\DICHY VR IRAMUDQ HOYILRQP HQWARQGXFLYH \R BDLUQIQ) DQG SHYRQDAGHYHBSP HQ

0 RUHRYHU WDICHWY P XWWDOR KDYH FROMQIHQR. SOQV 1Q SOFH R DEGUHW XQRU
GXUQ) WH FRXUWH ) RUIQADGFH 1L D SDIMFASDQAIHW VIEN RUICMUHG \WH WDIQ)
SURRFRORUSURYIGQ) P HAFDODWIMBGFH DQG FDUA

$CAVRD® SURYIAQ) DAMIDMYH RSURQY |RUSDMFLSDOW Z KR KDYH YD 1Q) GDWQIQ) MMBNY RUGHHGY IV HWHQIDO
7 KLY FRX@ LQFOGH DEMDWYH DRRYIMEA RUUHVRXUFHY \WDWIDWUVR GLLIHUHQABDLOIQ) VBN RUDGGMRGDOVXSSRWWRU
SDWASDQN Z KR QHHG W

,QFRQFOMRQ WDIGHY DADQ ( VP XV WDIQQ) FRXWH P XVWEH SURDAIYH 1G[ LIEGI DQG DEDSWWE®! 1Q UHVSRQAQ) \R
SDWASDOV QHHGY 7KLV ZD\ WDIQHY FDQ FUHDW D SRVMYH BDRIQ) HOYILRGP HOMKDWSURP RMV SHYRCQDODQG
SUR HWIRQDQJ URZ \W DQG GHYHBSP HONRUDGSDMASDON

P SRUBQFHRI ' HEUHLQJ
5HIDWEQ] -XP S ) RXQEDIRQ " HEUHIQ) IV DQ H SHUHQFH \WDWHQDEGN SDMFLSDOW \R FRQQHPADPRYIMEA
DQG GM/RQY \WH BDUHG [Q DQ DAYIW H SHUIHQFH RUSWRIWDP  \R\KH RXAMGH Z R ' HEUHILQ) FDQ REFXUDVWKH
0GR DO DAMW RUHYHQMGQFGGAQ) \WH FRFGMRQ R D VHIP HQAR! DQ H SHUHQFH RUMH FRQFOMRQ R D VHUHY

JHCHIDWM D SBWRWD R AVFXWIRQ \RSIEV < HWIMLY FXFAIDOR UHP HP EHUWDWL SRADRYIW
RSUDMO SOQCHG WH P D\ EH IQHIHRAWH DQG RSSRUMQUAY IRUBDWIQ) P D\ EH P MHG
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7KXV GHEUHILQ) IV D FRUH FRP SRHOAR UHFRIQ] [Q) \WH IQIRWP DIRQ DELOWAV DQ
SDWFSDOW GHYHBS SHWRQDCDZ DUHQHW DQG IQUI KWDV Z HGDV EHFRP 1Q) DZ DU
FDQ\BS [Q IXVMUH H SHUHQFHV

KWBV H SHUIHOFH MP SIRXQEDWRQ RJ Z KDWYV GHEUHIIQ) DQG ZK\ WKRXG ZH G

6 HOFWRQ RI DRPWYIMHV |RU\ RXU7WDIQIQI FRXWH FRP ELQDARQ RI
P HKRGV
,Q RUBHUWR HQVXUH WDWINH SURVIFVW REMIPYHV DUH P HWIMY [P SHUIDWH \WDVWXH DRYIMIAV FKRVHQ DUH DSSURSUDM
IRUKH B HWIURXS $ IDQIH R DAYV 1V DYDIDE®! IQ\KWH 0 DQXDOZ KIEK FDQ EH IRXQG RQ RXUZ HEVIW W/ Z RIW(
QRIQY) WDWD FRP EIQDWRQ R DRIYMEN VKRX@ EH IQFOGHG HDFK @D\ R P DIQEBIQ SDWFSDON  IQMIHMWVDQG
HQ DIHP HQV

0 RUHRYHU MLV UHFRP P HQEHG \KDWMP XOMRQ JDP HV EH IQFRSRIDMG IQR \WH SURHPADIMUWWH \MLG GD\ - 7KLY
D@Z V SDMFASDQN \R EHFRP H EHWHU DFTXDIQMG Z W HDFK. RIHU DQG GHYHBS D VWRQIHUVHQH R FRQGHAIRQ
\WHUHE\ HQKDQAQ) \WH HIHRYHQHW Rl \KH VIP XOMRQ JDP HV

2 YHDO \WH VHBRPIRQ R DSSURSUDM DAY DBQ) Z W \WHUDSSURSUDM \IP 1Q) DQG FRP EIQDWRQ IV AXADOIRU
WH VXFFHW R DQ ( IDVP XV SIRWPWA IRGRZ IQ) WHVH J XIGHIDHY DQG XWDQ) \WH UHVRXUFHV DYDIDE®! RQ ,2

WDIQHY FDQ FUHDWM D UFK DQG HQJIDIIQ) GDWIQ) HQYURGP HOAKDWP D [P VHV \WH EHQH W | RUD@SDMFLSDOW

DWAQARQ DQG EHKDYLRXU

DVP XV \DIQQ) FRXWH MY [P SRMBQAR |RAMUD SRVMYH DQG HIHAYH GDURIQ) HQYILRGP HOW
)V DQG JRDY R WH SDWFASDON 7R DFKIHYH WLV WDICHY VKRX@ SD' DWHQIRQ \R D IDQIH R
KLY WWDWSURP RM 16 IELOY FX@UDOVHQUMYIW DRYH QAMQQ)  DQG RKHULP SRUDQATXDOIA
VKRX@ EH FROVGHIQ) \WH IRBZ IQJ
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) ®f LELON 7 UDICHY VKRX@ EH DEDSWE®! DQG RSHQ VR FKDQIH 1Q UAVSROVH \R
\WH SDIASDQN DQG WH WDIQQ) HOYILRQP HQW
& XEXUDOVHQVIMYIW 7 IDIGHY VKRX@ EH DZ DUH RN DQG UHVSHPWKCR! FX@MUDOG
IQFOMYH DQG Z HBRP 1Q) WDIQQ) HQYLLRQP HQNVRUD@SDMFLSDON
$ PWYH QAMQIQ)  7WDIGHY VKRXG DPIYHD QAMQ \R SDMFSDON FRQFHDY
UHVSRQG 1O D \WRXJ KIWKODQG FROMKPYH P DQQHU
3RVIWYH DMIMGH 7 IDIQHY VKRX@ DSSURDFK \WH WDIQQ) Z W D SRVMYH D
VHOH R HOKXVIDVP  DQG P RIYDUMRQ DP RQJ SDMFASDON
(P SDM\  7WDICHY VKRXG VKRZ HP SDK\ \RZDWGV \WH SDMFISDQN \BNQ) \KH WP H R XQGHIARQG \WHU
IQAYIGXDOCHHGY DQG SHWY/SHAYHV

5 HVSRQULYHOHW  7WDIGHY VKRX@G EH UHVSROWYH \R WH QHHGY R \WH SDWFSDON DAY \WH \WDIQQ]
SWRIWDP DV GHFHWDY \R EFVUP HHWKHUQHHGY DQG J RDY

SWRIHWIRQDAVP 7 WICHY VKRXG H KIEMD KUK GIYHOR SIRHWRDOP  WWURXI KRAWMKH WDIQQ] P RGH@Y]
DSSURSUDW EHKDYIRXUDQG FRP P XQEDMRQ WO
& RMERWDMYH DSSURDFK 7 UDICHY WKRX@ DGRSWD FR@ERIDMYH DSSURDFK |RWHMUQ] D VHOWH R WDP Z RUIN DQG

FRRSHUIDMRQ DP RQJ \KH SDIMFLSDOW

2 YHD® B\ HPERG IQ) WHVH YDOHV DQG EHKDYIRXWY WDIGHY FDQ FUHDW D SRVMYH DQG HIHAWYH GDWIQ)
HQYLLRGP HQAKDVEURP RMV J URZ \W DQG GHYHBSP HQAVRUDGSDWMFSDQN

( [ WD HTXLSP HQWMDWP L) KWEH QHHGHG
7 KH UHTXIWHG HTXISP HQAYRUDQ ( IDVP XV WDIQQ) FRXWH FDQ YDU GHSHQEQ) RQ \WH VSHALLE JRDY DQG DRRYMA
HYHU KHUH DUH VRP HH DP SBV R H WD HTXISP HQAKDWP D EH XVHIXO

UHHQ 7 KHVH FDQ EH XVHG IRUSUMVHQEMRYY VIGHRY  DQG RKHUYVXDADIGY
@SFKDUA/ 7 KHVH FDQ EH XVHG IRUELDIQARWP 1Q) VHWIRQY JURXS Z RN DQG YIVXDDAQ) IGHDV
RXQG W\ WMP  7KHVH FDQ EH XVHXORUSD) IQJ P XVIE DP S@\ IQJ DXAR IRUOUH JURXSV RU

DWR DQ DRYIW RUSUHVHQBMRQ
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) LWAADLG NIW, WA/ P SRUBIQAIR KDYH D Z HOWRENHG [ IADIG NVWRQ KDQG [Q FD
) LWADIG NVWKRX@ EH SOFHG 1Q D YIME®! VSRADQG EH NQRZ Q B\ \WH SDIFLSDOW Z
Z HODV \R EH \BNHQ Z WK WH J URXS RQ RXAVERRUDPYMAV

3RUBE®! : L) L UIRXWU 7KLY FDQ EH KHSIXOIRUSIRYIAQ) IQMIOHADFFHW \R
DFFHW R UHIDE®! : L) LRKHZ W

&DP HWD RUYIGHR IHFRUEHU 7KHVH FDQ EH XVHG \R GRAXP HQMKH WDIQQ) FF
SDWFSDQN \R \BNH KRP H

2 XVBRRUHTXISP HQW' HSHQAQ) RQ\KH SURIWDP V DAYMEN H WD HTXISP HQ
VSRW HTXISP HONP D EH GHFHWDU |RURXVERRUDPYMA RUMDP  EXITIQ) H HIFVHV

3 DSHUDQG SHQV P DINHY WY WHFRP P HQGHG \R KDYH D VXIILFIHQAWXSS® R SHQV DQG SDSHUDYDIDE®! [RUDD

SDWFASDQN ,| SRME®I WDIGHY P D\ Z DOMR FROVGHUXVIQ) HFR IUHQED RSMRQY VIXFK DV UHR\ FBIG SDSHUDQG
UH LODE®! SHQV \R UHGXFH Z DM

: DWIUDQG VQDFNV | WH ( IDVP XV WDIQIQ) FRXWH IQFGGHY RAGRRUDPYMAV VXFK DV KINQI W/ 1P SRUBQAR
IQRWP SDWFSDQN 1Q DGYDQFH \R EUQ) DRQ HWWHQID® VXFK DV VQDFNV Z DWU DQG VXQFUDP ZIK\MHP 7KLY Z 1O
HQUXUH \KDWSDWFLSDQN DUH SUHSDUHG DQG HTXISSHG IRUWH RXVERRUDAIYW D@Z Q) WHP \R IX® HQIDIH DQG
EHQHIWURP \KH H SHUHQFH

2 YHID@ \KH VSHALLIE HTXISP HQAGHHGHG IRUDQ ( VP XV \WDIQQ] FRXWH Z LOGHSHQG RQ WH SURIWDP V JRDY DQG
DR DV Z HODV \WH QHHGV DQG SUHHHGRHY Rl WH SDUFSDQN

3 IRSRVHG 7WDIQIQI & RXWH DQG <RXW ( [ FKDQIH 3 URJ LDP
$ SURSRVHG 7 IDIQQ] FRXWH DQG D\ RXW ( [ FKDQIH SURIUDP  DUH LOMWWDWG LQ LY GREXP HQA7 KH SURSRVHG < RX\M
DQEHIRXQGIQ$SQH S DQGWH 3 URSRVHG WDIQIQ) FRXWH FDQ EH IRXQG KHUH
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$ WHWP HOARI WH 7 WDIQLQ)
2 GHR \KH P RAWYAJ QUEDQADVSHRW R \WH FROAKPRYH DO GP HOMBURFHW 1V FRXWH HYDODURQ $ WHWP HON \BNH
SOFH IQHYHY SRME®I GDRQ) VFHDUR : HOGHWI GHG DWHWP HON Z LGDGZ MGHQW \R DSS® Z KDAKH. KDYH
BDUHG DQG IQAFDM \WHUBIYHOR SIRIFHGR. $\WHWP HOVRQ \WWH RKHUKDQG DWIMN XV 1Q GAMP 1QQ) Z KHKHU
HEXFDIRCDO) RDO DQG BIQEDUGY DUH EHQJ IXQMBIG DV Z HODV IGHQM 1Q) SDMFASDON J DSV DQG DUHDV R AHQI W

: H FDQ HYDODW QLIHHQMDIQQ) SURIUDP V \WURXI K DWHWP HQADQG WHQ HQKDQRH SURIWDP GHWLI Q DQG GHOYHY
WY EHFRP 1Q) IQFUHDMIQI® YMBOR DQDOVH DQG FKDQIH \ RXURSHIDMRQY RQ D UHI XOUEDMY R HQUXUH \WHUHI I LEDR\

( YDOOUMRQ DQG DWHWP HQWFDQ DWIMAY RX 1Q IGHQWA 1Q) DUHDV IRULP SURYHP HQADQG HYHQMD®  1Q DFKIHVIQJ \ RXU
JRDY P RH HIFHQ®

7\ SHV Rl $ WHWP HQW
$FFREQ) \R$6 &' \KHUH DUH \ZR IRP VV Rl DWHWP HQAVHDFK RFFXUIQ] DWD GLIHHQAAR H 1Q WH GDLQQ]
SURFHW IRWP DIVH DWHWP HQW Z KIFK RFFXWY ERW EHRWH DQG GXUQ) \WH GDWIQ) SIRFHW DQG VXP P DWH
DWHWP HOW Z KIFK RFFXY DAMKH HQG R VW QUEDQAMHIP HQW 1Q D GDWRIQ) R\ FGI RUDWWH FRP SBMRQ R \KH
GDWIQ) SIRFHW ILIXWH



$ FFREQ] \R \WH VDP H DWF®! | RUP DWYH DWHWP HQWL D SURFHW WDWIQYRGHV \WH FRIFIRQ DQG HYDODURQ R
DWHWP HOAHTFMWG HYIGHQFH IRUWWH SXUSRWH R IGHQI 1Q) ZKHQ DQG KRZ R DAMU LOAWKPURCDODRYMA RU
GDUIQ) WRKQTXHV 1Q REHUWR DFKIHYH BDWIQ) JRDY

$ CAVRQD® 3 H DWHWP HQWY D WSH R IRUP DMYH HYDODWMRQ \WDWRFFXWY EHRUH \WH WBWR D XQWR WXG. 3 UH
$WHWP HQNV Z KHWHUIRUP DARUIQRUP DODUH QHYHUJ UDGHG 7 KHVH DUH RQD |RUGDI QRAE SXLERVHV

7KH SXUBRVH R RQJ RLQJ DWHWP HOWY \R GHMUP LCH WH H \WQAIR Z KIEK SDMFSDQN DUH IRTZ 1Q) WH WDIGHULQ
WPV R UDFKIQ) GDWIQ)I REMPIYHY VR WWDWP DWUDO SURFHGXUH DQG SURGXFW FDQ EH FKDQIHG \R EHWHU
HQFRXUDI H SDWFALSDOM.] URZ \K

$QGC OWO 6 XP P DWYH DVWHWP HOAMRFFXWY DWKH HQG R \WWH GDWIQJ SURFHW DQG IV WSIFDO® JWDGHG 6RP H

H DP SBV R VXP P DiYH DAWHWP HOW ICFOIGH \WMW  SIRMFW  GHP RQAMDMRYY  SUAVHQIMRQY DQG SHURWP DQFH
DMV $68&'



5 H HUHQFHV

$QD  7DBUER 6PDW JRD® &RSRDW )ICDFH QAMAM  $YDIDE®! DW
KWBV FRSRIDM ICDQFHOANMAM FRP UHVRXURHV P DQDI HP HQAVP DWWIRDO $ FFHWHG $SUD
$68&' 7\ SHV R $WHAP HOW $6&' $ YDOE® DW

KWV SERDUFGRU @ VFRXUMHVI' 2 & PHAD' , $WHWP HOB0 B5 HDAQIB$ WHWP HONGA
$ FFHWHG $SUO

SKHIY 2YHVHZ R 9$5. /HDWQIQ) 6WBN 9HVZHDOIQG 9HYZHDO IQG $YDIDE® DW
KWBV ZZZ YHYZH® IQGFRP YDUN GDUIQ) \AMBV $FFHWHG $SUD
&RQJ P RWHIHAYH WP H P DQDIHP HOAMPKQTXHY & GFNL  $ YDIDE®! DVKWBY FBENI\ P H\IP H

P DQDIHP HOMMPKQTXHY $ FFHWHG $ SUD

(DWPXV QG 4 XDONV WBQEDWGY IRUFRXWHY XQGHUNA DAIRQ  BGDWIQ) P REIOV R IQAYIGKDY & ROMQW
DQG SHADIRI\ 4 XDOWV WBQEDUGY [RUFRXWHY XQGHU. H $AIRQ  BDWIQ) P REIOV R IQAVMGXDY (VP XV

$ YDOE®! DV KWV HDWP XV SOV HE HXURSD HX UMVRXUFHV DQG \RRY TXDOV WBQEDUGY N DRIRQ
$FFHWHG $SUD

* WHK / / DQG &DP SEHD & $ 7IPH O DQDIHP HQV  \AMDWAI LHV 1RU 94U 71P H 0 DCDIHP HQW
SQYHWW R *HRUD ([WMRQ $YDOEG DW KWBV H \MOMRQXID HEX SXEGFDIRQY GHBICKE O
QXPEHU & \MBI WP H P DQDIHP HOV  \AMIDWI IHV IRUEHWHUMP H P DQDIHP HONV' $FFHWHG  $SUD

3URU * 6 \WSKHQ &RYH V 7IP H P DQDIHP HOAP D, +RZ 3 URIMVIQ) XMIQ) \WWH 71P H 0 DQDIHP HQW

ODW{ FDQ IPSUIRYH SIRGXKFIYW $YDIDEGI DW KWBV ZZZ @IREFRQUXTN] FRP DX SURGXAMW KRZ
SURIMVIQ) XMQ) \H WP H P DQDIHP HOAP DA, FDQ IP SURYH SURGXRIMIW

$FFHWHG $SUD

3URMAV R WH (WDWXV SWRIDPPH (DWXVY  $YDOEG DW KWBY HDWP XV
SOV HE HXURSD HX SURIWDP P H J XICH SDWD SURIMAV R \WH HIDVP XV SIRIWDP P H $ FFHWHG $ SUD




S5RAMU & ) HUDW - - XUNDW 0 7KH GDWN VIGH R KRPH $WHWIQJI SRAVHWIRQ “"FOMRyl RQ
VXEMIPIYH Z HOEHQ) - RXUDCR ( QVILRQP HQBICB A FKRBJ\

6D0R QG +RZ GRQ D QHe/ DOOW' 6DGR $YDOEGI DW KWV ZZZ VDR
\ RX\WM QHWIF IGFGVIRQ DUFKLYH DUFKLYH QDV QHHOVDQDOWWKRZ\R - $ FFHWHG $SUO

7WDIQQ) QHHGY DQDOWY : KDALY IWSURFHWHY DQG P RGHY 602: / 3LRARIQ) _6XSHYIMRQ A WP
IRURQEQH H DP V $ YDIDE®! DVKWEY VP RZ GOHWHQ ERJ WDIQQ) QHHGY DQDOMY CHIQURQ SIRFHWHY P RGHY
$FFHWHG $SUD

9DOP IV 7KH . WWSDWEN 0 RGHOR 7WDIQQ) ( YDODMRQ * XIGH 9DDPLV 9DDP LY $YDIDE® DW
KWBV ZZZ YDOP IV FRP_KXE NUNSDWEN P RGHO$ FFHWHG $SUD

. KDWY GHEWHIQ) DQG KRZ IV WERH R DM -803 3RZHU R ([SHIHFH $YDOE® DW
KWBV _H SHUIHQFH MP SIRXQEDIRQRU Z KDWY GHEUHIQ) DQGZK\ WKRXGZHGHEUH ~ $FFHWHG  $SUD




$ QQH HV

$QRH 0 DQXDCARI $ FWYIWHY

$QH ( YDOXDWRQ) RWP

(VWP XV ( YDODIRQ) RP IRUYHBQI Q) \R 1 DIMUHISURRW
3 URWPW M@ BBBBBBBBBBBERRERREEREEREEEE

3 URWPWL XP EHU BBBBBBBBEBRBERRERREEREEREE

' DW BBBBBBBBBBBBBBERB

3 GDVH DWW WH IR®Z 1Q) DVSHFW R WH SIRMPANRQDVFDBIRI VR ZKHWH IV 3RRUDQG IV ( [ FH®IQWV 3 GDVH
SURYIGH FRP P HQW RUVXJ J HWWIRQV Z KHUH DSSGDE®!

5 HBIYDGFH Rl SURVIPWREMIPYHY \R \KH \WHP H Rl QDWUH DQG Z HOEHQ)
5D\ BBBBBEB

&RP P HON



4 XDOV R SIRWPWEHVI Q DQG SDQQQ)  IQFGAQ) \WH IQFRSRIIRQ Rl CDUMUH EDVHG DRIV DQG SUDPIFHY
5DW) BBBBBBB

&RP P HQW

( IIHAYHQHW R SURVIPAP SBP HQBMRQ DQG P DQDI HP HONQ SURP RUQY) CDUMUH EDVHG Z HOEHQ)
5DW) BBBBBEB

&RP P HQN

4 XDOW DQG WHBIYDQRH R SURVIPVWDRIYIMAY DQG P DMUDY 1Q |RAMIQ) QDWUH EDVHG Z HOEHQ)
5DW) BBBBBEB

&RP P HQV

$ SSURSUDWCHW R SURMPWGXUDMRQ DQG P HIH | RUDFKIHYIQ) QDUMUH EDVHG Z HOEHQ) RXRRP HV
5DIY BBBBBBEB

&RP P HQN

4 XDOW DQG HBIYDQFH RN VXSSRWWDQG J XICDCHH SIRYIGHG B\ SURMFVWANI T 1Q SURP RWY CDWUH EDVHG Z HOEHQJ
5DI)) BBBBBBB

&RP P HQN

,P SDPWR \KH SURMIPWRQ\ RXUXQGHIABQAQ) DQG DSSUHFIDIRQ R QDWUH EDVHG Z HOEHQJ
5DIQ) BBBBBBEB

&RP P HQN



,P SDAWR \WKH SIRVPARQ \ RXUSHW/RQDADAQG SUR HVMRQDAEHYHBRSP HONHDOMAG R CDWUH EDVHG Z HOEHQJ
5 DI BBBBBBB

&RP P HQW
2 YHID@/DMWI DRIRQ Z WK \WH SURMIPNDQG W FRQUEXUIRQ \R QDVMUH EDVHG Z HOEHQ)
5DW) BBBBBEBB

&RP P HQW

6 XJJHIRQY IRUP SURYHP HQARUIXWMUH SURVIPW UHDWMG \R CDVWUH DQG Z HEBEHQ)

7KDQN\ RX IRU\ RXUIHHGEDAN < RXUUVSRQVHV Z L@KHS XV 1P SURYH \H TXDOV DQG 1P SDRAWR RXU( IDVP XV SURVFW
RQ QDWUH DQG Z HOEHQJ

$QH 7HP SOWRI DWDQQI QHHGY DAWVHWP HOW

3 URYIGH D EUH RYHYHZ R WH WDIQCQ) FRXWUMH DQG IW REMIRRYHYV

QARGXAIRQ ,GHQM  \WH \IL HADXQHQFH |RUWKH FRXW/H

" HVFUEH \WH FROM WQ Z KIFK \WH WDIQQ) FRXWH Z [QENH SOFH

,GHOM DQ. UHBIYDQASRIFIHY RUJXIGHIHV \KDWP D\ [P SDFVWNH

%DFNJ LRXQG LQIRWP DARQ U



1 HHGV DWHWP HQW

/ HDUDQJ RXWWRP HV

&RXWH FROMQW

" HOYHY P HWRGV

,GHQIMA \WH WN@ DQG NQRZ GIGI H \WDVWKH \BL DXAHQRH FXUHQ®
SRWHWHV

,GHQIMA \WH WN@ DQG NQRZ GIGI H \WDVWKH B HWDXAHQFH QHHGOV \R
DFTXIUH 1Q REHUWR DRKIHYH WH FRXWH REMIPYHY

" HWMUP ICH DQ. RKHUCHHGY RUFRCAHUQY \WWDVWKH I HADXGHQRH
P D\ KDYH

' HYHBS D QMR VSHALE P HDVXUDE®I BDURIQ) RARRP HV IRUKH
FRXUH

,GHOM WH NQRZ BIGIH WN@' DQG DNKGHY \KDVWKH \BLI HW
DXEHQFH VKRX@ SRAHW XSRQ FRP SBMRQR! \WH FRXUH

' HYHBS D FRXWH RAIH \WDWDDI QV Z W \WH LGHQMHG GDUIQ)
RX\FRP HV

,GHQM DQ GHFHWDUY UHVRXUFHV P DWMUDY RUMWFKCQR®J\
UHTXIUHG IRUWH FRXUMH

,GHQM WH P RWHIHRAYH GHOYHY P HWRGV | RUKIH FRXWH FRQMQW

& ROUGHUKH GDUIQ) SUHHHQFHY DQG GHHGV R WH VB HW
DXQHQFH



,GHOM \WH P KRGV WWDVWZ LQEH XVHG \RR DWHW \WH GDUJIQJ
$ WHWP HQWDQG HYDXDWRQ RXAWRP HV
o ' HYHBS D SOQIRUHYDADMZJ \KH HIIHARHHW R WWH FRXUMH

« 6XP P DUVHWH P DIQ SRIQN R WH QHHGV DQDOMY DQG FRXWH
GMIQ

e ,GHOM DQ QH VWAMSY RUDPURQY UHTXILHG \R P SBP HONKH
FRXUH

&RQFOMVIRQ



$QOH  3WRSRVHG <RXW ( [ FKDQUH 3R] DP

< R H FKDQIH VHWIRQY

: H VKRX@ DOWYH \R EUQ) P RH EDDQFH DQG ZHOEHQ) 1QR RXU@HV <RXW H FKDQIHV DUH IXQ EXWDOR
WHWXO:  H @/H DQG Z RUN 1Q XQXVXDOALFXP MBGFHY © HHDWRRGZH GR QRWNQRZ. © H DUH FROABQ® HQIDJHGIQ
YHY  IQMOUYH IOMDRAIRQY DQG RIWWQ 110G QR WP H IRUZ HOEHQ) 2 XU SURWPAZ DV IRFXVHG RQ \WH FRP EICDIRQ
EH&HHQ Z HOEHQ) DQG QDWWH : H DUH SURSRMQJ D IHZ DRIV \R IRMMUZ HOEHQJ DQG \ RX FDQ IQFRSRUDW
WHP 1QR \WH \ R H FKDQIH

$FFREQI R P DQ VWXGEHV\ RX FDQ UHDG 1Q \WH \WHRUAIFDOSDWWIML FXFIDOR IQFOGH VRP H VRWR QDWUH HBP HQW
IOR RXUQ/HV \R QXUNUH RXUZ HOEHQ) : MY \KLY IQ P IQG Z H SUHSDUHG D IHZ VMWIRQV \ RX FDQ DAG \R \ RXU\ RX\K
H FKDQIH RUMDIQQ] FRXWH UHIDBBW R W \RSIE : H KDYH IGHQMHG IRXUHFRBRIIHY 7R DWXUH D KRDAWF
H SHUHQFH Z H DGYIVH\ RX \R IGFRISRUDM D@IRXU EXWAAY QRAFXFIDOR LOFRUSRUDWM \KH HWHQFH Rl DOR! \WHP

7 KH HFRBJ LHV Z H DUH \BOLQ) DERXVDUH
6 SIMDOHFRE)

6 HDHFRB\

6 REIDOHFRBI\

( DU HFR®\

+RZ R IQARGXKFH WHP W \WWH \ RXW H FKDQIH RUWDIQQ] FRXUH' ( WHUDV D VHWIRQ RUD ZRINVKRS RUD &QJ
\MP DR / HKV GBRN DAWRXUSUIRSRVDY



. HZ 1AW W \KH VSIUWYDCHFRBI\

,QURGXFH JXIGHG P HAMMRQ 7 KH JXIGHG P HAMIMRQ Z LOFRQGHAVKY Z M \WWH ( DWW ZH OH 1Q © H Z RXG O\H WK
H SHUHGFH D GHHSHUFRQOHAIRQ \R QDMUH RQ WH VSILWYDOBIYHO , QvivM SDIMFLSDOW \R 11QG FRP IRWJE®! SRVMRQY
FEVH \WHUH HV DQG IR®Z JXIGHG P HAMBMRQ\ RX UHDG RUSD\ RYHUWH VSHDNHLY / HWKHP 1P P HWH 1Q \WH ARY
+ HUH DUH WUHH SRWE®GI P HAMIMRQV \ RX FDQ XVH

/1. 6SHDNQ) \R\WH: DWU
/1. %HDMQ) 7KIRXIK
/1. DJIXGHGP HAMRQ UHFRQQHAID) XV IQR WH Z HE R @H

© HFRQIOXH\R VHDHFR®J\  $FFREQ] \R WHWXG. P HOIRQHGIQ\WH 6 WG 6 SHOAQ) DWBDW 1P IQAMV D Z HHN
10O QDMUH LV DWRADWG Z W JRRG KHDOK DQG Z HBHQJ MY YHY EHQHIIFIDOR VSHQG DABDW P IQXAMV
SHUZ HHNIQ VRP H VRWR FRQBFWZ W CDWMUH 2 XUVXJ JHIRQ LV \R ICFRSRUIDW VKRWEDI® VHVWIRQY 1Q VRP H VRWR

QDMUH HOYILRQP HQW

0 DNH VKRWZ DOV D SDWR \WH CDIO WRXAICH R\ RXU\RXAK H FKDQIH ODEH RU P IQXWMV HYHY GD\ QYW
SDWFSDOW \R H\WHUP DNH WHP DBGQH RUIQ SDILY $WNWWHP VR XVH \KLY WP H |RUUH BIRIRQ DQG RUFRQGHAIRQ * LYH
WHP IQAWKPIRQY VR REVHIYH WH VXURXQAQ) QAMQ R \WH VRXQGV THHOWH Z1QG RUDIQ DQG IHHOKRZ \WH JWDW
IHHY @H 6P HOKWH IGZ HY RUWH VHD ,P P HYH \ RXWHODIQ CDWUH 1 \WH ZIMK \WH FDQ IRXUDCZ KDWKH  KDYH
H SHUHQFHG $WWHP \R GUDZ \H DQIP D& WH KDYH VHHQ RUGHVFUEH \WHUH SHUHQRHV

,QYI\M SDWFLSDQNV \R Z DI DBGH 1O CDMUH / HWKHP 110G SIHFHV R ARQHYV VKHOHV SICHY EIDQRKHY BDYHV HIW
© KDIMYHUVSHDNV \R \WHP  $ VN \WHP \R EUQ) \WHUP DIMUDCEDAN \R WH SOFH $WN WHP \R FUHD\M \WEDCP DV\V R
WHURZ Q IDFH Z W \KH P DRMUDONH EURXIKWZ M \WHP $WN WHP \R IGFRUSRIDM HYHY MIQI B GABIOR! \WH 1DFH
QP SBV P RBV JOWHV ,Qvi\M SDMFSDQN R J R DURXQG DQG @RN DVWD@KH WEDCP DNV $WWHP KRZ Z DV \KLV

H SHUHQFH IRUWHP



QY SDWFISDQN \R JR \R D IRUVWRUDCRIMHUDUHD Z W \WHHY $WNWHP \R Z DO DURXQG DQG FKRRVH DWHH $WN
\WHP \R SIEN D ®DI XQGHUWLY WHH DQG \BINH IWZ W\ RX , QAKPWAHP \R Z DAY 1O \WH | RUAVWDQG FKRRVH DQRIKMHUWHH
$SWWWHP \R SOFH \WH ®DI 1URP \KH IIANUHH XQGHUWH QHZ WHH DQG\BNH D BDI [URP WY QHZ WHH , QKPP
R FKRRVH DQRWHUMHH DQG UHSHDVWKH VDP H DV P DQ. WP HV DV \WH  Z DQWS$ WKH HQG DN WHP \R SOFH \KH GDI
IURP \H OVWWHH \H. YIMWMG XQGEHUWH RQH \WH. BUIMG Z W $WWWHP KRZ Z DV KLY H| SHUHGFH IRUKHP

[ WKV RXVWKH VRADCHFRBJ\

7KION R RQH SHYRQ WDWQVSILHG \ RX \R ®YH DQG VHHN RACDMUH DV WHUH DQ RQH WDWIQUSILHG \ RX" 1 WR
Z DV WRP HRGH IURP \ RXUIDP 1® D SDUHOARUJ UDQGESDUHOWRUEURKHURUMMMU RUGHSKHZ RUQHFH Z KR \RRN\ RX
RXWR CDWUH' 2 UZ DV IMD SXETF IJXUH @H * UMD 7KXGEHJ" ' R\ RX NQRZ Z KDAH DA® \ RX Z HWH IQVSIHG E\
© DV MDQ DRIRQ D SHYSHAIYH RUVRP HIMIQ) HOH' 1 \ RX FDQQRWKIGN R DQ RQH Z KR IQVSILHG \ RX WHQ FDQ\ RX
\KIQN DERXWWZ KDWY RX FDQ GR R IQVSILH RMHUSHRS®! R P DNH D FRQGHPIRQ Z W QDMUH'

3 UHSDUH D ELJJHUSRAMUZ MK \WWH ZRBV * 5$7,78" ( : $// ZUWWQ RQ W3 XWIMRQ \WH Z DO\ RXU SDMFLSDQN
KDQJ RXAWH P RAWSW WHP \R HWHU Z U RUMIEN D SRAMIMSDSHURQ \WH Z DOVD\ IQ) \WDQN \ RX \R D VSHALLIE
SHYRQ DQG ZK\ \WH DUH JUIDMXOIRUMHP 0 D\ EH \WH  Z DQAR P HMDIH D SHYRQ QR BQIHUIQ WHUQHV RU
VRP HRQH\WH. DGP WH IURP D QMIBGRH . HHS \WH SRMUVKHUH WURXI K \WH HQIH \ RX\W H FKDQJ H DQG DVWH HQG R
\WH SURMPWDWN LL VRP HRQH Z DQIW \R VKDUH DQG HDERUDM RQ VRP HKIQ) \WH. SRWMG RQWH * UDIWYGH Z DO

7 KH OWAHWHCHH LV \WH ( DAY HFR®J\

Y WP H R JLYH EDAN 5 DIVH DZ DUHQHW WDWE\ WDYH@EY \R \ RXW H FKDQIH HDFK SDMFASDQAFRQUEXWMG R
WH &2 JHQHDWRQ 8WH* S5((1' (. ZHEVWM ZKIFK KHSV \ RX \R FDBXOMW WH &2  IRRSUQARQ ( IDVP XV
SURWFW ,GFRUIBRIDWM VRP H FKD@IQJ HV ITURP \WHUDQMR FRP SHOVDMRQ DRI




I \RX KDYH W H DUDQIH IRUSDWASDONV R JLYH EDFN W \WWH GFDOFRP P XQW B\ FEDQQ) WH WD\WK 1Q \WH
CHDUHAVWRUHWWSDIN RUEHDRK $ UDQIH IRUSDMHASDQN R SOQAD WHH $UDQIH YREQMY ZRW IQ\WH &FDO
DQP DOKHIMU $SWWHP KRZ Z DV WKLY H SHUHQFH IRUWHP

7 KHVH DUH MWWRP H SUIRSRVDY [UIRP XV $ GWVWIKH QDUH VHWIRQ VR IWIW \ RXUSWRIWDP P H 1 \ RX QHHG P RUH
IQVSILDMRQ JR FKHAN RXUO_ DOXDARI $ AWV RUDGG\ RXURZ QIGHDV







