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REFOCUS - BRAINSTORM

Mark your calendar a year in advance... to REFOCUS your life once per month!

DECISION MAKING

25 Questions to ask yourself ..... BEFORE ..... making any major decision.

1. Complete the 4 Step 75/25 Priority Survey
2. Update PAST Sheet
3. Review PURPOSE Sheet - May not change, good to refocus monthly.

4. Update PERSPECTIVES Sheet - Regain / update long term perspective—
Big Picture!

5. Update PLANS Sheet - Read entire sheet quickly to regain big picture
and also erase completed 1-2 year goals... (record them on PAST sheet) &
Set new 1-2 year goals.

6. Update 90 DAYS SHEET - Continue to evaluate and revise

Brainstorming Questions

1. What is the one word, one sentence, one
paragraph ESSENCE of my idea?

2. WHY am | doing what | am doing?

3. What are my five most fundamental
ASSUMPTIONS? (sequence)

4. What changes would | make if | had unlimited
TIME? 3 years... 3 days... 3 hours... 3 minutes... to
accomplish the task?

5. Where will this idea be 10/15/25/50/100/500
YEARS from now?

6. What if | had unlimited resources?
(money, people, time)

7. Which part of the total idea warrants
EXTRA FUNDING?

8. Which part could | DROP and not really miss?
9. What is the ultimate POTENTIAL of the idea?

10 What five things could keep me from realizing
this idea’s full potential? How can | clear away the
ROADBLOCKS?

11. What are my GREATEST STRENGTHS;
how can | maximize them?

12. What if this idea were 100 TIMES as successful
as | planned?

13. What 10 THINGS do | want this idea to
accomplish IN THE NEXT 10 YEARS?

14. Must my ENVIRONMENT change for this idea to
succeed?

15. In my most idealistic dreams, where will | be in
ten years?

75/25 Priority Survey

This is an exercise that you should go through every quarter to help you
maintain priorities. We all struggle to keep the main things the main things.
The “tyranny of the urgent” or the “press of the present” constantly
bombard us and can monopolize our time, causing us to spend huge
amounts of time, energy and resources on lesser important things. The end
result is that we lose focus and over time can become disillusioned or
distracted and develop a sense of futility in life. If the lesser things are
demanding the majority of your time, you will eventually become
discouraged and possibly deal with burn-out. Going through this simple but
thorough process will help to keep and sharpen your focus and maintain
your priorities resulting in finishing strong.

Step One: Take a blank sheet of paper and write down all the things you
are responsible for doing and the amount of time spent on each. Don’t
leave out any detail. Anything that you do should be included. The tendency
is to neglect to list menial things or things that take minimal amounts of
time. This list should include only things you do on a regular basis, not
things that are annual or even quarterly.

Step Two: Put priority value on each one, numbered from 1 to whatever.
You should be able to easily prioritize the top five or ten. As you go further
down, they may get more difficult to prioritize. Don’t labor too long over
this, just establish a number value.

Step Three: Determine what the “five things only you can do” are. This will
take some time and thought. This should reflect the top five priorities.

Step Four: Answer the priority question; “Am | spending 75% of my time,
energy and resources doing the 5 things only | can do?” Again, this will take
deep, honest evaluation. Too often the percentages are reversed; we spend
75% of our time doing things we should or could delegate, that are lesser
priorities, and spend 25% of our time, energy, resources, doing the 5 things
only we can do. This principle affirms that we all have 25% of things that we
are required to do that are not necessarily our top five priorities. We cannot
deny or fail to recognize that we all have to do things that are not as much
our passion. This is life. However, we should spend the majority of our time,
energy and resources doing the most important things that we are called to
do and passionate about. If you are out of balance in these percentages,
you need to develop a strategy to correct this and get accountability to help
you follow through. How can you delegate lesser things? To whom can you
delegate them? Are there things you just need to stop doing? Obviously you
need to communicate with your superiors or other co-workers before
rearranging your schedule or delegating obligations. However, if you
become more focused, you will become more productive and the team wins
in the end. A better you means a better team.

This exercise can also apply to your personal life. You just need to make
appropriate adjustments to the tool and communicate openly and honestly
with your spouse and/or family.

1. At its essence, in one sentence, what decision am | really facing? What is the "bottom.... bottom" line?
2. Have | given myself 24 hours to let this decision settle in my mind?

3. Am | thinking about this decision clearly, or am | fatigued to the point where | shouldn't be making major
decisions?

4. What would happen if | didn't do what | am planning to do?

5. Is this the best timing? If not now, when? Why not?

6. What difference will this decision make in 5-10-50-100 years from now?
7. Am | dealing with a cause or a symptom? A means or an end?

8. What would the ideal solution be in this situation?

9. Who, what, when, where, why, how, how much?

10. What are the key assumptions I’'m making? What do | assume...? What do | assume it will really cost?
What do | assume will be its real benefits?

11. How will this decision affect my overall “Master Plan”? Will it get me "off track"?
12. Is this different direction consistent with my values?

13. Is this decision helping maximize my key strengths?

14. Should | seek outside counsel on this decision?

15. As | make a list of my top 3 most respected advisors, what would each probably advise me to consider
in making this decision?

16. What facts should | have before | can make this decision with total confidence?

17. What are the "hidden agendas," why am | "pushing" or being “pushed” for change? Where is the emo-
tional "fuel" coming from which is driving this decision?

18. Am | possibly hunting an elephant with a .22 caliber rifle or a rabbit with an elephant gun?

19. Can the big decision be broken into sub-parts and sub-decisions made at a few "go -or- no go" points
along the way?

20. What are one to three alternative options?

21. What questions are lingering in my mind that are unresolved / unsolved? (List)

22. How does my spouse and family feel about this decision, if they are affected by it?
23. What does the Bible say about this decision?

24. If | had to decide in the next 2 minutes ... how would | decide and why?

25. Do | have ""peace of mind" about a yes or no answer as | pray about it, and look at it from God's eternal
perspective?
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