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THE BASICS

+ Do everything you do with style, on time, every time, on purpose

Do you know someone who is a certifiable class aat@ $ou do. Maybe you are a class
act yourself. If so, you have three techniques downAuat, you are an original. Your style and
approach with people and situations are your trademarkn8ggou are not on-again, off-again.
you are always uniquely you. Third, and here is the Keypat accident. To most people, you
make it seem easy and natural; but there are thosaldeecwho understand and appreciate
how hard you work at it.

+ Only follow the lead of people for whom integrity is a bottom e
commitment.

The leadership elite provide a value-added benefit for thkawers they can't get from
the merely competent. Others may have their occalsilashes of brilliance; but the creme de la
creme work their wizardry consistently, creativelydan virtually every situation. Of course,
there is their uncanny ability to anticipate problemd opportunities and their simply taking it for
granted their followers are trying to do what's rightt; their secret ingredient is always
remembering and owning everything they say, agree tbdan

+ Always be willing to at least try.

It doesn't matter what your particular challenges and oppities are. The question is,
"Are you up to it?" If so, you have avoided being cauglténvicious circle trapping some
people. They think they can't do it, so they don't$igce they don't try, they fail; and their lack
of success proves they can't do it.

They are caught in a self-fulfilling prophecy: "I cattterefore | don't, therefore 1 fall,
which proves | can't," and around-and-around they goeif tlan't, they can't; but.

4 Your success is best served by helping others succeed.

Imagine your future as you hope it will be, your visionyourself. Can you get there on a
"do it yourself' basis? If not, your challenge is to thet aid and support you need from those
who can contribute to your success.

Your best strategy over the long-haul is to understandenthey want to go and help
them get there. You do this by talking with them abouatvad and support they need from you
and being sure they get it. It may seem more expediantaige full-speed-ahead and others be
dammed; but being too self-serving ends up, in the longsaming no one.



+ "Did that help?" is the question to ask.

You ask, "How can | help?" No matter how well-intengd, your offer to help is usually
turned down or the response is, "l will let you know.ydtir offer to help is sincere, don't ask
what you can do to help or wait to be asked. Think abdwat whe person's problem is or what
they want to accomplish and then do something helpful.

Pro-actively helping is most always much more helpfahthelp merely offered though it
does take a little more time, a little more thought arittle more effort.

4+ Know when your turn is and then be sure you take it.

Finding ways to help and then helping include being sure g@hading up your end of
things, day-to-day, every day as you live and work witleopeople. This starts with
understanding keeping track of your turn matters a lot. Youbmktedly have this brought
home to you when you find yourself saying, "Did you expeetto do that?" or "I thought
someone else was taking care of it." or maybe "Notoldeme | was supposed to handle it."

At home, at work, and most everywhere else, peopleareting on you.

+ Don't just leave it to luck when it comes to your family and dber things that
really matter.

Holding up your end and Pro-actively helping are importanaben't enough. This reality
can jump out at you whenever you tinker with this or adjuest until it's hopelessly messed up.
This is the "I'll fix it myself principle." It applie® unimportant stuff but also applies to marital
problems, troubles your children are having, and to alifieulties inevitably coming up at
home, at work, and most anywhere else you happen tolesay, "I'll fix it myself. | don't need
anyone messing in my business." Suit yourself and tenk@y. You may get lucky; but then
again...

4+ Don't passively stand by and let anyone screw things up.

Have you ever gone to a lot of time, bother, and eftodo something that didn't work,
only to learn later a co-worker or someone in yomilfaknew you were going to do it and knew
it wouldn't work?

An even more important question is, "Have you persopaty watched someone making
a mistake but didn't say anything?" When asked, "Why dido'tsay something?" saying, "It was
none of my business," or "l figured you would ask if you t@drmy two-cents-worth," won't cut
it.



+ When you drop the ball, don’t assume others are all that undstanding or
forgiving.

Do you forget things or frequently overlook important dg®abo you often just not have
your act together? Life is a juggling act and it's harkletep organized, remember everything, and
keep all your balls moving. Nonetheless, you promisedahdtop the ball. People were counting
on you and now have to deal with the consequences ohgauraving your act together.

You can let a ball bounce now and then if you are careful you ddractually drop any.

Does keeping every ball in the air every time seem sipe? Is everything happening at
once? Are things piling up? Is there too much to do andittteotime? Are you juggling faster-
and-faster and still barely keeping all the balls up andng@

If you are saying "Yes! Yes! Yes! Yes!" here is sagneat news. Carefully examine your
balls. Some are glass and some are rubber. You cap'adyoof them; but you can let the rubber
ones bounce a couple of times now and then. You dorgttbakeep them all in the air at once.

+ Unless you have something to do that is truly important and reaflurgent, a
little R/R is often your best choice for what's next.

When you are having trouble deciding what's next, malst aflthe top ten things you
have to do. Now put an X beside any that are actugligitant and a Y beside any that have to
be done right now. Next, make a list of the X-Y thibgslo. Since they are all important, do the
most urgent one first; and if There are no X-Y'eryour to-do list right now, it may be time to
kick back and relax.

+ Bring the same level of energy and commitment to whatever you adoing,
whether things are going sour or going great.

Can you tell how things are going simply by people-watghiviou don't have to actually
know whether projects are on-track or activities anagaell. It's enough to see how people are
acting.

High energy levels and smiles mean things are goingTmesion you can cut with a knife

and a halfhearted approach to most everything meamaiell; but you know that. The real
challenge is setting the emotional pace for those argan.

A Special Six Pack

Wow! The "basics" can get a bit heady. How about a six pack for a change of pace?
Maybe you have a six pack of your own that is a little more quenchingspedk. If so, pop a



top and relax; and if a cold brew is not your style, a tall ice tea svjugt as well. You need only
get comfortable, open your mind to the possibilities, and drink it in.Skhigack’s for you.

+ Always be as dependable as you are capable of being.

Slot one in this special six-pack is reserved for depdiitgali you tell someone they can
depend on you, does that mean your commitment to thasifiyou made it to yourself? If so,
people need only watch you to see how well you takeafareurself. That is as dependable as
you are capable of being; so there you go.

+ Be energetic and ready to fly at a moment’s notice.

Slot two is reserved for energy. If you were borndtised haven't rested up yet, you may
as well hang it up; but if you are energetic and prepargd/¢oevery opportunity your best, you
may be ready to join the ardent high-flyers.

+ Seriously consider what is important to other people.

Slot three is set aside for consideration. If youragaely for the give-and-take of living
and working with people, you always take their needs arcesiis, goals and motivations into
consideration. You don't reflexively defer to theirued and beliefs, want to's and got to's; but
you put them into the equation as you set your prioritielsnaake your plans.

4+ Put being honest with yourself as priority No. 1 and consistely apply the
principle.

Slot four is for honesty. Sure, you are as good as youd;vand when you make a
commitment, people can take it to the bank, as theyoséyhis version of honesty isn't for other
people. It's for you. Are your motivations as pure assguthey are; are you as committed as
you claim; are you as interested in others as you saenyou being as straight-up and
forthcoming as you profess to be? It's a fact you cahsome people all the time and most
everyone now and then; but fooling yourself is worsea tioolish. It's taking dishonesty to a new
and often irreversible low.

+ Sustain your positive approach every time, with everyone.

Slot five is saved for the positive approach. Thisisthe pasted on smile, glad hand, and
"Isn't everything wonderful?" phoniness some slick typge$o pass off as the genuine article, just
as it isn't some kind of nonsensical philosophy likemg good comes out of even the worst
experiences." Rather, it's believing there is a wayod the darkest forest and you will find it. It's
remembering the good news in your life as you recemddal. It's hanging in there with yourself
and with others when a lesser spirit would hang it up.



+ Be consistently and genuinely reliable.



Slot six finishes up this six-pack. Make a list of pe@yid things you have found to be
reliable and then think about what their common ingreédse Your list depends on your personal
experience; but here are a few examples of reliabtitying the immediate purpose. Sharp knives
cut better than dull ones; cats don't like having thesids held; Mom makes the best raison cake
in the universe; if you are running late, something cueto make you later; and Santa Clause
still believes in you even if you stop believing in hidhat is the common ingredient? Everything
on the list is reliable, the way it is, always thaty. The same is true for reliable people. They are
not on-again off-again, up-and-down, one way with you aodheer with other people, erratic
and unpredictable. Reliability is indeed their trademankl; @ hour with them is as was an hour
yesterday and as will be an hour tomorrow.

4 Stick with the Simon who got you there.

Finally, know where you are headed and whose companyrgdieaping. You can't go
any which way, with whomever happens along.

Simon says, "Take two steps to the left." Well, oKdys time you don't follow old
reliable Simon; and this time you give that new Siradry; and this time you end up somewhere
you certainly don't want to be. Playing follow-thedeacan indeed be a risky business. Next
time, if you get a next time, and if old reliable Sinehoses to forgive and forget, you swear the
Simon you follow will be the real Simon, the samen&@m you know and trust; and since you are
in a swearing mode anyway, you might as well swear aidemhow tempting it may be to go
with the latest example of glitz and smooth talk conagiltgng, you are resisting the temptation.

HANGING TOUGH

4+ Don't let people mess with your monkey.

Making nice and being the Good Samaritan aren’t theskilg you need in your
interpersonal repertoire. Sure, those skills are aasént success; but you also have to hang
tough at times. For example, is there someone drivingupothe wall with their suggestions,
advice, and superior attitude? They have solutions togm@you don't have, answers to
guestions you didn't ask, and suggestions for how to hamallgs tyou are handling just fine.
Their favorite sport is nosing into your business.

Instead of seething inside or giving into the urge taheln what they can do with their
suggestions and opinions, next time, smile and sayt that' my monkey?" Whatever their
response, say, "Thank you; but my monkey gets upset ihartyat me tries to handle him."

+ Consider the advice before discounting the advisor, read theessage before
turning away the messenger.



The expertise and insight of the know-it-alls of theldi@are boundless; and the K-1-A’s
are ready to provide advice and input anywhere, anytongnfyone. A K-I-A was there to point
out to Noah there may be a flood, to T. Edison playiit ®lectricity might be shocking, and to
Neil Armstrong pulling off his helmet and yelling, "Whisréhe party?" could take his breath
away. There may have even been a K-1-A around tdviedles to be sure to get it in writing.

The K-I-A openings have an annoyingly familiar thefti¢ave you thought about?"
"Did you notice..?" "You may want ta.," and the old stand by, "If | were you" Well, thank
you very much; and while you are getting the inflectionyour sarcasm just right, don't forget W.
Churchill's admonition "Even a fool's right sometirties.

4+ Whether you have a chance to explain your reasons or can only walk away,
don’t let arguments get out of hand.

Do you sometimes find yourself in the middle of inteasguments quickly getting
nowhere? If so, the instant you realize what's hapgestop talking, wait five seconds, and then
calmly ask, "What do you want the outcome of this cosaton to be? What is your goal?"

Ask a few more questions to be sure you understand andptgduedetermine whether
you can support the goal. If so, explain how. If not, 8&gur goal isn't one | can support. If you
want, | will try to help you understand why | can't.the person wants to listen, state your
reason as clearly and as briefly as you can. Iflabit, go.

+ Stand up, speak up, shut up, and sit down.

It's important to know how to make your point when tkavhat you have to do. A good
way to see how to say what you have to say is séemgyou shouldn't say it. For example, this
isn't the way to go.

"This may sound stupid, but." What a way to inspire confidence! Nonethelesgplf
think it may be stupid, everyone needs to give it the dtigst before giving you and what you
say any serious consideration. Starting with, "As st&in once said.," is probably going too
far in the other direction; but at least you and yoummments don't have to pass the stupid test.
Better is to succinctly make your point and then Istand on its own.

4+ Be sure all deals you make are two-way-streets.

Hanging tough means you deal assertively with people whagtitlessly make
unnecessary work for you, don't do what they agree tord@peatedly interfere with your
activities. Tell them, "I didn't understand our deal. Ybehavior tells me our deal is to do
whatever we want to do. Now that | understand, I'll gaitsidering your feelings, your interests,
and what you want. If you'd like to renegotiate our dé&alplpen to talking but not optimistic
about the outcome.” Now, keep the deal you just made.



+ Don't let having followed the book excuse anyone from personal
responsibility.

An assertive approach is certainly appropriate with peept always play it safe and
take no personal responsibility for anything. They dear'e whether problems are avoided or
projects succeed so long as they can say, "It's ndaunty | did it by-the-book. | did it right; but
it just didn't work out."

Instead of pulling your hair out, the next time say, 'Mgblem is this. We got the wrong
outcome. How will you achieve the right outcome?" Nbang tough until things turn out right.

+ Don't buy into or react to other people's bad attitudes.

A special approach works best with Doom and Gloom nggpeople whose reaction to
winning the lottery would be, "Now | have all thosgdato pay." D/G masters have nothing nice
to say about anyone, talk only about why things woaltkwand quickly point out whatever they
don't like; and they like virtually nothing.

If you are fed up with their negativity, smile and sa§ou probably would describe the
tooth fairy as a thief." Now, no matter what th&Dhaster says next, don't respond. The game is
over; and you won.

+ Hold yourself and others to at least as high a behavior standard gsu hold
for children.

Attitude pollution often comes up with people who are xitfle, unwilling to
compromise, and certainly not team players. Whatdwsr ¢all it, bull-headed is bull-headed; but
it gets worse. At least people who clearly say, "Nwil hang tough are being up-front with you.

Much harder to deal with are those wimps who say, "Yay then contaminate
everything with their negative attitudes. In a fivesyell, whining and pouting are irritating but
understandable. Fortunately, most parents insist ondh&ren's behaving more socially
appropriately.

4+ The solution to the problem merely changes the problem.
An especially annoyingly negative type is into, "Praide problems, nothing but
problems. It's one damn thing after another. Thingstagger going to straighten up around

here."

You can say, "Maybe you just don't get it. Problems rmdyce; and solutions are the
aphrodisiac. Solving a problem merely creates a newerolith its own set of circumstances



and unique opportunities. That arouses the solution glandstiemdates the problem solving
urge; and the cycle repeats itself. It's one of thosececompulsions that has to be satisfied."

+ Don't let other people turn their poor planning into your emegencies.

An especially frustrating version of driving you up thelugplayed out by types who try
to pass off their problems as your emergencies. "We daemergency!" You ask, "What's the
emergency and why do we have it?" With heightened urgencyre told, "It's a long story. |
don't have time to give you all the gory details rightvnbut You have ta.."

With only slight skepticism, you ask, "Is this the sdamel of thing that was the big
emergency last week and two weeks before that?" "dédeli,of like that; but.." You then say,
"Your lack of planning doesn't make this my emergency. Yotam, if you had one, was figuring
I'd cover your backside."

+ Leave no doubt in anyone's mind faultfinding won't cut it.

You may have come across a totally exasperating typedelights in pointing out
someone else screwed up? They like saying things likéhifigs were done right the first time,
we wouldn't have to waste our time straightening outrqibeple's messes." Their favorite sport
is to Faultfind about something, anything, and therc@#isomeone, anyone.

The next time you have to deal with one of theseating types, say, "Whether you are
right or wrong, what will you do about it today? Right navhat | need from you is a solution."

+ Simply tell warriors what you think the outcome will be, dorit be
intimidated, and let the chips fall where they fall.

There are inevitably those days when the warricgsdaimg their share of pushing you to
pulling out your hair, if you still have any after thetléime they drove you up the wall. They are
ready to go to war over anything and would, as Grandpa as&y/t argue with the good Lord
himself (or herself, depending on your point of view)t @Ge picture? Though they would never
admit it, the truth is they are afraid, insecure, andrdyiharder-and-harder to keep anyone from
finding them out.

If you can see this fact, wait for an opening and '8dy,point is...; so if you persist, |
think the result will be.." That's it. Arguing it more gets you no where.



+ Simply tell committee types what you expect and then hang tgh until you
get it.

Committee types are afraid and insecure but use an untrstiegy to protect their egos.
These charmers bend over backward to avoid offendingTymy. blow with any breeze coming
along and won't actually take a position on anythinghWisashy? Well, maybe, you could look
at it that way, but then again

Be prepared, though. When you call them on their behaamar you must call them, a
flood of self-righteous indignation and resentment withe pouring out since they take anything
negative as an assault on them personally and maybeawiom, baseball, and apple pie.

+ Don't let people explain away their incompetence as just oraf those things.

Hanging tough is critically important with people who jdste into things before
checking with anyone about what is expected. They fiqwee ¢an do any job whether they have
a clue how to do it or not. They like to refer to thatyle as "winging it." If all goes well, all goes
well; but if not, it's other people's mistakes, extengatircumstances, unavoidable conditions,
and maybe even acts of God. "l did a great job; but yow kmaw it goes."

Sure you know how it goes. It's going down the tube. Bty you leave no doubt in
their minds you only accept excuses you can verify fédgtaiad their performance must stand up
to objective evaluation.

+ You sometimes need to just turn the page and get on with gieig on.

There are those infuriating types who only have yost ingerest at heart. They are only
trying to help, or so they would have you believe. Téeyreally helpful things like, "Don't cry
over spilled milk and what's done is done and you havestespck it up and do what you have to
do and don't forget it's too late to shut the barn dabr

If you find their sensitive advice less than totallpgortive and helpful, say, "Sure, right!
Thank you very much. That's just the right advice tolstize troubled mind. You have
apparently overdosed on the reality therapy you have destéing from that psychiatrist you
obviously should keep seeing. Maybe you can reduce youosgssithree times a week."

A Special Six Pack

Since hanging tough can get exhausting as you turn the page and get on with gettingisn, here
another six pack to help smooth out the rough spots along the way.



4+ Only pursue your rights and your interests within the contet of the rights
and interests of others.

The first slot in this six pack is reserved for asgeness. There are those people
who try to pawn off their bad attitudes and ugly tempeissasrtiveness. They may even use the
principle to justify their juvenile efforts to get thewn ways, be the center of attention, and to
disguise their self-centeredness and insensitivity. jusnsticking up for myself, for my rights;"
but their ingenuousness is transparent. Their goalgstttheirs whether you get yours or not. In
fact, they will be most satisfied if along with getfitheirs, they get yours too. Authentic
assertiveness is sticking up for yourself and your rights enough; but it's also being sure you
are not hanging tough, no matter what and at someagie elgpense.

+ Play fair as you play to win every time.

Slot two is reserved for fairness. Now, this isnié @f those "Let's all be nice little ladies
and gentlemen and be sure everyone gets a piece ok#hé kiad of thing. Not everyone wins;
life didn't come with a guarantee; and if you voluntasiigb into the ring with a six hundred
pound gorilla, don’t blame the gorilla for what happensn@lbeless, even a six hundred pound
gorilla needs to keep his punches above the belt ancbeg t@ shake your hand when you win
by a TKO in the ninth.

+ Be reasonable as you stay open to alternative ideas and points ofwie

Slot three is for reasonableness but definitely @nitoll over and play dead" approach.
When people say, "Please be reasonable,” as oftest #isey want you to accept their ideas, buy
into their points of view, give more considerationtioat they are saying than to what you think.
Reasonableness means no more and no less than pemgpareason. It means you listen to
other people's ideas, take time to see things frompbeits of view, see their needs and interests
as important, as valuable. Having done this, you theeloleyour ideas, form your unique point
of view, make well-considered decisions, and come td wia believe are the correct
conclusions, all things considered.

+ Keep your sights on your goals but remain flexible.

Slot four in this six pack is reserved for flexibilityou already know you don't just blow
with the wind, hop on whatever train happens along, Aatheleons may have a good thing
going for themselves but certainly won't win the daghi great shootout at The OK Corral. You
also know you stick to your guns, take a stand, and do thpedgle push you around. All that is
true; and equally true is the fact single mindedness evlriuas into bull-headedness, an
unwillingness to compromise turns into a "win at ansttaentality, and sticking to his guns is
how the cowboy ended up shooting himself in the fotst.also how people miss great
opportunities, lose friends, and never have any new measerests.



+ Move ahead cautiously and patiently but move ahead.

Slot five is for patience. This doesn't mean you siyour thumbs until something or
someone better comes along or opportunities are neilgelisagood wine needing time to
mature; but it does mean most things are easier to sgrehan straighten out. Act too quickly,
rush in blindly, not give people a chance to work thingis push most anything or anyone too
hard or too fast and you blow it, you turn a slow wio ia quick loss.



+ Reach down deep inside and find the tolerance to hang tougthen hanging
tough is what you have to do.

The last slot in this six pack is reserved for toleearsure, you are tolerant of other
people, other ideas, and other points of view. When cmdpa this brand of tolerance, though,
those brands are easy. The tolerance in this sletyspersonal and extraordinarily challenging.
It's the tolerance to hang tough when every fibemoif yoeing is screaming to you to aggressively
lash out or run away and hide, to walk away when thenatine rush is urging you to give that
deal just one more throw of the dice, to handle lfa¥geties and ambiguities, to hang tough with
firmness and sensitivity as people press you to your. limi

TAKING CARE OF BUSINESS

+ The value factor is the key to your healthy bottom line.

Have you ever had it stuck to you by a hit-and-run typesemotto is "Business is
business." Their trick is to never depend on return cuat®and to never try to do business
tomorrow where they setup shop yesterday. It's a girdest suited to those whose bottom line
is merely the bottom line.

If instead, your bottom line depends on long-term relatigps with your friends and
family, neighbors and co-workers, be sure they comglgtget what they value and value what
they get from you.

+ Plan on how you will get out of the muck before diving in.

Planning and foresight are highly valued by most everydhis is painfully obvious when
business deals go sour, partnerships fall apart, old frieags serious misunderstandings, people
accumulate too much debt, conflicts escalate, and wigebhdttom falls out. Failure simply
doesn't play nearly as well as success.

Avoiding failure isn't always all that easy, though. Biheless, it will improve your odds
if you keep in mind most any mess is easier to gettivdn out of. If your personal experience
doesn't have you saying, "Ain't that the truth!" youéehlaved a charmed life or are a saint,
complete with robe and halo, or maybe you just don'itgebr we mere mortals, though, "What
the hell happened and more importantly, which way's aré&ti't uncommon questions. "l should
have known better,” and "l didn't see it coming," anenith help when you are stuck in the
muck, with no way to escape.



+ Always go with the cards you are dealt.

"But...," says Doubting Thomas. "Anyone can have a run ofumdand some people
have all the luck," he adds.

Sure, some lucky ducks were born with silver spoons inttt@uths; and in life's great
poker game, some people get better cards than otheendtlgh to make you just sit down and
cry. The old law-of-averages certainly doesn't applyota. You wish..; and if cows could fly
and if luck were really a lady, the world would be a faplace. Even if it weren't, at least you
would get better cards. Keep on wishing. Maybe your ludkuwvih; but then again..

+ Figure out what you have to do to improve your success odds and thdo it.

Life’s a roll of the dice and you can't do much about fhet. Well, maybe you can't but,
then again, maybe you can.

It was bright-and-early one morning when Grandpa founekaaptionally fine sea shell
on the beach. | flippantly commented, "That was just diuwely your finding that shell." He
smiled and replied, "Yes, it was dumb luck for a guy who ali@ady on the beach and looking
before 6:30."

Sure, luck and maybe even dumb luck at times play a bigrparbt of things. Things
happen and you can't control everything; but you can makénato be on the beach before 6:30
and can make the extra effort it takes to improve tlusdor your success.

+ Do what you say you will do when you say you will do it.

You know you have to be there at the crack of thedratime, every time; and you know
the early bird catches the worm, you have to strikiiewife iron is hot, and you shouldn't keep
opportunity waiting. It's timing, timing, timing, no doubt.

"But...," you say. Well, okay. "Every time" may be a bit mticlexpect. Still, if you ask a
shrink about this being on time thing, you will leargaiu are early, you are anxious; if you are on
time, you are compulsive; and if you are late, you asistieg; but if you ask the people who have
been waiting on you, they will simply tell you your lapiate is wearing very thin.

+ Be neither the dog that gets eaten nor the dog that has thees.

You most assuredly should know a couple of things you makanet been told about
Little Red-Ridinghood. Picture Little R-R out there whangy 1990s woods walker with half a
brain would go prepared, ready to deal with wolves, big, ®adot. Predictably, B-B-Wolf
walks up to R-R and says, "I'm having you for lunch!" Réys, "Oh! Don't take advantage of
poor little me."



A lesser wolf would smile and say, "It's a jungle ouehamnd anyone who can't handle it is
out of luck;" But with incredible self-control, B-B-Wathys, "Okay, but you better be prepared
next time. | can't guarantee you another free-pass.”

As Snoopy might have put it, “it's a dog-eat-dog world, @h&rown;” but....

+ Only repeat things you hear about others you would feel okay abouit i
someone were to say them about you, under the same circumstesc

Joe says, "I'm not comfortable with it yet." SaryssdJoe says he doesn't like it." Bill
says, "l hear it's over Joe's dead body." Ann saysmi't believe Joe is being so unreasonable."”
Mike says, "Joe goes around acting like a little dictatoarol says, "There is no point in talking
to Joe about anything. You can just figure he's alreadigap his mind and you are not going to
change it;" and so goes the rumor-mill, with the rumdlisnights busily mongering and Joe
serving as the grist.

+ “They” embraces everyone, including you.

You may hear about better communication being the curéhé rumor-mill contagion;
and though that is possibly true, beware. Listen in aaa gour own conclusions.

"Our problem around here is communication. No one knokat'svgoing on.” But didn't
you get the message? "What message?"” It was in ansamaout last week. You should have
gotten one in your in-box. "l don't have time to keepoking my in-box every five minutes. No
one reads those stupid emails anyway. Someone shoulddtdvee.” | see what you mean.
Communication is a big problethey have.They'll have to get it straightened outhiey expect
us to get anything done.

+ Know when and why it was your fault and step up to accept rg®nsibility.

A project crashes, a solid relationship fails, an egpeed employee screws up, or
something else goes sour. You can't anticipate evegy#imd no one is perfect. That is life, sure
enough; but is it really?

The truth is, short of an act of God, there were peaple weren't observant enough,
clever enough, persistent enough, people who didn't hauglemindsight, insight, and foresight
to prevent what happened. Certainly they are only huamahgqually certainly, a better outcome
was their responsibility.



+ When you've got to, there is no choice but to take a deep breatplunge in,
and do what has to be done.

Do you ever have to step up and make decisions withouateaeauthority to make them,
knowing people won't like it; or do you occasionally hawelo something that gets people upset?
Well, you have to do what you have to do; but how candeal with it when you are asked,

"Just who do you think you are? Who put you in charge?"

You can say, "I, me, a committee of one. It's aatolfative thing." Give Red Skelton
credit for the I, me, committee of one, since hd gdirst but then don't hesitate.

+ Be a master at getting others to help you, if you are a model fothers to
follow.

Most assuredly, taking care of business is everyondisgsgsand we all have to hold up
our end of the deal; but everyone wasn't created eqlaty if they were, they certainly don't
act like it. Some are a pleasure while otherdVell, there is no need to go into that.

The secret is to see how the exceptional few datyexemplify appropriate demeanor
and behavior, high personal standards and ethics, pafakdevelopment and quality
performance; but their real secret is they ask peogtelfpsolve their problems instead of trying
to get them to accept their solutions.

4+ Trust people enough to let them make the decisions theyesmade to do
their jobs.

Getting others to follow you can be a tricky busin€ss.example, "Can | do that?" | will
check with the boss. "I thought you were the bossahltanake this decision. "What can you
decide?" | decide whether you are doing your work or naeél The time clock tells on me if |
don't show up and you rat on me if | screw up.” You've tgsbiget back to work.

If you get fed up, and you likely will, be sure your new bces independently make the

decisions you need made to do your job. Better yet, fopladity employer who will empower
you to make those decisions yourself.

A Special Six Pack

Taking care of business doesn't start or end with believing people aralbasic
trustworthy. You will see this as you consume another six pack.



+ Conscientiously work at being truly trustworthy.

The first slot in this six pack is for trust; but the spuen isn't, "Who do you trust?" It
isn't, "Who trusts you?" either, since even worldslsoundrels likely are trusted sometimes by
someone. The question is, "Is there any good reasommyjone should trust you?"

Now that gives it a whole new perspective. You say,uan trust me; you have my
word on it." Well, okay, but so what? Seeing is batigyshow me, talk is cheap, time will tell,
and all that. Your being trustworthy isn't one of thtisegs you can just proclaim and think that
is the end of it. It's not something you tell peoplewthou; it's a judgement other people make
about you. As one or another of those very wise gauls it,“Your reputation is created when
you are not there.”

+ Be candid, every time, with everyone.

The next slot is reserved for being candid. Actually,atdouble slot, with being
trustworthy and being candid sitting side-by-side, sinaecan't have one without the other.

Consider someone who is blunt, direct, frank, and stréogivard. There is someone who
is candid, sure enough. Got the picture? Okay, erase thatepand consider someone who is
neither blunt, direct, frank, nor straight forward.H&stsomeone you are going to trust? Not
likely!

Now picture someone who is authentically candid and vaimsbies their candor with
trustworthiness, genuine sincerity, and a liberal sppdsiensitivity. Wow! there is someone who
is truly exceptional.

+ Take care of business by focusing on business.

Being focused fills the next slot in this six pack. Tgkiare of business can get very
complex and complicated; and if you don't stay focusedil s@on be all she wrote, as they say.
While you are in the heat of the game, though, it'ssnough to simply keep your eye on the ball.
You have to keep it on the other players too; and sieehave all got balls of their own, you
also keep your eye on their balls. The super-starkiagtaare of business are the players who
have the uncanny ability to focus on their ball, akiger players, and the other players' balls
simultaneously -- or at least that is how it look$h® unsophisticated observer. Strictly on a
"from my mouth to your ear" basis, it ain't nece$gan. The high flyers have mastered a secret
technique. They only focus on one ball or one playertahe and never on a player and a ball at
the same time. Now, that is focus! but there is more.

Players ready for the first-string can predict fromeotblayer's moves where their balls
are going; and since they know where all the ballheagled, they don't have to know where
other players or their balls actually are. Do you tie¥¥ou don't keep track of or worry about



other players. The key to taking care of business is kgdpcus on the balls and knowing where
yours is in relation to where the other balls witleup.

If you don't quite get it yet, focus on your ball, your bass. Next, locate the other balls
in the game and predict where they are going. Your olgerstito move your ball in relation to
where the other balls are headed. Focusing on the pliyars in the game, including those on
your team, only serves your interest in knowing whbeedther balls will most likely end up so
you can keep your ball where you need it to be: headeddowar goal. If you now see being
focused means you attend to all the balls and all tlyenslaone ball at a time and one player at a
time, you've got it.

4+ Commit yourself to a moral approach to taking care of business.

Slot four is reserved for a moral approach to taking cabeisiness. This doesn't mean
people who don't take a moral approach are bad or evilggebplgh they may be. It simply
means they don't take a moral approach, i. e., theytadr' a principle-centered, value-centered
approach to business.

Having principles directing your actions and values forgmgr choices says, For
example, "l never knowingly give a customer a product oficgebelow the standard |
promised.” That means you do it right, the first timetioe, every time. Now there is a principle
to live up to, one that certainly directs your actions.

What principles direct your actions, direct how you take ©f business? If you have
three or four clear, non-negotiable principles by whych always do business, you are up there
on the moral high ground where most people you do busingsspend little time.

Values follow principles; but they are not simply a é$things you like. For example,
your principle is you do the right things right, the fiiste, on time, every time; but what are the
"right things?" Perhaps they are products that reliablvidat they are supposed to do or services
that consistently accomplish what they are intendexté@mplish. You value products and
services that work, the first time, every time. Havihat "value" then forces many choices you
make about products and services, about how you use youraespoand about people who
produce or use those products and services.



+ Predictably and consistently pursue your principles and valug

Slot five holds predictability and works best as a doslotewith a moral approach to
taking care of business. There certainly are thosewmgslous types who are totally predictable:
you can simply assume they are only taking care of Nmdithey will screw you every chance
they get. If predictability is joined with moral prinaysl and values, though, it is indeed a pleasure
to experience. People don't always know what you argdoido or how you are going to do it;
but they always know why you do it: you are following ypunciples and values. You are
innovative, original, creative, and uniquely you, sureugio At the same time, you are
predictable and anyone who understands your principlesadunes\knows it's so.

+ Persistence, persistence, persistence.



The final slot in this six pack is reserved for peesise. Being worthy of trust, candor,
staying focused, taking the moral high ground, and predityadnii honorable and worthwhile
pursuits; but none of them are easy, automatic, or g@s@ipiaths to success. Rather, they are
sometimes slow and often tedious, personal commitments.

+ |t may be time to put the old dog in the truck and call ita day.

Finally, suppose you are hot on the trail of a great, deasolution to a nasty conflict, an
answer to a tough question; but it suddenly all goes sowe yau been there, up close and
personal? Sure you have. It's frustrating to say tts¢ gew is usually down right maddening. The
nearly irresistible temptation is to poke at it jusé @more time, take just one more shot.

Sure, the problem with resisting temptation is this b@yhe only chance you get; it may
be now or never; and everyone knows winners nevelaqdiguitters never win. At the same
time, though, K. Rogers in The Gambler advises, “Youtgé&now when to hold them, know
when to fold them, and know when to walk away.” Actyallg the knowing when to walk away
that may not be the key to success but certainly effaative way to cut your losses; and as
Grandpa says, “Winners don’t win more; they just ldess.”

Special People And The Loving Touch

+ Pass IT on very carefully, especially to young people.

Do you know what IT is and are you passing it on? IT passed on to you when you
were a kid; and now it's your turn. The youngster mayatwour house, deliver your paper, be
playing across the street, or just walk by; but passnlyou do.

Is IT warm and gentle, friendly and accepting? If sofedls like acceptance and being
valued, inclusion and being important. If IT's cold andfiedent, detached and suspicious, IT
feels like..; well, you know how IT feels.

+ Give more emphasis to being a better model for kids than to eiding them.
As you pass IT on, remember you are the model. Togoead model, you walk the walk,
talk the talk, have all the right moves, and amaze fans. If you have kids or hang-around with

someone who does, you have already got an enthus@ktwing; and follow you they do.

Given time, they will walk your walk, talk your talk, agdur moves will be theirs. You
are the model and they are your work-in-progress.



+ Take care of your stuff.

There is stuff others expect you to do, stuff you arpaesible for, and stuff
unexpectedly coming up from time-to-time only you can hanéllyou are too busy, too tired, or
over-committed elsewhere to attend to your stuff, degpect much from your family and don't
be surprised if they aren't there for you when you nieeht

+ Mom isn't conveniently in the next room, ready to clean up youtooth paste
or any other messes you make.

How | got the tooth paste all over me and my new slaigsn't matter anymore; but even
at six, | knew | couldn't get it back into the tube befory mother... Call my dilemma The
Toothpaste Principle. It also applies to harsh words degisions, little things getting out of
hand, and a lot of other opportunities coming and goingtancgturn. You can't undo what is
already done; and it's no longer your mother you haaedount to.

+ Taking the first step with people who are special to you beserves your
interests.

Think about someone special to you with whom you agertting along very well. Now,
consider taking personal responsibility for your sidehefrielationship. You do this by being
interested in and valuing the other person's ideas, pbuntw, and activities.

Listen to what the other person has to say, ask gqussiloout what they have been
doing, find out what is important to them, and remembdatwhey have shared with you. You
are making it easier for them to have a better oglahip with you.

+ When people share their troubles, listen to the feelingsffer a little empathy,
and follow up with tangible help.

Listen to the feelings instead of only hearing thedsoFor example, "I'm about to lose it,
going to school, my job, the kids, and everything."

Responding only to the words, you might say, "If | wesa,\'d...." The exact advice
doesn't matter, since you likely wouldn't appreciate toviothe same advice anyway, especially
if it came from someone else.

Instead, you respond to the feelings, "That's rough; ot helping you."
+ Don't repeat what you hear about other people; don't repeat pesonal things

others tell you about themselves; and only share private mattesith people
who have proven themselves to be trustworthy.



When you listen to other people's feelings and sharesyeitin them, there is a secret the
truly trustworthy take for granted. They simply assuntie [geople talk about other people,
medium-size people talk about things, and the big-guys talkt adeas. Ben Franklin or some
other certified big-guy probably said that first; but ofiitle people have let the cat out of the
bag, even Ben himself couldn't put it back. Let thisesasa wake-up call warning you to never
be the one who frees the cat.

+ Within the loving touch, life is at its fullest reality.

There are private matters and then there are privatters;, and the loving touch certainly
qualifies as a private matter coming in many flavorseAtimental card or candy in a pretty box
may be today's flavor as may be an expensive presaemnivarm embrace. Flowers and a romantic
dinner may at times work as well. Whatever formhets the loving touch means it's an
uncommon moment, a moment for special friends anddover

But alas, the cards are read and the candy eaten, exppresents discarded and sincere
words forgotten. In time the flowers wilt and the rew@dinner is but yesterday's fond memory.
Something more is needed: a loving touch not to fadetonio¢ forgotten. This touch lasts longer
than the day and keeps reminding, keeps saying, "l love you."

This spirit is hard to capture in a well-intended gifsmnple verse. It isn't found in things
you touch and hold. Rather, the spirit of the loving toigah the bond between friends, within
the tie that binds. It is hard to define but imposdibleniss.

+ To give the loving touch that lasts, the kind that keeps sayingl love you,"
fill it with added value lasting far beyond the moment.

What are the extras making the loving touch linger gestrioment? The added value
includes affection any time your beloved needs a hug;umhés$ your beloved accepts you, warts
and all, it's a two-way-street; but there also ageedients far less adult, far less mature. They are
playful and gentle, spontaneous and mischievous. Theylaod fun and good times, private
games and warm summer evenings. These ingredients aaufand your beloved and for all the
little kids like you who have to sometimes act your dgeadults, take care of business, and do
what you have to do as best you can.

+ Your saying, "l love you," means you can be entrusted with th&ey to your
beloved’s heart.

The tie that binds is more than the entwining of tcwed beloved. Being friends and being
partners are equally important ingredients in the glueifgythe bond.



Think of your relationship as a triangle with lovergrids, and partners as its sides. Love,
then, is the force binding the sides together, thedeigzhness and risk, danger and opportunity;
and you are the guardian of the key.

+ If your friendship's going down the tube isn't anyone's faulf then nurturing
your friendship wasn't anyone's responsibility.

What happened? You used to be happy, knew what kind of neagbo were going to
get from each other and how things would go. Your worldhivasvays rosy; but the two of you
could handle it.

When things weren't going well, you talked about it. Youked it out; but lately both of
you are tied up in knots. You are always on edge; and yod catithe tension with a knife. Any
more, you don't even go through the motions of caringitaéach other's feelings or acting like
you care what is being said. It's just one of thosgthi

+ When either of you gives up on your partnership, that is all shwrote, as
they say.

Your partnership is a shared responsibility and can quigkigown the tube; so what
happened? You used to be great partners, would talk and degedleeiowhat was important,
what your priorities were. You were always up-front vatdch other about what you thought
about things and were open to the other's ideas and igpinou didn't always agree but it
worked.

If there were problems, you worked them out and didn'tdlanaccuse or threaten. You
were a team, always found a solution you both couldnlitle; but you were trying a little harder,
gave a little more, and were more responsible thanyarner. That wasn't fair and is why you
quit trying. Oh well, it's just another one of thosigh.

+ When you feel the magic slipping away, concentrate more on beiagbetter
lover than on being loved better.

It may be all she wrote for your being lovers. You krmw it goes. It's just one of those
things. Sure, it used to be magic. You and your lover kaeWw what the other wanted, how to
scratch the itch, so to speak. Love making was passitl@est and most intense. You were
considerate of each other's feelings, each othextisnélo one was in charge, no one gave more
or got less. It wasn't that kind of thing anyway. lsvmaagic and you took turns being the
magician; but one thing lead to another and then tchanaind it was gone; but now you finally
get it, even if a bit late. Just as beauty is in feecd the beholder, love is in the heart of the one
who is loved.



A Special Six Pack

There is just enough time for one last six pack. This one is spacitd six slots contain
special ingredients for special people. By this time, you can handkhtiie six pack at once
and it's good you are ready to go for the gusto since you are about to learmrdterseipe for
creating the loving touch. this special recipe for lovingly combiningithe-tested ingredients
has been protected and tenderly passed down, hand-to-hand, through the generations.



+ Share the loving touch with people who are special to you everliance you
get.

Acceptanceis the first ingredient in the loving touch. It lefsesial people know you
accept them as is, don't want to change them, donttthham to change. You then blend in
affection, knowing "too much" applies to many things but neverffecton sincerely offered.

As you mix the ingredients with love and sincere goot] gdintlenesgs the secret
technique the masters have perfected and you refineym aeaveying the uniqueness of your
loving touch. It's the perfect complement to being fulplved in the moment, without
distraction, without reservation.

You have almost got it just right, are nearing perfection it still needs a dash of this
and a pinch of that: the special spices bringing outithelavor of the loving touch. They are
spontaneity andplayfulness Your loving touch is always there, only awaiting atges a
feeling, the slightest of signs it's wanted and valuespatkles with joy, enthusiasm, and that
indescribable but familiar extra in a child's laughgelgver's smile, in the magical connection
when special people share the loving touch.

SELF-CHECK

Below are twenty statements, each of which incorgsrane ot.ife’s most important
lessons Think about each statement and about how true it igofie, every time, in every way,
with everyone. If it's true for you most all the timaut a "3" beside the bullet. If it's usually true
but sometimes isn’t, put a "2" beside the bullet. Ifstenetimes true but usually isn't, put a "1"
beside the bullet. If it's seldom to never true for yout a "0" beside the bullet. If you can't
decide about a specific statement, ask someone who koawsell to rate you. Whatever their
rating, put that number beside the bullet.

3 = Most always

2 = Usually

1 = Sometimes

0 = Seldom to never

*| do everything | do with style, all the time, on purpos

*| succeed by helping others succeed.

| ask people, "Did that help?" instead of "Can | help?"



*| bring the same level of energy and commitment tatever I'm doing, whether things
are going sour or going great.

*| don't let people mess with my monkey.

o] stand up, speak up, shut up, and sit down.

| don't buy into or react to other people's bad attitudes

*| don't let people turn their poor planning into my emeoggs.

| make sure people value what they get and get what theg from me.
ol plan on how | will get out of the muck before diving in

*| do what | say | will do, when | say | will do it.

el don't join in with the rumor-millwrights.

| know when and why it's my fault and step up to accegparsibility.
*I'm a master at getting others to help me.

| know when it's time to put the old dog in the truck aaltlica day.

*| give more emphasis to being a better model for kids tb molding them.
*| take the first step with people who are special to me

*When people share their troubles with me, | listetheofeelings, offer a little empathy,
and follow up with tangible help.

*When | say, "l love you," it means the key to myoleld’s heart can be entrusted to me.
*When | feel the magic slipping away, | concentrateen@r being a better lover than on

being loved better.

This is how to rate yourself.

First, total the numbers you put beside the bullets. Yauat score will be from O to 60.
Once you have your total, This is how to interpret yaare.



46 to 60 You are definitely at the top of your game and showssigibecoming a super-
star, a certified member of the personal excelleneene de la creme.

31 to 45 You are not yet setting the standard for others; butaye showing real
promise. You may be tempted to concentrate your efforthe principles where you gave
yourself a "0" or a "1;” but that would be a mistake. Gjgear best effort to raising the "2"
principles to "3." Spend more effort getting great at kivegs you are already good at than on
improving those things you don't manage very well.

16 to 30 Give yourself credit for at least being willing tongplete the self-check. You are
likely a latecomer who is unfamiliar witlie’s most important lessons Nonetheless, you may
have what it takes. Work at it, every day, in every.wdso, identify a personal mentor whose
style and approach you respect and appreciate and thedesasiulating the example being set
for you; identify a Simon worthy of being followed areén follow your leader.

0 to 15 Well, what can | say? It doesn't matter much anysuage you don't care what
others think about you and your behavior. You are céytgrur own person, sure enough; and
ain't that a relief! At least those of us who arennwtted to doing it right, the first time, on time,
every time won't have to spend much time hanging arouttidyau and your friends, if you
actually have any.

Yes, you are right. It's true. There are a lot morgoofthan There are of us; but our
numbers are growing; and as unlikely as it may seem tesgay, you may one day decide to join
us in our pursuit of personal excellence.
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