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“The longer I live, the more I realize the impact of

attitude on life. Attitude, to me, is more important

than the past, than education, than money, than 

circumstances, than failures, than successes, than

what other people think or say or even do. It is more

important than appearance, giftedness or skill. It

will make or break a company . . . a church . . . a

home. The remarkable thing is we have a choice

every day regarding the attitude we will embrace

for that day. We cannot change our past . . . we 

cannot change the fact that people will act in a 

certain way. We cannot change the inevitable. 

The only thing we can do is play on the string we

have, and that is our attitude. I am convinced that

life is 10 percent what happens to me and 90 

percent how I react to it. And so it is with you . . .

we are in charge of our attitudes!

-Charles Swindoll

Attitude
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The Cycle of
Management
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“Begin with 
the end in mind”
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Work Breakdown Structure
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Gantt Chart
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Tips for Effective
Project Management

_____________ in the most sensitive areas 

will avoid many conflicts.

Get _____________ well in advance.

Develop detailed _____________ .

Secure _____________ from key administrators.

_____________ closely, _____________ clearly, 

_____________  quickly.



$ Measure twice, cut once

$ Identify your best time of day

$ Organize, organize, organize

$ Delegate effectively

$ Leave work at work

$ Plan one week in advance

$ Color code

$ Work on one thing at a time

$ Put “First Things First”

$ Prioritize your priorities

Invest Your Time Wisely



Notes


