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How Trivial!

Professional organizer Julie Morganstern says many employees make the mistake of
storing important telephone numbers in their cellphones. "That's fine until you lose the
phone or the battery dies," she says. To be safe, keep a paper version of the numbers. It
doesn't have to be a bulky address book; a simple sheet with the numbers listed is enough.

Just One More Thing
If you need to increase your daily productivity, you might want to give this easy

method a try: At the end of your day, do one more thing before you leave. This concept
is simple, says Jeffrey J. Mayer on SucceedinginBusiness.com, but it takes discipline.

Once you reach the end of your day and feel you have accomplished everything that
needs to be done, don't leave before you do one more thing. Make a phone call to a con­
tact you've been meaning to get in touch with. File the papers that are piling up on your
desk. Write the memo you were going to do tomorrow.

At the end of the week you will have accomplished five more tasks than you would
have otherwise. At the end of the month, you'll have accomplished about 20 more tasks,
and over the course of a year you will have knocked out more than 200 extra tasks by
doing one extra thing per day.

How To Prepare For The Big Meeting
You've got a big meeting coming up, and already you are dreading it. Why? Because

you know your performance in meetings is a career maker or breaker, and you hate the
pressure. However, according to Peter Murphy in Project Management magazine, there
are a few things you can
do to ensure your meet­
ing performance puts you
in the best possible light:

• Be prepared. That
means you need to
be informed about
the matters to be dis­
cussed before the
meeting commences.
Being ready to intelli­
gently discuss matters
at hand will lead to

feelings of confidence,
and will encourage your colleagues to view you as competent and relaxed.

• Run through a rehearsal of what you are going to say. TlY to visualize yourself success­
fully communicating your message, and actually enjoying doing it. Rehearse for about
20 minutes the night before when you are feeling positive and relaxed.

• Speak with enthusiasm. No one likes to listen to someone who is bored with what they
are talking about. If the subject does not inspire your enthusiasm, shoot for delivering
your message with some energy.

• Be ready for objections. Anticipate objections your colleagues might throw on the table
and prepare your responses.

• Be certain of yourself. That means you should not convey that you think you might
not be able to accomplish something. This requires honesty about your topic. If you
need to agonize over something, do it before the meeting and decide whether you can
truly present the subject in a positive or realistic manner. You want to be direct, ask
good questions and avoid affecting others negatively whenever possible.

Don't Lose That Number

Dave Coverly
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1) What zodiac sign is known as the

Water Bearer?
a) Pisces
b) Sagittarius
c) Virgo
d) Aquarius

2) "Slow but steady wins the race" is the
moral of which ofAesop's fables?

a) 'The Hare & The Tortoise"
b) "The Fox & The Goat"
c) "The.Ant & The Grasshopper"
d) 'The Lion & The Eagle"

3) Which state's capital is not named after
a former U.S. president?

a) Mississippi
b) Washington
c) Nebraska
d) Missouri

4) Which of these state pairs share a com-

mon border?
a) Arkansas & Alabama
b) New Hampshire & New York
c) Iowa & Illinois
d) Nevada & New Mexico

5) Approximately how long does it take
for light from the Sun to reach the
Earth?

a) 3 seconds
b) 47 seconds
c) 8 minutes
d) 2 days

SPEED BUMP
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Quality
Policy

W]. O'Neil Compan),'s

overallpolicy is to provide

the highest quality service

and installation to all of

our clients. The quality

s),stem begins with top

level management and

proceeds to include

all emplo)'ees. we will

implement andfurther

improve ourpolicies to

assure ever)' project meets

the strictest

quality standards.

Celebrating 24 Years ofService
• Industrial, Institutional, Commercial Mechanical Systems

• Power and Process Piping

• Plumbing and Medical Gas Piping

• Automotive Paint and Robotics Systems

• Waste and Water Treatment Systems

• Plant Maintenance/Changeover

• HVAC Service

Check out our website at www.wjo.com
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