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ORGANIZING ALL THE 
THINGS!

A Director’s Guide
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STARTING LINE
Hardest part is beginning;

Paralysis by Analysis;

Overthinking is the enemy of success!
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MOVING TO ACTION
"A goal without a plan is just a wish." Antoine de Saint-Exupéry.
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GOALS
Areas of Focus;

Alignment;

How do you eat an elephant?
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Breaking down your Goals

Run a M arathon

Run a 10K

Run a 5K

Run 1 m ile

W alk 10K steps

W alk 10 m inutes

Put on your 
running shoes
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SYSTEMS
What type of systems to put in place?

Planning to plan;
First line of defense;
What works for you?
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WHAT ARE YOUR 
BUCKETS?

Breaking your workload into categories;

List what the items of focus are in each category;

Color code. 
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Planning Categories 
W hat are your big buckets? How can you organize them  in a way that stream lines your processes? W ho are your key stakeholders in 

each bucket or category? 
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BIG PROJECTS
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Stepping a Big Project

PNP Efforts

• Pull Data
• Service
• Evaluation

• Meet with PNP
• Gather Forms

Evaluate Funding 
for 22-23

• Pull 
Expenditure 
reports

• Pull 
Anticipated 
payroll data

• Pull Student 
Data

• Create Cost 
Projection 
Schedule

• Review MOE 
Data

Review Annual 
Strategic Plan

• Meet with 
Finance

• C & I 
Collaboration

• Meet with 
Federal Fund 
Coordinator

• Meet with 
SPED 
Leadership 
Team

Complete Grant 
Application

• SC5003 Form
• ADC 

Completion
• General 

Information 
Forms

• Program 
Discription
Forms

• Program 
Budget Forms

• Submission

Project: Complete IDEA-B Grant for 23-24
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EAT THAT FROG!
The ability to concentrate single-mindedly on your most important task, to do it well and 

to finish it completely, I the key to great success, achievement, respect, status, and 
happiness in life.

-Brian Tracy
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Todoist
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CHUNKING 
Breaking things into smaller steps;

Quarterly, Weekly, Daily;

Make it visible;
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The Big Three Daily Focus

• Frog Task

• Habit Build

• Plan Task
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Time Blocking
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BUILDING 
CONSISTENCY
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HABITS
Make it obvious;

Make it attractive;
Make it easy;

Make it satisfying.

*Atomic Habits by James Clear
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PERSPECTIVE
Things I have to do vs. things I get to do;

Focus on accomplishments vs. what’s still left to be done;

Don’t give up;

Enjoy the journey. 
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SUPPORTS AND 
ACCOUNTABILITY
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ACCOUNTABILITY
Face it;

Report it;
Live it. 
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NETWORKS
How can they help?

Importance of networks
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Developing Leadership Team s 

Spreading the load is som etim es a m atter of developing leadership skills and processes. 
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GRACE AND REWARDS
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