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Agenda

EXxplore the psychological aspects of accountability including
1 developing habits and routines that reinforce a commitment to
accountability

Discover tools that can assess progress and aid in maintaining
accountability for yourself and across your organization

|ldentify common causes of procrastination and discover practical
3 strategies to overcome procrastination while maintaining
momentum for organizational growth

Understand the importance of feedback, reflection and continuous
improvement




Ownership

Take full responsibility for your actions, performance, behaviors and decisions.
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Psychological Aspects of Accountability

Self - Efficacy Intrinsic Motivation
Have confidence in your Find personal meaning in
ability to succeed. your work. Connect your
Develop a mindset goals to your values.

focused on growth to
overcome challenges.
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Habits for Accountability

Morning Ritual

1 Start your day with intention. Review goals and prioritize tasks for maximum
Impact.

Regular Check -ins
2 Schedule time for self -reflection. Assess progress and adjust strategies as
needed.

End- of - Day Review

Evaluate accomplishments and plan for tomorrow. Celebrate wins and learn from

setbacks.
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Accountability Tools

Goal Tracking Apps

Use digital tools to set and monitor progress. Stay organized and focused.

Time Management Software
Schedule your tasks and monitor the time spent on each. Maximize your productivity and
maintain focus.

Performance Analytics

Track important metrics and visualize your progress. Make data -driven decisions for
Improvement.
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Accountability Technology Tools

Trello

Task management using boards, lists, and cards. Helps teams Professionals and teams who need visual project

and individuals break down goals into manageable tasks.

: Web, 10S, Android
tracking

Asana

Task assignment, timelines, deadlines, progress tracking,
project management for teams

Professionals and teams managing complex

Web, I0S, Android
projects and goals e ndroi

Todoist

Task creation, categorization, reminders, and goal progress
tracking. Simple interface but powerful productivity.

Web, IOS, Android,
Windows

Professionals who want a personal task manager
with goal-setting options

Monday.com

Task and project management with goal-tracking features,
collaborative workspaces, customizable workflows

Teams or professionals manaing large-scale

: Web, |IOS, Android
projects

Habitica

Gamified habit and goal tracking. Earn rewards for
completing tasks

Professionals who enjoy a fun, motivational way to

Web, IOS, Android
reach personal and work-related goals © narol

ClickUp

Task management, goal tracking, reporting dashboards,
integrates with various other apps

Professionals looking for a comprehensive platform

: : Web, IOS, Android
to track tasks, projects and goals in one place

Strides

Goal-setting, progress tracking with charts, habit tracking ,
reminders

Individuals who prefer a simple yet detailed goal

I
and habit tracker oL

SmartGoalPro

S.M.AR.T. goal-setting, deadline tracking, daily, weekly, and
monthly goal evaluation

Professionals focused on achieving well-defined

: Web
business or personal goals

Notion

All-in-one workspace for notes, tasks, and goal tracking. Fully Professionals who need a flexible and

customizable templates for goals and task management

Web, IOS, Android,

customizable workspace Windows

GoalsOnTrack

SMART goal setting, progress tracking, visual charts, task
manager, time tracker

Individual fessionals wh truct
ndividuals and professionals who need structured Web. 10S, Android
goal management
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Implementing Accountability Systems

1 2
Define Expectations Establish Checkpoints Create Consequences
Clearly communicate goals Set regular review periods. Create reward systems and
and standards. Ensure Monitor progress and provide corrective actions. Strengthen
everyone understands feedback consistently. accountability by applying

their responsibilities. them consistently.



|dentify Triggers

|dentify the triggers for your
procrastination. Confront any
underlying fears or limiting
beliefs.
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Strategies for Maintaining Momentum

Focus on the End Goal
1 Stay focused on the end goal. Concentrate on the positive results to maintain
motivation.

Celebrate Milestones
2 Acknowledge progress along the way. Reinforce positive behaviors through
recognition.

Find an Accountability Partner
Team up with a colleague or mentor. Support each other in staying on track.




Self Assessment

Review your actions and experiences regularly to gain insights and track personal
growth.




Assess Current State

Evaluate your present
situation honestly.
|dentify areas for
Improvement and
growth.

2

Set New Goals

Define clear,
challenging objectives.
Push yourself to reach

higher levels of
performance.
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Cultivating a Culture of Accountability

Clear Communication Empower Decision - Making
Articulate expectations Give team members

and goals clearly. Ensure authority to act. Foster a
everyone understands sense of ownership and

their role and impact. responsibility.
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Leading by Example

Model Integrity

Demonstrate honesty and ethical behavior. Build trust through consistent actions.

Set High Standards

Challenge yourself and your team. Inspire others to strive for excellence.

Embrace Feedback
Actively seek and respond to input. Show vulnerability and willingness to improve.




All Talk/No Action

Be sure every meeting ends
with next steps and clear
deadlines. When deadlines
aren’t met, address root

causes.




Your Accountability Action Plan

Assess

Evaluate your current
accountability level.
|dentify areas for
Improvement and
growth.

Plan

Set specific goals and
create a roadmap.
Choose tools and
strategies to support
your journey.

Act

Implement your plan
with determination.
Stay committed to
your accountability
goals daily.
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Review

Regularly reflect on
your progress. Adjust
your approach as
needed for
continuous
Improvement.
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Eden.Mmucci@Clear-Guidance.com

Janelle @Clear-Guidance.com

Eden
Minucci

Janelle
Chapa

Eden Minucci has worked in the legal industry for over 20 years serving small and
medium firms, both in-house and as a consultant. Designhated as a Certified Legal
Manager (CLM) by the Association of Legal Administrators, Eden also holds a SHRM-CP
designation and a Master of Science degree in Management. Eden is a partner and has
been consulting since 2016 and now leads the Legal Operations Practice at CGP. She
was recognized by the Austin Business Journal as one of the 2022's Austin Women in
Business.

Janelle Chapa has dedicated her career to the legal industry since earning her Master
of Science degree in Human Resource Management. With a strong foundation in HR
principles and practices, she has successfully navigated the complexities of legal HR,
ensuring firms are compliant, efficient, and supportive. Her SHRM-CP certification
underscores her expertise in human resources, while her commitment to the legal field
Is evident in her ability to tailor HR strategies that meet the unique needs of law firms,
fostering a culture of professionalism and growth.



We specialize in servicing law firms comprised of less than
250 people total and understand that your firm does not
need big law complexity, long term contracts, giant

budgets, or solutions that create more work for your
already busy team. We frequently come in to help unwind
complicated and expensive solutions that work great in big
law, but not for firms your size.

Expertise in IT, cybersecurity, and operations (HR, e/billing,
accounting, strategy and more). We offer our services on
flexible terms, with no long-term contracts. We can fill

Interim roles, provide outsourcing of key functions such as
only billing, or even come in and assess parts of your
operations
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