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 If you’re not sure you should buy this book... 
 
    This workbook is a simple, easy to read workbook that introduces you to the basic foundations of academic excellence. It’s a starting point. A first step to redefining your ultimate destiny. For many it will be enough to revolutionize their academic and personal lives. For others it will be just a catalyst to bigger and better things. 
 
    One thing is for sure, if you don’t master these simple to learn techniques you are already at a great disadvantage. It’s a matter of time before everyone not only learns them, but masters them. Without this knowledge you don’t have a change to keep up – let alone succeed. 
 
    Imagine, for just a second, if you knew you could not fail. Imagine how that would feel. What would you be saying to yourself? What do you see yourself doing or achieving? How would other people see you? What would you attempt to do? How does that make you feel? Well, imagine that these techniques can give you that confidence and assurance; they have for thousands of other students just like you. They took a chance and are reaping the benefits today. 
 
    Getting the edge on the competition is often the difference between succeeding and being told “what counts is that you gave it your best shot. Better luck next time”. These proven tips and tricks will give you an edge like you’ve never had before. Imagine being able to write everything the teacher says down and remember it better than ever before! If that’s not enough, imagine going into an exam knowing most, if not all, the exam questions and having memorized the answers in a fool proof way! This power can be yours within minutes. 
 
    These strategies can be mastered so effectively that nothing is outside your reach – literally nothing. One reader was taking scuba diving lessons and during the course attended one of my live event seminars. Within three weeks he had not only scored 98% on his final accreditation exam, but he knew exactly why he got the one answer wrong! In another case, a person went from working 10 hours a week making barely enough money to live on, living at home with her parents, taking two night courses and getting “good” grades – to quadrupling her income, working 25 hours a week while increasing her course load to three courses and getting better grades! These people are not geniuses – they are ordinary people just like you and me. They took a little bit of information and turned it into incredible results. Each person strives for different results. For you it may be to reduce exam anxiety, reduce study time for athletic training, increase your GPA to get into a good school or program, or it may be just to get it all done with less stress and effort. Whatever your goal, these techniques will help you to achieve and often surpass it beyond your wildest dreams! 
 
    If you’re still not sure, then this book may not be a good investment for you. It’s not for everyone. It’s designed specifically for people who believe that they can achieve more than they are presently achieving. It’s for people who want that incremental improvement from good to excellent or excellent to outstanding. It’s for people who want to get out of their rut and reignite their potential because they know that deep down, their current situation is not what they want. If you are one of these people, then this book will be one of the least expensive investments you’ve ever made to guarantee your ultimate success. If you’re not one of these people, then it’s simply not for you. That’s OK. Don’t worry about what could have been. Put it down and walk away. 
 
   


  
 

 Who this book is not for 
 
    If you are a naturally gifted student who finds studying fun, rewarding and effortless, don’t buy this book. It’s not for you. 
 
    I’ve designed this book for people like me – people who have a desire to learn but have had problems getting things done on time, learning new concepts, and memorizing facts and figures for exams. 
 
    This is for the majority of us who have to struggle each step of the way and need all the help we can to get the best grades with the least amount of effort, not because we’re lazy but because we have so little time to lose. 
 
    Our success depends on our ability to keep up and stay ahead of the competition. If you’re like us, then maybe this book is for you after all. 
 
    This book is not for people who want to take the easy way out, cut corners, cheat or in any other way come up short of doing their fair share. I hesitated a long time before I chose the title – but I kept the “with the least amount of effort” because that is the point I want to get across. I will show you how to do things in a fraction of the time it takes you to do them now, and I’ll show you how to do them more easily. I won’t show you how to get out of doing things that must be done, or how to cut corners. That’s not the point. 
 
    The ultimate goal is to learn or acquire a skill that is of value – not just pass an exam for the sake of it. 
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 You’ve got to read this first 
 
    Why write this book? 
 
    Comparatively speaking, I have been extremely successful at achieving multiple goals simultaneously, while others around me were attacking the same goals individually and, in some cases, with extreme difficulty and without the distraction of other goals. 
 
    After years and years of being asked “How do you do what you do, day in and day out?” I finally decided to create a framework to teach others what I learned. 
 
    I have successfully tutored many students – both “officially”, in live event seminars, and on a friendly basis, using these strategies. 
 
    This workbook is the third edition compilation of my tips, tricks, and techniques. I sincerely hope it is not only of interest to you, but that it assists you in achieving your ultimate goal(s) in life. You deserve to get the highest grades with the least amount of effort. 
 
    The background material 
 
    I have read over 500 personal development, self-help and how-to-study books over the past 20 years. Combined with 26 years of academic training/experience I have, in this book, regrouped what I consider to be the most efficient framework for the beginner and experienced student alike. 
 
    About this book 
 
    This book will be very casual and conversational in tone, rather than academic and rigid. The reason for this is that I have tremendous respect for the investment that you made in purchasing this book and feel that we are friends engaged in the pursuit of the same goal – the achievement of a worthwhile dream. I want to keep that friendly communication to reinforce that you are not alone in your journey. The second reason is that I have found that many books are too cold, dry and formal to elicit interest and spark the passion of the reader. 
 
    Before you begin 
 
    The ignition of a passionate desire is critical to the successful realization of your goal(s). 
 
      
 
    Make yourself a solemn promise that you will, within one week, commit to applying at least one technique learned today. 
 
      
 
    For you to be successful, you will have to be 100% committed. No matter how small or seemingly insignificant the technique may appear, it will require an effort beyond what you are probably used to. Promise yourself that you will not go to sleep tonight without selecting at least one technique that you will try to apply without reservation. If you don’t do this, you’re kidding yourself if you think it will happen all by itself. 
 
   


  
 

 It wasn’t always easy 
 
    I, probably much like you, tried different things to get better grades in school. I tried it all; studying late at night, studying early in the morning, for short and long periods … 
 
    I wasted countless hours doing things that didn’t work. My frustration and anger at not being taught how to study drove me to systematizing the process so that success was repeatable and, more importantly, efficient. Even though I love reading and learning, I hate to waste time – especially if I know I can read and learn more quickly. 
 
    I can remember spending entire weekends (10-15 hours) studying for quizzes and exams that would, today, only take me 2-3 hours … to get even better grades! And I’m not talking about going “back in time” with today’s experience. 
 
    We are either driven by the avoidance of pain or by the desire to experience pleasure. 
 
    The pain and frustration of wasted time and effort drove me to develop the techniques in this book by myself and for myself. I eventually developed tips and tricks to help my friends and classmates – believe it or not, I was met with resistance. I hadn’t “proven” myself and because of that, I didn’t have credibility. It was often too late for me to help those who needed it the most. That has changed now. 
 
    I have accomplished things that are “public” or within people’s view and I now have credibility – I am living proof that these strategies work. 
 
    I also have countless examples of students around the world who have used these strategies successfully – and their numbers are growing by the day. I hope you’ll be one of those success stories that I enjoy talking about in my live seminars and writing about in my books. 
 
    I honestly believe that these very basic techniques can be learned and used by anyone to significantly improve their situation – even if that just means getting away from C’s and D’s and getting B’s and the occasional A. For many that would be a dream come true. 
 
    Let’s make it a reality. 
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 Chapter  1 
 
    The 4 things you must do to get from the grades you’re getting to the grades you really want 
 
   


  
 

 The 4 keys to success 
 
    #1 – Know Your Outcome 
 
    To succeed, you have to know when you’ve succeeded, or at least where you are relative to your goal. Without a clearly defined objective you can’t evaluate your current situation, progress, or lack thereof. 
 
    It is critical that you be as precise as possible when defining your goals. To say that you want to be a good student is not enough. To say you want to get good marks is not sufficient either. The following are increasingly better descriptions of one person’s objectives. I am not saying these should be your objectives. You must choose your own objectives and define them as clearly and as precisely as you can. You should not take anyone else’s objectives as your own unless they are congruent to your desires and expectations. 
 
    
    	 I would like to be a good student. 
 
    	 It would be nice to get good marks. 
 
    	 I want to get better grades. 
 
    	 I want to improve my grades in my science subjects. 
 
    	 I will get at a B or 80% in Physics. 
 
    	 I am going to get at least a B or 80% in Physics and enjoy doing it. 
 
    	 I am improving each one of my grades by 5% per semester as of this semester and am having fun creating new ways to do it. 
 
   
 
    The last two objectives are stated in the present. If objectives are stated in the future tense, you are telling yourself that you’ll eventually get around to it. You want to leverage the desire to begin immediately in your mind’s eye. Always state your objectives in the present. 
 
    With each subsequent objective, the details become more and more precise. You can take several sentences to describe your objective. The more detailed it is the better. The human brain cannot tell the difference between something that has actually happened and something that has been vividly imagined – by the way, this is the technique used to “cheat” lie detectors. 
 
    There must be a timeline involved in stating your outcome. You want to achieve this goal sooner rather than later. Decide when you are absolutely committed to achieving it by. If you fall short, don’t beat yourself up over it (see number #4 below). 
 
    Last, but certainly not least, make sure you include something you enjoy – either creativity, fun, excitement, joy, happiness or love. If you are not drawn toward your objective, you’ll be fighting an uphill battle. Make it compelling. 
 
      
 
    Take a blank sheet of paper and draw the figure below 
 
    Write ten keywords that define this term for you. Take no more than one minute. Write the first ten words that come to mind. 
 
      
 
    [image: ] 
 
    This exercise, on an individual basis, demonstrates how we each have various definitions for the same single word or idea (try comparing your keywords with those of one or more of your friends). This is why it is so important to be specific in defining our outcomes. You want to make absolutely sure that you are achieving what you want. As a group exercise, this illustrates that we have various expectations that we may think are the same as other people’s but which, in fact, differ greatly. This is important because a boyfriend, girlfriend, parent, husband, wife, or friend probably has a different definition for “success” or “good student”, for example, than you do. You may be striving to achieve your success, be close to it, but get the impression you’re way off the mark because someone else has a different definition than you do. 
 
    You shouldn’t base your goals on other people’s perceptions or expectations (you must also state objectives that are entirely within your control). 
 
    An example is someone who thinks that a good student must study four hours a day. No matter what your results, if you’re not studying four hours a day, you won’t be perceived as a “good” student by a person with this belief system. 
 
    I had this problem. People either thought I studied too much or not enough. This was largely because my rhythms and hours spent studying would vary significantly from 20 to 50 hours per week. Some people would have been more comfortable if I had averaged 30 hours per week every week. My distinction was that I varied the time based on results and my prefer- ences for peak performance –not someone else’s perceptions of what I should be doing. 
 
    Let me make one thing clear. I am not advocating cramming and leaving things until the last minute. That’s not what I did. What I am saying is that you should be driven by the results you are getting. If something works for you, keep doing it. As you do it, fine tune and improve it. Don’t get swayed off-track by people within your immediate circle of influence. Stick to your guns and keep improving progressively. 
 
    #2 – Take action, any action 
 
    Many people who can describe their desired outcome in meticulous detail have problems defining the action they should take to achieve it. The reason for this is that they think they have to build an elaborate and complex plan. You don’t. All you need to do is make a list of all the things that you can think of that will help you get closer to your goal. Here’s an example of a great action plan. 
 
    I will make a list of all my courses, right after dinner. Between now and then, I will carry a small pad of paper and I will jot down all ideas that flash into my mind so I don’t forget any “great” ideas. 
 
    I will set aside one hour this evening to do this exercise, before my favourite TV show. I will only watch it if I am finished with this exercise. It’ll be my reward for making this investment. 
 
    I will collect all my books together on one shelf so that I know where they are at all times. This will save me the hassle of looking for my books when I want to study. 
 
    I will start to write neatly in my notebook. 
 
    I will have one notebook per subject so that when I am studying Physics I am not distracted by my English notes. 
 
    I will call Linda and Robert and ask them not to call me later tonight so I can focus on my math assignment. 
 
    I will sharpen all my pencils. 
 
    I will get my highlighters together. 
 
    I will buy a new pen- this one’s about to run out of ink. I am going to clean my desk tomorrow after school. 
 
    I will ask mom if she has an agenda to give me so I can plan my time more easily. I think she gets these as gifts from her clients and can’t use them all anyway. 
 
    I will try one technique from Dr. Pierce’s book tonight (I couldn’t resist!). 
 
      
 
    Close your eyes and think of two things: 
 
    1) Think of something you hope will happen. 
 
    2) Now think of something you expect will happen 
 
      
 
    You will notice some, if not all, of the following differences: 
 
    When you hope something will happen you’re passive, detached, a spectator. It may or may not happen but it’s not really up to you. There is not much involvement or commitment from you. It’s not a big deal if it doesn’t happen because you don’t really believe it will happen. 
 
    When you expect something to happen, in contrast, you’re proactive, involved, a participant. You feel that the chances are greater that it’s going to happen than not happen. You would be very disappointed and hurt if it didn’t happen. 
 
    What does this have to do with taking action? 
 
    You must expect to do whatever you list in your action plan. You owe it to yourself to expect everything you write down to happen. Hoping won’t give you the results you deserve. This takes some practice. Many people struggle with this difference at first, so don’t worry if you can’t figure out the difference right away. It’ll come to you more easily in time, you’ll see – as long as you start practicing right away. 
 
    #3 – Find out what works and what doesn’t 
 
    The purchase of this book is proof that you know what this key to success means. Others have been through what you are going through. They have developed techniques that work. They also know what doesn’t work. By tapping into these resources you will save yourself a lot of time, effort and possible pain. 
 
    The key distinction is to get a good model to follow, or a good source of information. You would not ask a baker how to repair a car nor would you ask a hockey player how to shoot a basketball. Get your information from people who have achieved what you want to achieve. 
 
    “How do I do that?” you ask … 
 
    Soliciting someone’s strategy for success 
 
    You can start by observing your classmates. Find out who is the best student in each of your classes. Ask them what they do to achieve those grades. Chances are they’ll say something vague like “I study hard”. You have to go beyond that. Here’s a sample dialogue to help you solicit the answers you need to obtain. 
 
    You: 
 
    Janet, how do you get such good grades in math? 
 
    Janet: 
 
    I don’t know. I just study hard. 
 
    You: 
 
    What do you mean when you say you study hard? 
 
    Janet: 
 
    Well y’know I spend a lot of time studying. Don’t you? 
 
    You: 
 
    Yeah I do, but I’m not getting the results I’d like to get. How many hours do you study in a typical week? 
 
    Janet: 
 
    I guess I spend one hour per day three days a week Monday to Friday and maybe another hour on Saturday or Sunday. 
 
    You: 
 
    When do you study? 
 
    Janet: 
 
    I study as soon as I get home. I can’t concentrate after dinner because I get too sleepy. If I have an after-school activity, then I study about an hour after dinner. I go for a walk or jog to help me focus before I sit down to study. 
 
    You: 
 
    If you don’t mind, can I ask where you study? 
 
    Janet: 
 
    Funny you should ask, I used to study in my room, which is next to the den but with my parents watching TV in the next room I couldn’t concentrate. Now I go down to the basement. It’s quieter down there. 
 
    At this point, you must make sure you’re not “drilling” Janet. Ask if she minds answering these questions. You should tell her how much you appreciate this information, so she can value her contribution to you. Don’t assume she knows this. 
 
    You: 
 
    Once you’re sitting at the desk, then what do you do? 
 
    Janet: 
 
    I determine what I am going to accomplish in this session, then I start. I do all the assigned problems. If I have time left over, I’ll try the odd numbered problems if the even ones were assigned. I stop doing problems when I “know” I can do this type of problem. It usually takes me three problems to get the hang of it. I do all my extra math problems that I don’t hand in to the teacher in pen –which helps me see my mistakes when I review for quizzes and exams. 
 
    You: 
 
    Thanks a lot Janet. I am going to try some of those things out tonight. By the way, I have found that using different coloured pens helps me visualize and remember things. You may want to try it out. If I pick up any other points that I think would help you, I’ll let you know. 
 
    You must respect, acknowledge and repay the investments made by others. The way you can do this varies based on the person from whom you have solicited the information. People hate to be used. They do, however, feel a great sense of contribution helping others. As you get used to asking for help, you’ll get used to repaying that debt in various ways. A sincere and heartfelt thank you will go a long way. 
 
    Other sources of terrific information are teachers, librarians, parents, older brother & sisters, and other family members. Of course, make sure these sources have achieved the exact or similar results you are seeking. 
 
    #4 – realign your strategy until you achieve #1 (your outcome) 
 
    Chances are you won’t achieve your objective the first time around. This is not a defeatist or negative attitude – it’s reality. 
 
    It is not what happens in life that defines our successes or failures, it is what we make of the event that expands or limits it. 
 
    If you don’t get the grade you wanted in a test for example, you must adapt and overcome this temporary setback. You have to be honest and ask yourself if you were really committed to getting an A. Did you do everything you could have? If not, then you know what to change for the next time. 
 
    Constantly making small adjustments is the key to succeeding. Here’s an example: 
 
    I had a Geology course that required a lot of memorization. I had no choice but to focus uniquely on memory techniques. So here’s how I went about the process, step-by-step. 
 
    
    	 I read each chapter. 
 
    	 I read each chapter “quickly” and then re-read it again slowly. 
 
    	 I read each chapter “quickly”. As I re-read it again slowly I would take notes. 
 
    	 I read each chapter “quickly”. As I re-read it again slowly I would take notes very neatly in a separate binder. 
 
    	 I read each chapter “quickly”. As I re-read it again slowly I would take notes in red, very neatly in a separate binder. Why red? It’s a color that helps me remember things visually. 
 
    	 I read each chapter “quickly”. As I re-read it again slowly I would take notes in red, write very neatly in a separate binder. I underlined keywords with a ruler and repeated the underlined words to myself. 
 
    	 I read each chapter “quickly” and then as I re-read it again slowly, I would take notes in red, write very neatly in a separate binder. As I underlined keywords with a ruler and repeated the underlined words to myself, I saw myself out on the field, with a hard-hat on, giving a lecture to high school students. Instead of just saying them to myself, I said them out loud. When I did this my mother thought I was talking on the phone....! 
 
   
 
    The more senses you can incorporate, the better your memory retention will be. 
 
    Adaptation and flexibility are not easy traits to acquire. At first, you must do things based on faith alone. You must believe that success is imminent. It is just around the corner. As success starts to emerge so will your flexibility, open-mindedness and adaptability. You will be drawn to what is working and wanting more of it. It will snowball, making it increasingly easier to be flexible. 
 
    The last thing I want to say about adaptability is that you shouldn’t meddle around too much with what works. I suggest that if and when you do change something, only change one thing at a time. If you change two or more things and the results are not positive, then you don’t know which of the things you changed is responsible. 
 
    For example, if you change where and when you study and you are not as productive, you can’t determine which change contributed to the decrease in productivity. 
 
    Your biggest challenge is not what you think it is 
 
    Your biggest challenge will not be applying these techniques nor will it be your motivation. It will be overcoming the resistance and demotivation of your environment. 
 
    Most people are skeptics. They don’t believe success is a matter of doing the right things the right way. They often believe rich or successful people are born that way, marry into it, or bribed their way up the ladder. They believe this is true even with countless cases to the contrary. 
 
    Why is this? It is a defence mechanism that protects the human ego. This way an unsuccessful person can console themselves by thinking that they have been “dealt bad cards”, were born into the wrong family or are just plain unlucky. In other words, they have a victim mentality. 
 
    You cannot achieve outstanding results and be “like everyone else”. If you are “like everyone else” then you are, by definition, average. Average equates to mediocrity. If that is your goal, then so be it. You have a right to be mediocre or average – most people are. 
 
    If, however, you wish to achieve incredible results, then you must set yourself apart from the crowd and do things that most people are not willing to do. You must rise above the challenge and go the extra mile. You must be more dedicated and committed –period. 
 
    Some day-to-day examples include: If you put in an extra hour a day of studying it means that if you go to the arcade with your friends you leave an hour earlier, you watch one hour less of television, or you go to bed an hour later that night. These techniques take time, especially when you are trying them for the first time. With a limitation of 168 hours per week, investing in these techniques means that something else has to be postponed, cancelled or substituted. Once you’ve mastered them, you can choose to achieve more ambitious goals or to enjoy life a little more. 
 
    Some comments that reflect the interference or resistance you will undoubtedly encounter include: 
 
    “You’re not the same person anymore.” “That book changed you.” 
 
    “If you liked/loved me you’d spend more time with me/us.” “You think you’re better than me/us don’t you?” 
 
    “You read that book and you’re still getting C’s!” “That stuff doesn’t work.” 
 
    “Who are you kidding? You’ll never get an A in math.” 
 
    Some people may be scared that if you do achieve your goals, you may not like them anymore. In their attempt to save your relationship they will sabotage you, often without realizing what they are doing. In most cases people are not vindictive, jealous or envious. Even with a positive intent the net effects can be negative. 
 
    I have distanced myself from many such people. Others I have lost contact with simply because of time limitations and changes in focus and interest. 
 
    Some people I purposefully distanced myself from had to be removed from my environment. The reason is quite simple. The efforts required to “fight” the demotivation cost me more than the friendship was worth. Sure I could have been friends with everyone, but I don’t believe I would be where I am today if I had chosen that route. 
 
    I am not saying that you should become a snob and associate only with the “rich and successful”. Remember that success is multi-dimensional and means different things to different people. You should surround yourself with people who care about you and love you enough to allow you to develop in whatever way makes you happy, fulfilled and content. 
 
    What do you do when faced with a challenge from a friend about your dedication to your goals? Do not contest it. Confrontations don’t serve any useful purpose. It is not your responsibility to change people. If they want your help they’ll ask. You don’t have to justify yourself to anyone. You have a right to your opinions as they do theirs. 
 
    Deflect the attack by saying something like “Hey it works for me, but it’s not for everybody. I respect your decision to refute it.” 
 
    Whatever you do, don’t take these techniques as your arsenal to argue with, or convince someone of something. Let your results do all the talking. As you start mastering your environment, your confidence will build, your stress will lessen, and your results will emerge. 
 
    At first, these techniques will take time and effort. Focus your energy in this direction only – diversion will only serve to distance you from your goal. 
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 Chapter  2 
 
    What’s holding you back and 
 
    how to use it to propel you 
 
    towards your goal 
 
   


  
 

 We each have what has been called a “circle of influence”. Simply put, it is a circle of activities, tasks or thoughts that we engage in without much effort, worry or apprehension. In other words it’s “stuff ” we do regularly without thinking twice. 
 
    When we are challenged by something new we feel uncomfortable and uneasy. We may second-guess ourselves, feel nervous and anxious. This means that we are about to expand our circle of influence. When we successfully accomplish the new task, we all of a sudden feel stronger, more capable and certainly more confident. As a result, we are able to deal with tasks or events that used to be outside our original circle of influence and the cycle begins all over again. 
 
    At my live seminars we do the “chicken dance” because I have to pick something that would stretch people beyond their comfort zone. The chicken dance is a safe, efficient, and politically correct way to do this. As people do the chicken dance, others are watching them act ridiculous and childish. Chances are they feel intimidated, embarrassed and even silly. 
 
    Your brain has to deal with this situation by enlarging your circle of influence to rationalize what you’re doing. Your internal dialogue may evolve as follows; 
 
    “I can’t believe I paid money to do this.” “What will people think of me?” 
 
    “I must look so stupid doing this.” 
 
    “Those other people look just as silly as I do.” “Look at that guy over there, he’s sillier than I am.” “Hey, everyone’s doing it.” 
 
    “This isn’t so bad.” 
 
    “This is actually a fun exercise.” “This is funny.” 
 
    “Hey, she’s not doing it as much as I am.” “There’s a technique to doing this.” 
 
    “Check her out over there, she’s got the neck movement down pretty well.” “There must be a reason we’re doing this.” 
 
    “Aw, it’s over already. I haven’t acted like a little kid in so long. It was kinda fun to do” 
 
    I can usually tell by people’s expressions when they’ve reached the level of rationalization in the previous internal dialogue example. You can see people’s faces become less tense and more relaxed. 
 
    The reason we do this is to release your mind from its current limiting circle of influence. For a while after the chicken dance, your brain will accept almost any new idea. It won’t reject it before it has had time to analyze it first. 
 
   


  
 

 The Circle of Influence 
 
    [image: ] 
 
    It is critical to the cognitive/learning process that you process as much information or stimuli as possible before acting on that input. 
 
    The concepts explained here may appear simple and straight forward but they carry some heavy baggage. Past experiences are very well grounded and are hard to change. 
 
    At a seminar, my main objective is to get people to listen and consider everything I say – before discarding or rejecting it. If I achieve that goal, then I am successful. The rest is up to the participant. 
 
    Some motivational speakers speak of choosing big goals and of taking massive action. I don’t agree. My reasoning is that within your present circle of influence your are in total control. In the next ring you are pretty sure of yourself, but in the next you’re very uncertain of yourself and what it takes to succeed “out there”. In the outermost ring, you have no idea what works and what doesn’t. 
 
    Taking massive action is like firing a rocket into space –you may know how to get out in space, but 1) how do you survive out there, and 2) how do you get back safely? 
 
    I have seen so many people explode with passion, energy and zeal only to crash and burn shortly thereafter. I suggest you take decisive action towards constantly expanding your circle of influence, one step at a time. 
 
    Here is one example of a series of expansions of one person’s circle of influence. 
 
    
    	 Increase your study time by 1 hour per week (apply one new technique). 
 
    	 Increase your study time by 2 hours per week (apply three new techniques). 
 
    	 Maintain that increased study schedule. 
 
    	 Go to the gym or play a sport once a week. 
 
    	 Go to the gym or play a sport three times a week. 
 
    	 Maintain your new study and exercise schedules. 
 
    	 Reduce the total time you watch television by one hour per week and replace it with doing something you’ve never or rarely done before. (This could be going to the museum, going to a library, watching a foreign film, listening to classical music, jazz, or country music). 
 
    	 Increase your study time by another 5 hours per week (apply three new techniques). 
 
    	 Maintain that study schedule. 
 
    	 Join a sports team or competition... 
 
   
 
    Once you’ve achieved mastery of these strategies, you can either maintain your study commitment and improve your grades or reduce your study time while maintaining your grades. 
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 Chapter  3 
 
    A simple strategy to help you 
 
    determine what to do to get the 
 
    best results 
 
   


  
 

 Some motivational speakers state that the bigger the goal, the better. I disagree. I think your goals should be realistic. They should be challenging, empowering and slightly out of your current reach. They should not be intimidating and must be precise and quantifiable. 
 
    Your goals must be congruent. If you have a goal to be an A student and the most popular person in school, you’ll probably find yourself somewhere in between, an average student, liked by a few people. 
 
    There’s a funny thing that happens when you start to align your goals congruently. It’s like a huge puzzle that starts to propose different pieces to place to complete itself and all you have to do is position the pieces in the right places. 
 
    “Success breeds success” 
 
    As you become successful in one aspect of your life, the other parts seem to come around in an almost magical fashion. If you get a A+ in a course, people usually find out and you get attention. With that attention you develop friendships. From those friendships you develop resources that can help and support you to achieve your goals, for example joining a school club that interested you but that you were uneasy about joining. You make new friends. In time you get invited to parties and activities that further enrich your life. You start to feel like you’re on top of the world. You start to do things you never did before- you pick up a new sport or hobby. The upward cycle never ends. 
 
    The counter argument is that as you try to do everything, and be everything to everyone, you fall short and start second-guessing your abilities. This can happen even if you are achieving a lot more than most people around you. In your mind’s eye you’re failing. You become discouraged and angry. Envy and jealousy take over and you alienate those who are succeeding in different aspects of life, i.e. the “jock” in sports and the “brain” in math class. People don’t take to you and you lose out on the richness of social interaction and the opportunities they offer. 
 
    The cycle can be cut short in an instant –when you decide to do so. You must be saying to yourself “Yeah, but there are only so many hours in a day, how do I choose what to do?” 
 
    The 80-20 rule 
 
    The 80-20 rule, or Pareto Principle as it is formally called, is simple to explain but difficult for many to implement. Simply stated, 20% of your time yields 80% of your results. 
 
    Examples illustrate this more clearly 
 
    
    	 20% of the course material will represent 80% of the marks in an exam or course 
 
    	 20% of your studying time will yield a grade of 80%. It’ll take the other 80% of the time to get the other 20%. 
 
    	 20% of a company’s clients represent 80% of its sales 
 
    	 20% of to-do items on your daily list will yield 80% of your day’s results 
 
    	 20% of your practice time as an athlete will yield 80% of your results. It then takes the rest, or 80% of the time, to work on the remaining 20% improvement. 
 
   
 
    The main question is “What is the 20%?” 
 
    The definition of the 20% and 80% items is not only an individual task, it is also time dependent. The key distinction is to update this list regularly, which takes time. 
 
    In an average week, I often manage to use in excess of 100 hours out of a possible 168. To do this, I invest approximately four hours per week, (or over half an hour each and every day) planning out my week. 
 
    I schedule it down to the one hour block. I cannot afford to have blocks expand beyond their allocated time if I am to respect promises I have made to myself and others. It inevitably happens that a block of time will expand, which requires a re-shuffling of pri- orities. In extreme situations, these priorities change every half an hour. I am definitely an exception to the rule, but then again so are my results! 
 
    [image: ] 
 
    The following are examples for each quadrant: 
 
    Not important and not urgent. You have a book report to hand in at the end of the semester. It’ll take you 10 to 12 hours to read the book and 4 or 5 hours to write the report. You have 3 months and it’s worth 10% of your final grade. 
 
    You should get started as soon as possible so it doesn’t become urgent. 
 
    Not important but urgent. You have a quiz tomorrow but you haven’t reviewed anything. It’s worth 5% but you need every mark you can get. 
 
    You should have done this in-between other things when you had the time. Now you will feel stress and anxiety that could have easily been avoided. 
 
    Important but not urgent. You have a project that is worth 35% of your final mark. It’s due in a month and you estimate it will take you 20-25 hours to complete. 
 
    Once again, what you want to do is avoid rushing and trying to complete the project at the last minute. You want to scale down the tasks into smaller bites so that you can get started as soon as possible. 
 
    Important and urgent. You have a final exam in two days, it’s worth 70% of your final grade. You haven’t put in enough time –there is so much new material to cover you don’t know where to start. Panic starts to set in. 
 
    This is not where you want to be spending your time. You want to spend as much time as possible on important but not urgent issues. Of course, this takes planning and preparation... 
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 Chapter  4 
 
    A five step system to help you 
 
    get everything done effortlessly 
 
   


  
 

 Managing your school related tasks 
 
    Step 1: Make a to-do list 
 
    You must list all the tasks that you have to do; i.e. create an exhaustive to-do list. For a given course it could be something like this: 
 
    
    	 Check the course outline 
 
    	 Check the assigned problems with Daniel to make sure I wrote them down properly 
 
    	 Read Chapters 3 and 4 
 
    	 Highlight Chapters 3 and 4 
 
    	 Make notes for Chapters 3 and 4 
 
    	 Prepare for the quiz on Tuesday 
 
    	 Read extra background reference material 
 
    	 Finalize Lab Report 
 
    	 Sharpen pencils 
 
    	 Put lab manual in schoolbag tonight so I don’t forget it tomorrow 
 
   
 
    Step 2: Assign a time to each task 
 
    You must estimate the time you will need to complete each task. Don’t worry if you’re off the mark when you start doing this. It’s normal. If you are unsure, overestimate the time rather than under-estimate it. You can always stop early –the reverse is not always true. You may not have any time available if it takes longer than expected. You’d rather be safe than sorry. 
 
    Step 3: Total time by subject and by week 
 
    As shown in the diagram below, you should create a page with three columns, one for each of the next three weeks. 
 
    This will tell you how much time you are allocating to each subject. You don’t necessarily want to spend an equal amount of time on all subjects. You may need more time to study chemistry than you need for English, or vice versa. By quantifying these tasks in this way you will begin to see patterns developing and get a sense of where you are, or should be, spending your time. This will be different for each person. 
 
    With the total for the week, you now know if you’re in trouble or not. If you have 40 hours of work and only 20 hours available, you’ve entered the important and urgent quadrant. 
 
    If this happens, you can re-evaluate the items listed and transfer them to another week. 
 
      
 
    
     
     
       
       	    
  
       	  Time 
  
       	  Week 1 
  
       	  Week 2 
  
       	  Week 3 
  
      
 
       
       	  Item List 
  
       	    
  
       	    
  
       	    
  
       	    
  
      
 
       
       	  math 
  
       	    
  
       	    
  
       	    
  
       	    
  
      
 
       
       	  Do Assignment #1 
  
       	  1 
  
       	  1 
  
       	    
  
       	    
  
      
 
       
       	  read Chapter 3 
  
       	  2 
  
       	  2 
  
       	    
  
       	    
  
      
 
       
       	  notes Chapter 3 
  
       	  2 
  
       	    
  
       	  2 
  
       	    
  
      
 
       
       	  problems Chapter 3 
  
       	  3 
  
       	    
  
       	    
  
       	  3 
  
      
 
       
       	  read Chapter 4 
  
       	  2 
  
       	    
  
       	    
  
       	  2 
  
      
 
       
       	  Total 
  
       	  10 
  
       	  3 
  
       	  2 
  
       	  5 
  
      
 
       
       	  physics 
  
       	    
  
       	    
  
       	    
  
       	    
  
      
 
       
       	  prepare Lab report 
  
       	  2 
  
       	  2 
  
       	    
  
       	    
  
      
 
       
       	  Study for midterm 
  
       	  5 
  
       	  2 
  
       	  3 
  
       	    
  
      
 
       
       	  read Chapter 6 
  
       	  3 
  
       	  1 
  
       	  2 
  
       	    
  
      
 
       
       	  notes Chapter 6 
  
       	  3 
  
       	    
  
       	  3 
  
       	    
  
      
 
       
       	  read next Lab 
  
       	  1 
  
       	    
  
       	    
  
       	  1 
  
      
 
       
       	  Total 
  
       	  14 
  
       	  5 
  
       	  8 
  
       	  1 
  
      
 
     
    
 
   
 
   


  
 

 Step 4: Schedule the blocks of time 
 
    Now that you have the individual times for each task, as well as the “by subject” and “weekly” totals, you must place them in your weekly schedule. 
 
      
 
    
     
     
       
       	  Time 
  
       	  mon 
  
       	  Tue 
  
       	  Wed 
  
       	  Thu 
  
       	  Fri 
  
       	  Sat 
  
       	  Sun 
  
      
 
       
       	  7 
  
       	    
  
       	    
  
       	    
  
       	    
  
       	    
  
       	    
  
       	    
  
      
 
       
       	  8 
  
       	  Math 
  
       	    
  
       	    
  
       	    
  
       	    
  
       	  Chemistry 
  
       	  English 
  
      
 
       
       	  9 
  
       	    
  
       	    
  
       	    
  
       	    
  
       	    
  
       	  Chemistry 
  
       	  English 
  
      
 
       
       	  10 
  
       	    
  
       	    
  
       	    
  
       	    
  
       	    
  
       	  Chemistry 
  
       	  English 
  
      
 
       
       	  11 
  
       	    
  
       	    
  
       	    
  
       	    
  
       	    
  
       	  Math 
  
       	    
  
      
 
       
       	  12 
  
       	    
  
       	    
  
       	    
  
       	    
  
       	    
  
       	  Math 
  
       	    
  
      
 
       
       	  1 
  
       	    
  
       	    
  
       	    
  
       	    
  
       	    
  
       	    
  
       	    
  
      
 
       
       	  2 
  
       	    
  
       	    
  
       	    
  
       	    
  
       	    
  
       	    
  
       	    
  
      
 
       
       	  3 
  
       	    
  
       	    
  
       	    
  
       	    
  
       	    
  
       	    
  
       	    
  
      
 
       
       	  4 
  
       	    
  
       	    
  
       	    
  
       	    
  
       	    
  
       	    
  
       	  Math 
  
      
 
       
       	  5 
  
       	  Physics 
  
       	  Math 
  
       	  Geography 
  
       	  Math 
  
       	  Physics 
  
       	    
  
       	  Math 
  
      
 
       
       	  6 
  
       	  Physics 
  
       	  Math 
  
       	  Geography 
  
       	  Math 
  
       	  Physics 
  
       	    
  
       	  Physics 
  
      
 
       
       	  7 
  
       	  English 
  
       	    
  
       	    
  
       	    
  
       	    
  
       	    
  
       	  Physics 
  
      
 
       
       	  8 
  
       	  English 
  
       	    
  
       	    
  
       	    
  
       	    
  
       	    
  
       	  Physics 
  
      
 
       
       	  9 
  
       	    
  
       	    
  
       	    
  
       	    
  
       	    
  
       	    
  
       	    
  
      
 
       
       	  10 
  
       	    
  
       	    
  
       	    
  
       	    
  
       	    
  
       	    
  
       	    
  
      
 
       
       	  11 
  
       	    
  
       	    
  
       	    
  
       	    
  
       	    
  
       	    
  
       	    
  
      
 
       
       	  12 
  
       	    
  
       	    
  
       	    
  
       	    
  
       	    
  
       	    
  
       	    
  
      
 
     
    
 
   
 
      
 
    Most people prefer to concentrate on one subject per sitting. You should keep similar subjects or activities close together, depending on what the demands are, i.e. exams, assignments etc. 
 
    You should do your preliminary reading for all your subjects in one sitting (read English, history and geography). Your focused reading and note-taking, however, should be done one subject at a time. 
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    This is for the truly dedicated. It allows you to see your month, or semester ,at a glance. You can foresee problems much more readily using this type of calendar. 
 
    The graph below the calendar visually represents the work load anticipated at this time. This helps you re-organize your social activities around the peak periods for maximum results. Your friends won’t mind not seeing you for two weeks if they know you’ll be around the following week... 
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 The other dimensions of your life 
 
    Don’t forget to do this for your social activities, sports and family responsibilities. Congruency requires that you put it all together into one cohesive puzzle. You don’t want to find yourself enslaved to your schoolwork. You want the freedom to live a full, exciting, and enriched life full of different things to do and challenges to undertake. These have to be planned as well. 
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 Chapter  5 
 
    You are smarter than you think 
 
   


  
 

 There are many learning styles that exist. I have chosen the simplest framework. It is also the one that I have found to be most effective across age groups and personality types. 
 
    To define your own style, take a moment to reflect on an event that was very important to you. Pick an event that you can remember in vivid detail. Take a minute or two, with your eyes closed to remember. 
 
    Now take pen and paper and describe everything you can. Don’t stop writing for at least two minutes. 
 
    Don’t continue without doing this exercise 
 
    Visual 
 
    People who are visually-based learners see things more than they hear or feel them. They often speak faster than most people and are energetic and outgoing. They learn quickly and don’t need to have things shown to them repeatedly. 
 
    If you are predominantly visual you will describe what things looked like, what people were wearing, what the surroundings looked like, the relative position of things, the brightness or darkness. 
 
    Our academic system caters to these types of learners and they consequently have less difficulty in school than others. 
 
    Auditory 
 
    Auditory learners need to hear things and repeat them to themselves. They need to take a lot of notes. As they take notes, they repeat what they are writing to themselves, often unconsciously. 
 
    If you are predominantly auditory, you will describe what you heard during the event, what people said and how they said it. Intonations and rhythms make a difference to you. You can decipher different sounds; e.g. quickly and easily recognize people’s voices on the telephone. 
 
    Unlike visuals, auditory people need to have things repeated. They speak more slowly than visuals but faster than kinesthetics. They are attracted by sounds, melodies and music. 
 
    They are normally less outgoing than visuals but are, nonetheless, very social. 
 
    Studying in groups benefits auditory people since they need to talk through problems and issues – whereas visuals work more effectively by reading books with charts and diagrams. 
 
    Kinesthetic 
 
    Kinesthetics have highly developed sensory acuity when it comes to touch. They are sensitive, caring individuals who are profoundly aware of their environment. Artists who are kinesthetic can tap into the universe and extract feelings and perceptions that are unknown to visual and auditory types. 
 
    If you are predominantly kinesthetic, you will describe your feelings during the event. You’ll mention the temperature, and weather. You’ll also describe the proximity of others around you. Kinesthetics, as a group, are usually low-key, introverted people who keep to themselves or a small group of people. Crowds are overwhelming for them. They speak very slowly often pausing for a few seconds in between sentences and even words. Kinesthetics have the hardest time in school. They have trouble keeping up with the visuals who seem 
 
    to always be in fifth gear. They cannot take notes like the auditory people because teachers usually speak too fast for them. Many give up and simply stop listening. Their academic problems don’t stem from the fact that they are less intelligent, often it’s that they never learned the subject matter in the first place. 
 
    Kinesthetics need to place themselves into their subject matter. In chemistry, they need to become a hydrogen or oxygen molecule. In physics, they need to be on that train going from point A to point B at 60 mph, in English they need to be back in Victorian England reciting Shakespeare – wig and all. 
 
    Nobody is uniquely one of these styles. We all have the abilities of the other styles, even though we are predominantly one of the three. We can all further reduce our weaknesses to complement our strengths but this is beyond the scope of this workbook. For further information on this topic, I refer you to the book Unlimited Power by Anthony Robbins cited at the end of this workbook. 
 
    At my live event seminars, we do fun exercises based on Dr. John Gray’s conceptualization of men as Martians and women as Venusians. When time permits, we also look at the dimensions of the Myers Briggs Personality Type indicator to focus even more on each person’s learning style so they can fully maximize their strengths and minimize their weaknesses. The references are included at the end of this book. 
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 Chapter  6 
 
    How to write down and remember 
 
    everything the teacher says 
 
   


  
 

 Use coloured pens and pencils 
 
    The more visual cues you can create, the easier it will be for you to recall information later. The use of colours is the simplest way to improve memory recall. As you begin experimenting with different colours, you may notice that some colours work better than others and that you may prefer some colours for specific uses. I like to write the body of my text in a colour other than blue, usually black, with non-black highlights. I always correct in red. 
 
    Underline and accentuate important items 
 
    This is very important. Be creative and explore different variations. Multi-stroke underlining, boxes, circles and shadows are effective in drawing attention to increasingly important items or definitions. 
 
    Draw figures, charts and graphs 
 
    Sometimes things can’t be communicated clearly using only words. Relationships, timelines, causality and exchanges are difficult to explain in writing, but easy to illustrate even for the artistically challenged like me! These diagrams should include colours and other graphical representations, such as bullets, arrows, shading and text of different styles. 
 
    Use large paper 
 
    I use computer paper that is a little smaller than A3 or 11x17”. I buy the continuous forms in boxes of 5,000 sheets. at $25-30. It lasts me almost two years. I like the continuous nature of computer paper because I can “open it up” and get big diagrams on one sheet that can be easily folded. I usually do one of two things with these large sheets. I either get all the main points of a course on one sheet or I section each page into a subject, topic or idea. 
 
    It depends on the course. I recently took a course where each lecture was reduced to one entire page. It consolidated 17 textbook chapters and 30 academic articles. It is a lot easier to review 15 pages than it is to review over 500. Creating these pages is “fun” for me. I know that as I do the exercise I am committing it to permanent memory. My level of confidence goes up and I feel in “control”. As a visual it is important for me to see the “big picture”. 
 
    Write notes legibly 
 
    I have seen so many of my classmates write messy notes only to be frustrated when cramming for the final exam because they are unable to read an important point. If it was never clearly written, chances are that is was never clearly understood. I figure if I don’t have time to learn the first time around, what makes me think I’ll have time to learn it all over again? 
 
    Some people like to abbreviate words. I don’t like it. I find it impairs my recall - unless it is a well known acronym like NASA, ASAP, GST or GNP. 
 
    Review your notes regularly 
 
    Most students review their notes only prior to an exam, and usually at the last minute. This not only causes stress, it also reduces or eliminates any possibility of researching difficult topics in more detail. It’s the “too little, too late” syndrome. 
 
    If you review your notes after each class, then you know what problem areas you need to work on. You then have the option of doing extra problems or readings. 
 
    When time permits and you are really committed to getting an A or A+, you should re- write all your class notes after class. You should use one notebook for class and another for the transcription process. By rewriting the notes in a separate notebook you are forced to review everything at least once. The freshness of the course is still within reach and you will be able to draw from recent memory to fill in the gaps. 
 
    This is highly effective when time permits and the concepts are new to you. If you find yourself re-writing your notes and being bored –it probably won’t yield valuable results. You may want to use this technique for that one course you’re having a lot of difficulty with. 
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 Chapter  7 
 
    Studying shortcuts guaranteed 
 
    to work wonders 
 
   


  
 

 Carry something to read everywhere you go 
 
    You should always have something to read with you, everywhere you go. There are so many times we find ourselves waiting (for the bus, train, at the bank, restaurant, for a friend to show up, in-between classes, at the dentist or doctor’s office). Every minute counts. If you can read for 5 minutes a day, you’ve just reduced your study time by half an hour per week! I keep books, and magazines in my car and briefcase, just in case I get stuck waiting somewhere. 
 
    Listen to motivation tapes whenever possible 
 
    I am a firm believer in positive thinking. The more positive your thoughts, the better the outcome. I always have personal development CDs in my car. I have listened to many CDs over a dozen times – in some cases until I have almost memorized every single sentence spo- ken by the animator. Repetition is the mother of skill. 
 
    The first time you listen to a CD or read a book, you get only the most important points and are unable to capture the more subtle issues. With repetitive listening you pick up these nuances and it is this attention to detail that separates the good from the truly outstanding performers. 
 
    With a walkman, discman or MP3 player most people can listen to an hour of CDs per day, some even more than that. That is 5 hours per week, 20 per month and over 200 hours per year!!! That is the equivalent of an entire full-time college/University semester –acquired “À temps perdu!”. Think about the difference that could make... 
 
    Give yourself feedback and reinforcement 
 
    Rarely will you find yourself rewarded for studying – other than when you get your grade. In between exams, assignments, and term papers you’re on your own. It’s a lonely voyage and it’s up to you to remain motivated. Here a few things you can try. 
 
    Give yourself a goal of reading a chapter of a book before a given time. If you finish it, then reward yourself by watching a TV show and then returning to your books right after. If you don’t finish, then you don’t get to watch it. 
 
    If you finish something early, take the rest of the allotted time (if it’s just a few minutes) and call a friend or do something for yourself. Have a snack, walk your dog, play with your cat, clean your room, or look through your photo album. 
 
    If you do well on an exam or assignment, treat yourself to a movie, movie rental or dinner at a restaurant. 
 
    You owe it to yourself to celebrate your victories, as small as they may be. You know as well as I do that when you don’t succeed you beat yourself up over it for days... 
 
    Don’t beat yourself up over non-successes 
 
    To err is human – and you’re human. Be reasonable with your expectations. You will achieve your goals –but it probably won’t happen the first time around. 
 
    How many times does a baby try to walk before it gives up? The answer is as many times as it takes. Yet we as adolescents and adults often give up after only a few attempts. Don’t do this to yourself. When faced with an unfavourable result, learn from it. Success comes from good judgment. Good judgment comes from experience. Experience comes from bad judgment. So there you go –you’re on your way to success! 
 
    The more you beat yourself up, the worse you will feel. As you feel badly, your motivation and energy drop and you get stuck in a downward spiral. To get out of it you simply have to decide that the only way you will get mad at yourself is if you let yourself down and that the only way you could let yourself down is by giving up. Since you’ll never give up, you’ll never disappoint yourself! 
 
    Create mental rules that ensure you always win. These rules will then regulate your path to success in whatever you do. 
 
    Do not compare yourself to others. Whenever you compare yourself to others you either come up short or ahead of the person you chose. Either way it’s unhealthy. 
 
    If you chose someone “better” you feel badly and maybe even resentful, envious or jealous. These feelings will mask your ability to determine how this person was that much more successful than you were. 
 
    If you choose a lower performer, then you really have no reason to celebrate do you? It’s a false and self-defeating celebration isn’t it? After all you want to be the best you can be –not better than a lower performer. 
 
    Your goal is to be the best you can be. The only person you should ever compare yourself to is you. You are the sole reference point in this quest for success. After all, your success is unique. It is different from anyone else’s so you can’t measure yourself with their yardsticks can you? 
 
    You have to be honest with yourself and match your level of intensity and effort with your results. Nothing ventured, nothing gained. If you don’t try very hard, don’t expect miracles overnight. 
 
    If your are absolutely committed to a goal, you will find a way to make it happen. Think of a recent accomplishment you’ve had that you worked hard to achieve. Was there any doubt that you’d get what you wanted? Is it not true, if you are really honest with yourself, that when you have come up short in the past it’s, in part, because you really didn’t give it your all? 
 
    Try to simplify things 
 
    Ask yourself questions like “why do planes fly?”, “why is the sky blue?”, “how does a boat float”, and “what exactly is calculus all about anyway?” The simpler the answer, the greater your understanding. As you do this you will also be developing analytical and diagnostic skills that are so highly valued in today’s society. For example, planes fly because the curvature of the wing separates air molecules above the wing, increasing the space between them thus lowering the pressure causing the wing to lift. 
 
    Study by objectives not time 
 
    Many people make the mistake of studying a given amount of time per day or week. Don’t make this mistake. Work will expand to fill the available time. If you give yourself two hours to read a chapter, guess what - that’s how long it will take. If you say you’ll give yourself up to two hours to read this chapter, and if you finish before that you’ll go to bed, have dinner or whatever else you intend to do, chances are you’ll finish earlier rather than later. 
 
    Don’t let your study time expand to make you or anyone else happy. You are after results, you are not in prison doing time. This does not mean I think you should cut back your study time –I would support such a move only if you have an A+ average for all your courses, otherwise I think you should keep striving for the ultimate results by studying more, not less. 
 
    Read before going to Class 
 
    Many students read their course material after the professor has taught it. This is the wrong way to do things, except in math. For math courses I suggest you listen to the lecture and then do the readings and exercises. In all other subjects you will gain tremendous insight if you have a pretty good idea of what the teacher will be talking about before walking into class. Afterwards you can fill in the blanks that are left, if there are any. While you are re- reading the highlights of your readings, your classmates will be reading the material for the fi st time... at the end of the semester you’ll be a whole week ahead of them –when it counts the most! 
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 Chapter  8 
 
    How to determine exactly what 
 
    will be on your next exam 
 
   


  
 

 Preparing for exams 
 
    Refer to past exams 
 
    Past exams are usually available from your teacher, library and in the case of national, state or provincial exams from a bookstore. It is advisable that you get your hands on these copies at the beginning of the semester rather than at the end. This way you can attack the questions as you go through the course and you can ask the teacher for help on questions that are beyond your present level of understanding. 
 
    Identify exam Questions 
 
    As the teacher is lecturing and you think something they ask would be a good exam question, write E in the margin. If you think it’ll be on the midterm, use M. If you think it will be useful for an assignment use A. If you intend to use a statement for a term paper, use P. If your need to read more about the topic, you guessed it – use R. 
 
    P 
 
    E 
 
    M 
 
    A 
 
    R 
 
    You should get used to watching for cues of possible exam questions. Some cues include a louder and clearer pronunciation. The teacher wants to make sure that they don’t get accused of not being clear and being misunderstood. Their gestures will probably be more energetic and pronounced. Frequent unsolicited repetition is a dead give-away. Statements like “if there is one thing you should remember” are also red flags for potential exam questions. 
 
    Ask yourself if you were the teacher, what question(s) would you ask? The more honest you are, the more successful you’ll be at determining exam questions. As you get more comfortable doing problems you should start to “know” what is easy, hard and impossible to do in an exam. The different twists and variations of questions are easy to see after the fact. A high performer can anticipate exam questions beforehand and prepare accordingly. 
 
    If you are unable to do this on your own, get together with a few classmates and play a game of who can come up with the best 5 “reasonably hard” exam questions. If you are 5 or 10 in a group, chances are you’ll have several questions in common. That should tell you something. Make sure you know how to answer those types of questions. 
 
    Whenever you come across an intimidating question you should flag it as a potential exam question. Remember the 80-20 rule. 20% of the course material will represent 80% of the marks in an exam. The challenge is to figure out the magical missing 20%. 
 
    If you have many textbooks and look at the end of each chapter, you’ll see the same “type” of questions being asked, with different variables or situations. They are all based on the same fundamental understanding or concepts. 
 
    Ask your teacher, at least twice, what will be covered on the exam. Once is not enough. You want to make absolutely sure you don’t miss a single item. In repeating something that is obvious, the teacher will most likely emphasize the most important issues even more. This is your opportunity to pick up on verbal and physiological cues and hints. 
 
    If you are taking an exam that requires memorization, you want to make sure you study as close to the exam as possible. It is easier to remember something you read yesterday than it is to remember something you read last week or a month ago. What you don’t want to do is wait until the last minute and read it for the first time the night before the exam. 
 
    You also don’t want to be tired for the exam and therefore you need to plan for a good night’s sleep. For some it’s eight hours, for others if they’re stressed it might be less, six hours or so. 
 
    Some people like to get up early on the morning of an exam and cram in a few hours of last minute information. This doesn’t work for me (unless it’s a morning exam at 8:30 or 9 AM) as I am a little tired and run the risk of not being totally alert. Otherwise I prefer getting a good night’s sleep and letting my techniques do the rest. I believe that if I did the very best I could, things will work themselves out in the end. You have to have faith. 
 
    For problem solving or math exams, you want to make sure you have all the necessary formulas memorized. I’ve seen it happen often that the smartest student before the exam bombs or fails because they had not memorized some important formulas. 
 
    Does cramming for exams work ? 
 
    Yes and no. It can work when the conditions are right but it’s a risky proposition. When does it work? It works when there is no alternative. When you have one day to “cram it all in” and time is of the essence. It works best if you have no other worries and you can focus just on one exam. It won’t work if you’re trying to cram for three exams at the same time. There’s a limit to the stress you want to put yourself through. 
 
    It also works when you are well rested and in good physical shape. If you’re dead tired, the odds are against you. It works best if you have an exam that is either mechanical in nature or where memorization is critical. Mechanical refers to the repetitive nature of the questions. Examples include algebra, physics, or biology questions in high school midterm exams. 
 
    If you are pumped while studying, full of adrenaline, alert and energetic and you can maintain that state throughout the exam, then you increase your chances of recall. 
 
    Many people will tell you that cramming works for them. What they don’t tell you is that their marks are often mediocre or average. They also cannot tell you what their grade would have been had they studied properly. It is impossible to measure lost opportunity. Such a person is probably very happy with a B when they could have gotten an A- or even an A without much more effort, and certainly less stress. 
 
    Why do people cram for exams? 
 
    It’s the thrill of victory and agony of defeat attraction that lures people, as well as the pain-pleasure principle. Until there is more pain by not studying than there is by actually studying, many people procrastinate. 
 
    To reduce the tendency to procrastinate, you have to be SMART. Be Specific with your objectives and action plan. Make sure your goals are Specified Measurable. Goals must be Action oriented, meaning proactive rather than passive or reactive. They must be Realistic and Time bound. 
 
    You can’t finish something you never start. A journey of 1,000 miles begins with one single step. 
 
    Cramming for exams usually has the adverse to intended effect – long term retention is low. For courses that are pre-requisities for more advanced ones, like Calculus 101, 201 and 301 – cramming does end up catching up with you. 
 
    More importantly, when you do end up working, your employers will assume you’ve retained more than you’ve forgotten and will pay you accordingly … 
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 Chapter  9 
 
    How to ace exams each 
 
    and every time 
 
   


  
 

 Check the details 
 
    Make sure you know the proper time and place of the exam. University exam dates and rooms can be changed at the last minute. Make sure you are in contact with at least one classmate in each of your courses. 
 
    Ensure you have the proper pens, pencils, erasers, calculators, computers, etc. If you are allowed a crib sheet find out what the rules are for its use. You don’t want to create one that will not be permitted and find yourself at a disadvantage. 
 
    Wear a watch or sit with a direct view to a clock. Timing is everything in exams. It’s a race against the clock. You must manage your time effectively and efficiently. 
 
    To gauge how you will spend your time, you need to apportion it in line with the value of each question. Always give yourself a buffer, 5 minutes for a one-hour exam and 30 minutes for a 3 hour exam. In other words, for a 3 hour exam, allocate your time spread over 2.5 hours and not 3. You will need the extra 30 minutes to patch things up at the last minute. 
 
    You will either attack a hard question or return to a few that were left incomplete. 
 
    Never, ever answer exam questions in the order given, unless that is the easiest way to do so. Always start with the easiest questions first. As your confidence builds, so will your results. Your momentum will pull you through the harder questions at the end. I had some classmates that would start with the hardest ones first –to get a feeling of accomplishment right off the bat. It made them feel good. Maybe so, but I got better marks than they did so I stuck to my techniques. If that technique works for you, by all means keep using it. The only technique that is right is the one that produces the best results for you. 
 
    Write the start and stop time for each question directly on your exam booklet. For example, for a 3 hour exam that started at 9 AM. you would jot the following down really quickly: 
 
      
 
    
    
      
      	  9:00-9:45 
  
      	  Q3 
  
      	  25% 
  
     
 
      
      	  9:45-10:30 
  
      	  Q1 
  
      	  25% 
  
     
 
      
      	  10:30-11:30 
  
      	  Q2 
  
      	  50% 
  
     
 
      
      	  11:30-12:00 
  
      	  Review 
  
      	    
  
     
 
    
   
 
      
 
    The reason you do this is to remove the stress of figuring out when to start and when to make sure you don’t misread the clock/watch (it’s been known to happen). 
 
    Clearly indicate that you are not answering questions in order so that there is no misunderstanding when marking/grading takes place. I once got a B when I was convinced I deserved an A. I requested to see my graded final exam to find out that even though I had indicated that questions were answered out of order, the professor hadn’t corrected the last question, which was question number one. Mistakes do happen. (Yes, I did get my A.) 
 
    Essay Question exams 
 
    Read all the questions in detail before you begin. If you don’t do this carefully, you may start a question that is actually harder than you think and your confidence will be shattered. The 5 minutes it will take is well worth the investment. As you are answering questions, ideas may pop into your head about the other questions –jot them down immediately. You won’t remember them one or two minutes later. You owe it to yourself to get all the ideas as they pop into your mind. 
 
    During an exam your adrenaline is pumping, your heart is beating faster and everything is happening faster than usual. You need to manage the barrage of ideas, thoughts and feelings you’re having. You have to maintain control and exploit this heightened state you’re in. You can be more brilliant in this condition than you can be relaxed at home when you’re stress- free. The problem is that with intensity comes the responsibility to deal with it. 
 
    One way to do this is to jot ideas down immediately before you forget them –make room for other ideas to replace them. As you jot them down, you’ll get a sense of control. 
 
    In essay questions, the hardest thing to do is not to ramble on. We ramble on when we have nothing to say. We figure if the pen keeps going, something will flow out of it. We think the more we say, the better the chances of getting the right answers out. Markers unfortunately don’t reward such a strategy. 
 
    If you need practice keeping answers brief and to the point, pick previous essay questions, or ask yourself typical exam questions and run though a few simulations. You’ll be amazed at how much fluff you put in when you don’t know what you’re talking about, and how brief and direct you can be when you do. 
 
    An essay question often looks for your reasoning and idea development. That’s why it’s important that you take a minute or so to plan your answer strategically and logically. If there is a diagram that would help the explanation, then use it and refer to it with arrows from your text. 
 
    When you come up to the time you are supposed to switch to the next question, switch. Don’t eat into the next question’s time. If you are following my procedure, then the questions are getting harder, not easier and you can’t afford to lose time on the next (harder) questions. 
 
    You have to accept that you will never be completely finished answering an essay question. There is always something to add. You must also accept that the professor is not expecting perfection. They are expecting excellence – but not perfection. 
 
    If something is not necessary to your point, then don’t say it. The time you save writing it can be better used thinking of something more appropriate or erudite. 
 
    Math or Problem solving exams 
 
    In this case, you don’t necessarily want to read all the questions, but you do want to scan through the exam quickly so that you can achieve the same objective – start with the easiest questions first. 
 
    Skip all difficult questions even if you are halfway through a question. Come back to it. There may be a trigger in another question that will help you figure this one out. Many problem solving questions are inter-related. 
 
    Make sure you are answering the question being asked. If they’re asking to solve for X, don’t solve for Y (unless it is faster to do it that way). 
 
    Always go a little slower than your maximum speed. Many mistakes are made when we try to go too fast. The faster we go, the more likely we are to make mistakes. The goal is not to answer the most questions in the least amount of time. The goal is to answer as many questions as possible – correctly. In some extreme cases, it is actually better not to attempt to answer all the questions, but to answer as many questions correctly as possible. 
 
    Make sure you have the calculator, formula sheets or reference materials necessary. If it is a closed book exam, then make sure you have the necessary formulas memorized. 
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 Chapter  10 
 
    Building the endurance and stamina 
 
    to sustain your newfound success 
 
   


  
 

 Beyond the obvious advantages of being healthy, I feel compelled to remind you that everything I have explained in this workbook is conditional to your brain actively participating in the process. For that to happen on a regular basis, you have to feed it with nourishment and oxygen, both products of a healthy lifestyle. 
 
    The saying “you are what you eat” says a lot. Although I am not a vegetarian and not a lover of all fruits and vegetables, I do think that it is wise and beneficial to eat as many water rich foods, fruits and vegetables, as possible. 
 
    If you are like most people, you don’t consume enough liquids on a regular basis. Drinking eight glasses of water a day is the minimum recommended. Fruit juices and small trips to the water fountain at school will help you consume more water. 
 
    If you have a choice between eating too much and not enough, always choose to eat less rather than more. Peak performance athletes and high achievers have one thing in common. They, as a group, eat comparatively less than the rest of the population. I am not saying not to eat. I am saying to eat less rather than more. i.e. if you’re having a burger, cut out the fries. 
 
    Eat smaller meals, more often. This will stabilize your body chemistry and will improve your concentration and focus. 
 
    Never drink alcohol the day before an intense study session or exam. Alcohol stays in your system and affects your cognitive processes for at least 24 hours. 
 
    You should exercise at least three times a week, for at least 15 minutes or more each time. The better shape you’re in, the more energy you’ll have to get your work done. If you haven’t tried it –promise yourself that you’ll try it for a month. Less than a month is a waste of time. You have to give yourself the time to get the kinks out of your system if you are out of shape and you don’t want to push yourself too far and injure yourself. Whatever you do don’t go out and run 5 km if you haven’t run in years. 
 
    The best advice I can give you is to do whatever makes you feel better and gives you more energy. Countless books and tapes exist that profess the benefits better than I ever could. 
 
    The 30 minutes, 3 times a week you invest in developing your physical stamina will give you intensified focus and concentration that is otherwise unattainable. 
 
    This last health strategy is for the over-achiever and not for the faint-hearted. Don’t worry about trying to do it all at once. Take it one step at a time. You can always come back to this later when you want to expand your circle of influence a little more. 
 
    The magical reality is that if you start or increase your athletic activity and expand your health, your grades will expand proportionally. I know it sounds ridiculous, but why not give it a try? 
 
    Fantastic books to be read only by those who want to profoundly improve the quality of their lives 
 
    The following selections are included should you wish to explore some of the techniques described in greater detail. I personally recommend the following books. I have read each one of them and have enriched my life as a result. 
 
    Personal success books 
 
    Buzan, Tony, 1995, The Mindmap Book, BBC Books 
 
    Carnegie, Dale, 1956, How to Develop Self-Confidence and Influence People by Public Speaking, Simon & Shuster 
 
    De Bono, Edward, 1994, Parallel Thinking, Penguin Group 
 
    Hanson, Peter, 1985, The Joy of Stress, Hanson Stress Management Organization 
 
    Hill, Napoleon, Think and Grow Rich, Ballantine Books 
 
    Lorayne, Harry, & Lucas, Jerry, The Memory Book, Marboro Books 
 
    Peale, Norman Vincent, 1956, The Power of Positive Thinking, Ballantine Books 
 
    Robbins, Anthony, 1991, Awaken the Giant Within, Simon & Shuster 
 
    Robbins, Anthony, 1995, Notes from a Friend, Simon & Shuster 
 
    Robbins, Anthony, 1986, Unlimited Power, Ballantine Books 
 
    Personal relationship books 
 
    Both these books are “easy reading”. They are also fun and enjoyable, great when you just want to relax and enjoy the experience. John’s book is hilarious, it is a “must read”. 
 
    De Angelis, Barbara, 1994, Real Moments, Delacorte Press 
 
    Gray, John, 1992, Men are from Mars, Women are from Venus, Harper Collins 
 
   


  
 

 Some final thoughts I want to share with you 
 
    Writing this book and my live event seminars have been a tremendously rewarding experience for me. I sincerely hope it was the same for you. I want to take this opportunity to thank you for the trust you had in my ability to help you. I hope that in some way I have helped you to get a little closer to your dream(s). 
 
    I thank you for the opportunity to have met you and shared even a brief moment with you; be it in person or in thought. You gave of yourself and participated with sincerity and open- mindedness .That, in and of itself, sets you apart from the crowd. By using the techniques of others that have passed before you, you can save yourself countless hours. Use those newfound hours to enrich your life and those of the people that surround you. 
 
    I wish you the very best in your academic, professional and personal endeavours. May you surpass your wildest dreams. 
 
    Onward and upward! 
 
    P.S 
 
    In my live event seminars I always put aside time to teach participants how to speed read. This is not the forum to do that, but I can strongly advise, push and prod you to go out and find someone to teach you – I promise you it will be a priceless gift that will pay you dividends for a lifetime. 
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    “Today’s dreams are 
 
    the foundation of 
 
    tomorrow’s reality.” 
 
    Dr. Tim Pierce 
 
   


  
 

 Get the edge by learning success strategies guaranteed to boost your marks and relieve your anxiety in less than a week. 
 
    
    	 Learn the 4 keys to unleashing the genius within you. 
 
    	 Use what is holding you back from getting good grades to propel you to better grades in one simple exercise. 
 
    	 Find out why you can learn one subject more easily than another. 
 
    	 Learn tricks to write down and remember everything the teacher says. 
 
    	 Find out how to determine the questions on your next exam without cheating. 
 
    	 Proven techniques that will take you from the grades you’re getting to the grades you really want. 
 
    	 An ideal gift for your son, daughter, niece, nephew, brother, or sister. Give them the gift of a lifetime – success in school will lead to greater success in life! 
 
    	 This is a small investment to make sure you get the most out of the thousands of dollars you’ll spend on books and tuition. 
 
   
 
      
 
    “I can’t believe they don’t teach this in school. I can’t believe the hours I used to waste – for nothing! I wish I had known about this years ago… A definite must for high school or university student.” 
 
    Robert McNemara 
 
    First-year university student 
 
      
 
      
 
    You deserve better grades! 
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