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INTRODUCTION

The time that you will save after managing your time will help to improve

your life. 

There’s nothing new to that statement. Most of us already know that! 

The issue is knowing  how to manage your time. 

The problem with time management isn’t one that you are facing alone. 

People all over the world are wasting time at this very second. Luckily, 

you’re not one of them. Time management and creating better habits is

inclusive of many little steps that will create a drastic change in your life. 

Everyone can benefit from learning how to better manage their time. It

requires recognizing what you are doing now that is prohibiting you from

effectively using your time and then replacing those habits with more

productive ones. Many of the habits you already have you likely don’t realize

are causing you to use your time so poorly. 

Time management does not involve making more time to do more work. The

point is to help you work more efficiently in the moments you are working

and to remember to cultivate time for personal things and more exciting

tasks. 

You don’t have to turn yourself into a machine that never shuts off. You

won’t have to stop watching TV in general just to have more time to work. 

That’s not the point of time management. 

You can take the things you’re already doing and find ways to shift around your schedule to make these things more efficient. We’ll also help you crack

into some of the habits you might be participating in that you  think you enjoy now but are really only hurting you in the end. 

In this book, we are going to help you discover what you are doing right now

that is preventing you from having effective management skills. Then, we

will help you find realistic methods to have a higher level of productivity. 

I’ve been through this process myself. I have read countless books on getting

over bad habits and trying new methods for time management. They often

repeat the same thing over and over again but much of it is regurgitated tips

that could have been condensed into a blog post. 

Many of them tell you what you should be doing – scheduling, goal setting, 

and eating healthier. The problem is that it’s hard to know  how to actually get into these routines. You can tell someone who’s struggling with time

management what tasks they need to start, but that means nothing if they

aren’t given the skills to know how to follow through with those tasks. 

There was a point in my life when I felt completely powerless. My job

seemed like it had peaked, I was bored all the time, and every little thing

made me frustrated. I was annoyed at the world and blamed everyone else for

my problems. I had tools around me that could help pull me out of this rut, 

but I couldn’t manage to do it on my own. 

I was constantly questioning and wondering why time and time again I was

feeling hopeless and disappointed. There was nothing good in my life to look

forward to. I was exhausted just from going through my day-to-day routines. 

The idea of doing the same things over and over again made me feel hopeless

and exhausted. 

I realized it was my habits that kept me trapped in this cycle. I read countless

self-help books and kept up with so many ‘inspirational’ blogs, but none of it

clicked with me. I was hoping to live someone else’s life without realizing

how I was already living my own. 

I don’t have an exact moment where I had an epiphany, and I think that’s

why this process has worked for me. I was always waiting for that moment, that big finale. 

What I didn’t realize was that there were endless moments around me, and it

was up to me to seize them. It wasn’t my life that I had to change. It was  me. 

A lot of it is mindset. It requires confronting the deep underlying issues that

cause the desire to be lazy. 

Laziness can be defined as anytime that you lack the willingness to work. 

Whether you’re lazy with your personal life, health, or job, it can be a habit

that seeps into every part of your life. 

Being lazy isn’t always a damaging thing. Sometimes you don’t feel like

getting up to change the TV so you just let another episode play. There are

times when you can’t cook so ordering delivery is better. 

However, it is the consistency of these minor habits that build into bigger

ones. Those minor moments show your mindset and will bleed into all other

areas of your life. 

Being lazy sometimes is seemingly harmless, but often it’s what is used to

help us glide through our day. It’s easy to take the simple, clear road rather

than the shorter bumpy one. However, if you learn how to skip through that

rocky road, you’ll be able to enjoy your life rather than just going through the

same motions every day. 

As I go through the different habits that I’m sharing, I won’t just tell you the

exact things you need to do because I’ve been there. It doesn’t help, even

when they’re backed up by plenty of research and statistical facts. The

problem is not what but  how. 

The proof is in the people you admire. Think of someone who you wish you

could be like. Maybe they’re more productive, successful, and overall

participate with better habits than you. They weren’t just born this way. 

What you see is just their good side. They haven’t shown you those moments

where they choose laziness. Now is the time for you to begin to add in little

tips here and there until they become big methods of living. Everyone who is

productive has had to look hard at themselves, overcome their mindset, and do some things they simply don’t want to do. 

It doesn’t happen in life like a switch, but with the right steps, you can find

the benefits of better time management. Reduce your stress levels from

always procrastinating. Let go of the guilt and remorse over wasted time. 

Forgive yourself for not completing tasks as best as you knew you could

because you chose one task over the other. 

By the end of this book, you will be feeling confident in your own abilities to

be a successful person with time management under their belt. 

Time is precious. Each moment we have is one that can help us be better, 

smarter, and harder working. One day you will look back on your life and

will be amazed at how you’ve spent your time. Do you want this to be in a

way where you are shocked that you didn’t do more, or astonished that you

did so much? 

You’re here, and that’s the first step. Now it’s time to move forward with an

excited spirit and willingness to allow new habits into your life. 

As you travel throughout this journey, remember to be honest and willing to

approach things with an open mind. Sometimes you might see a tip or piece

of advice and think, “I'm not doing that.” 

Remember that this mindset is why you are here now. The way that you are

thinking and going through your day isn’t working. Something might seem

totally different to you, but it could be the very thing that helps to turn your

life around for the better. You can’t become a new person with better skills if

you are stuck in the old ways of your past. Through time and a little effort, 

you will be able to live the lifestyle you fantasize about now. 
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START EARLY

The early bird catches the worm, right? It seems as though everything

great happens before we get the chance to even hear about it. 

There was a time in my life when it seemed like I couldn’t advance at work. I

had this coworker who was the epitome of the office competitor. He was

always one step ahead of me and I could never seem to catch up. He wasn’t

that much better than me at our job, but for some reason, my normally stern

boss seemed to love him. 

Then one morning I had a vacation scheduled for the weekend so I headed

into work a half an hour early so I could also leave early to catch my flight. 

When I got there, my coworker and boss were chatting over coffee. I decided

to join in and realized they had been having these morning chats for months! 

All this time they were building a connection around topics that weren’t

always work-related. 

It’s safe to say I never showed up late again. By missing out on these small

morning coffee chats, I was missing out on building an important connection

for my career. 

This constant feeling of missing out or wasting time doing something else

can cause a lot of anxiety. You might be sad because you are always late and

missing out on great opportunities, or maybe that feeling of overwhelming

rush is causing you to miss out on the moment. Either way, it's important that

we look at how the time that we arrive at our events is affecting our lives. 

Start first by questioning if you are the type of person who's always late or always early. 

Be honest with yourself. 

Often, we rank things based on how we perceive the importance of our

punctuality for that event. You might not care about being late to a friend’s

house, but you’d never show up late to a flight on purpose. 

There are a few different tiers you should recognize to determine your true

level of promptness. How early would you show up to something like a

doctor's appointment? Do you get there right on time, or do you give yourself

15 or more minutes to check in first? 

Think about your job. If it's more casual and relaxed, do you show up on

time, or do you take advantage of that leniency? Look at a job where it's very

strict. Did you ever find yourself getting in trouble at work for being late? 

Now think about personal events. If you went to a friend's birthday party or

their dinner, would you show up on time, 10 minutes early, or fashionably

late? Consider how you show up for even more casual hangouts, like, a

friend's party or just checking in with your parents. 

Now, honestly, ask yourself, could you start these things earlier? 

When we show up early, we give ourselves the chance to reduce stress about

missing out or making anybody else upset, and we can also account for any

emergencies that might cause further panic. 

ARRIVING AT THE RIGHT TIME

Each day is the same number of hours as the one before it, but you can

change the amount that you are awake in a day! 

When you show up early, you can also get things  done early. 

When you show up early to work, you clock in and start working right away. 

You get a task completed before you were even supposed to begin. Then

when you go home you have more time to sit around and relax. 

The thing about showing up early is that it's hard. There's no easy way around it, especially if you're somebody who is not a morning person. However, by

planning your day, giving yourself extra time, and prioritizing the right tasks, 

you can show up before you ever would have imagined you’d be able to. 

It's all about getting into the right mindset to understand the importance of

your punctuality. It’s one of the most valuable skills you can have and makes

you reliable, trustworthy, and dependable. 

This is important not just for your professional life but for your personal

relationships. 

You can create extra time to do things like exercise and organize, or even just

sit on your phone. You don't have to feel guilty about wasting these moments

away when you're using all of your other time as efficiently as you could. 

PLANNING YOUR DAY

Organization is key for getting things done throughout the day. We are

creatures of habit that crave structure. Even if your day-to-day life is

different, there are underlying habits that you’ve naturally acquired you

might not even be aware of. 

This could include things like how you do laundry, dishes, and other chores. 

It might be the way you get ready for work. It could be how you eat your

meals. 

Creating habits and organizing your week doesn’t mean you have to plan

everything down to the last second. Some people try to do this, and it can

cause chaos. 

Planning out your entire week means you can plan your meals, your time to

relax, and everything else that is needed for your health. This will help you

remember to take care of yourself while also looking forward to something! 

If you’re overwhelmed because you see you have about 8 hours of work

scheduled and then an hour at the gym, you can be reminded you have a

dinner date with a friend afterwards! 

Meal planning means you can choose to eat healthier. When we need a fast meal that usually means turning to the frozen food section or going through

the drive through. Cooking for yourself is certainly the most efficient thing

you can do for your nutrition and your wallet. Ready-made meals are often

not as healthy as what we can make at home, and quality restaurant food can

take a toll on your budget. We’ll dive further into the topic of food in a later

chapter, but it’s important to acknowledge all of the habits we’re discussing. 

To plan your week, you want to start by coming up with the most prominent

tasks. For this example, let’s think of a woman, Leah, who is in graduate

school and working full time at the student science center. Her top tasks for

the week would be:

School

Work

Homework

Chores

Meals

Sleep

These are all things that she would want to schedule. Then there are extra

activities, like:

Date night

Movie night

Friend’s birthday party

In between all of these tasks, she would also want to try and get some time to

play video games or read, if at all possible! Leah would not want to schedule

her tasks down to the last half-hour. Some people like the organization of a

timed schedule, and if you discover that works for you that’s fine! More than

likely you’re here because you can’t adhere to one of those schedules as

easily. Look at this schedule and reflect on how it makes you feel:

MONDAY

7:00-7:45 A.M.: Wake up and get ready

7:45-8:00 A.M.: Go to class

8:00-11:55 A.M.: Classes

11:55-12:15 P.M.: Lunch

You get the point. Does looking at a schedule like this give you anxiety? 

Planning your day down to that last detail can be very stressful. If one thing

goes ten minutes late, it might mess up the rest of the schedule, making you

feel like you didn’t get anything accomplished. Instead, begin by simply

prioritizing the days that tasks need to be done. Leah’s schedule might start

off like this:

Monday: class, work, birthday party

Tuesday: work, homework, chores

Wednesday: class, work

Thursday: class, work, date night

Friday: homework, chores, movie night

Leah can then look at this schedule and begin to structure it in whichever way

she is most comfortable with. Keep things general at first. If you need that

decimal point schedule to get started, you can try it out. However, it is often

this stagnant structure that makes many people panic and mess up their entire

week. 

What works is breaking it down piece by piece. After Leah has come up with

that schedule, she can try to break it down each day with a loose idea of how

it should go. For example, Monday might look like:

8: Class

1: Work

7: Birthday party

This way, Leah can see about what time she needs to do things without being overwhelmed. For example, if she goes by that first schedule and ends up

running into a friend and chatting for ten minutes at lunch, that might make

her late for everything else, offsetting the day and making her feel panicked. 

Really, everything works out fine as it is, but she felt stressed to the point that it disrupted her day. 

Everyone varies with how much structure they need, so to explore what really

works for you, break it down simply first and then add more structure in as

needed. The point is to help you actually knock out these tasks rather than

continuing to push them off. 

CREATING EXTRA TIME

Right now, you’re choosing the schedule you have. It might not seem like it, 

especially if you adhere to someone else’s schedule, like your boss’s. While

sometimes the situations we fall into seem natural, they are really moments

that we are controlling. Without realizing it, you might be inadvertently

causing yourself to be late. There are likely faults in your schedules and

patterns of thinking that sabotage your ability to turn things in on time. 

Not giving yourself enough time for tasks can cause a ton of panic. We often

underestimate the amount of time that it will take to complete a task. You

probably schedule things around the  fastest time that you are able to get

something done. In reality, you should strive to not use the average time, but

the slowest time in the schedule. 

Creating this extra time means that you will have more moments where it’s

OK to check out social media or play a quick game. For example, let’s say it

takes you about 45 minutes to complete a task at work. There were a few

times that you were able to get it done in just 30 minutes. Just as often, it took

you about an hour and a half to get it done on your slowest days. 

Schedule yourself to finish it in an hour. Give yourself that padding even

though most of the time it does only require those 45 minutes. This way

you'll get the task done all the time and make yourself feel more confident by

acknowledging that you’re completing what needs to be done. Many of us

would schedule ourselves to get it done in 30 minutes because we are hoping for the best possible scenario. Many of the schedules we create for ourselves

are done so in a fashion of what we desire to achieve in a day. 

The number one key to schedule setting is to make sure it is realistic. Use the

acronym REAL to help you remember how to evaluate the likeliness of

sticking to your schedule:

Ready - Are you ready to actually do this task or is it something you’ve been avoiding that keeps getting pushed back? Don’t schedule yourself to do

something that you wouldn’t feel comfortable doing right now if you could. 

This might be something like exercising. It’s easy to hope that you get in the

mood to go jogging on Thursday, but if you’ve been putting this off for a

month it won’t magically happen once time aligns with its spot in your

schedule. 

Excited - Are you excited about this schedule? If you look at it and feel

dread, you need to swap some things around. There will always be things we

don’t want to have to do - get the car washed, go to the dentist, workout - but

we still have to do them. You should see these things and be OK with them

happening because of where they are in your schedule. If you can’t be at least

a little enthused about the day you have tomorrow, you will almost certainly

struggle to avoid procrastination throughout the day. 

Available - Is everything you’re scheduling something that is at your

disposal? Are you banking on chance at all to fulfill these tasks? For

example, maybe you’re hoping to go on a date Thursday, but you haven’t

heard back from the person you asked out yet. Don’t put things into your

schedule until you know they are something you’re for sure doing. Another

example is that you might go shopping on Wednesday but only if your tax

return comes through. You can have some “maybes,” and moments of

spontaneity in your schedule but never bank too hard on a task if it’s not

available to you now. 

Leisurely - Are there moments of leisure activity? Did you also give yourself enough time in case a task goes over schedule? If your schedule is too strict

that might stress you out, causing you to push one task off and mess up the

rest of your week. Even in your busiest weeks allow a little room for leisure

activities and relaxing moments because you will still get tasks accomplished while also maintaining your levels of stress. 

If you’re constantly feeling overwhelmed, it’s likely because you’ve given

yourself way too much to do! Extra time is easily found when you learn to

trim the fat from your schedule. We often prioritize things that don’t really

need our attention. Have you ever completed a task and asked yourself, “Why

on earth am I doing this?” 

Show up early and always give yourself more time. The time is there! You

have it at your fingertips but now it’s all about rearranging it. Realizing that

you have more time on the clock is a great way to give you the

encouragement needed to get started. 

This is only the beginning. Once you have an idea of how to create those

basic schedules we just went over, you can alter them as we take you through

the rest of the book. We’ll cover everything from avoiding procrastination to

setting SMART goals for your future. Prioritizing your tasks and taking care

of yourself first will enable you to have the courage to say “no” to those tasks

that you question why you’re doing them in the first place. 

One of the biggest factors that eats away at our time is the number of

distractions we allow into our lives. 
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BLOCK DISTRACTIONS – GET THEM OUT OF YOUR LIFE

Getting something done on time will always feel better than pushing

something back. And yet, we can’t seem to stop procrastinating. 

One of the biggest reasons for procrastination is because of the constant

distractions we’re exposed to. This leads us into our second tip: Block

Distractions

There are distractions all around us. No matter where you look you will find

something to keep you busy. The more creative you are, the easier it is to get

distracted by these things. You might be sitting right in front of your

computer with a project open, and yet you managed to distract yourself for 20

minutes fidgeting with something on your desk. Our brains can sometimes go

everywhere but where they should go. 

At one point in my life, I moved from one apartment to the next. As I

transitioned, I switched over both my internet and cable to start on the first of

the month. 

What I didn’t realize is that I accidentally typed the “1” in twice, so they

didn't start until the 11th. I was left frustrated and hopeless. What was I

supposed to do with my time? I didn't have the internet, therefore I felt like I

had no way to connect to the world around me. 

When it came to working, or doing anything that didn't require the internet, I

would have to go to a local cafe. This wasn't always easy, especially if I had

to rush or had procrastinated on a task until after the cafes were closed. When

I was home, I didn't have much to do other than read or listen to music. The first few days were agonizing. 

I was so frustrated. 

By the fifth day, I was finally starting to get used to it. 

By the 11th day, I didn't want to go back. What I realized in that period of

time was just how much I could get done when I shut the internet off. It

wasn't even that I was the type of person who was spending hours online. 

However, what ended up happening was that I was able to give 100% of my

focus to work. Before I would be splitting my focus. I might be reading

something and then I would end up getting a text and that would pull me

from the moment. 

I also discovered that most of what I was checking online didn't even matter

anyway. 

I wasn't missing out. I had that fear that I was not keeping up with people

enough. What I discovered was once I did go back online, I was able to catch

up in just less than an hour. I looked at all of my old friends' posts at the same

moment instead of spreading throughout the day and I had no trouble at all

catching up. 

When I was getting online all throughout the day, I was looking at my

friends' posts multiple times. I would check even though there was nothing

new. I would get on Instagram and see the same picture five different times

because it kept popping up every time I opened my phone. I really didn't miss

out on any celebrities or other popular pages that I followed, and like I said, 

with my friends, I was able to catch up with them in just a few minutes. 

I didn't need that constant checking in. 

Even though I didn't sit there for hours at a time on social media before this

blackout, all of those moments spread throughout the day robbed me of my

focus. Even in those minor moments that I lost out on time, I was spreading

my mental energy too thin. It all added up, draining me of hours of time. 

Once those distractions are removed, you might still find other new ways to

procrastinate, so it's still important to know how to overcome that on its own. 

WHY DO WE PROCRASTINATE? 

One of the reasons we struggle with procrastination is simply a lack of self-

control. Sometimes it's not a deep underlying issue that's causing you to

procrastinate. You might just need to begin to work on your self-discipline. If

there's nobody there forcing us to do the work, it's a lot easier to avoid it. 

Letting yourself down is much simpler than letting somebody else down, at

least in the moment. Eventually, the results are worse for us. But at the time

that you skip out on something, or push it back, you're only hurting yourself. 

If you were in the same position at your job, for example, you would likely

not procrastinate. For example, maybe it's taken you months to clean out your

closet. However, if your boss asked you to clean out the stockroom, you

might do it immediately. Consider who you are hurting when you

procrastinate. 

Start to look at how you can include more moments of self-discipline in your

life. We have a whole chapter on learning how to say  no, and part of that

involves saying no to yourself. We'll get into that tip a little bit later. 

Another reason for procrastination is because of the fear of failure. Many

individuals struggle because they are afraid they're going to lose or have a

negative outcome. If you keep pushing something off, you don't have to face

the reality that you might have lost. It's much easier to ignore something

because that also means ignoring your problems. If you act impulsively, then

it's easy for you to procrastinate because you're not thinking about your

future. You're not considering how this is going to continue to set you back

each day. Instead you're only thinking about now and what you can do that's

most important at that moment. That is a great feeling to have, but at the

same time, you’re only setting yourself up for failure, which fuels your desire

to procrastinate even more. 

It's a continuous, vicious cycle of constant self-destruction. Sometimes we do

choose to go the negative route that we are aware is going to turn out bad

because we might be punishing ourselves. You might tell yourself, “Well this

is what you get for pushing that off,” so you keep procrastinating, and then you don't even enjoy the time that you're skipping out on something because

you're so stressed about the fact that you're procrastinating. 

Procrastination also comes because it's a simple habit that we've been taught

from birth. If you had parents that were never finishing projects and didn't

follow through with their word, you were trained to act that way. It's become

more normal for you to procrastinate than for you to do something on time. 

We all know that person that would absolutely shock the world if they ever

managed to show up on time or finish something that they started. 

Procrastination can also simply be a lack of interest. You might be bored, and

your mind is traveling elsewhere at the time. This can be confronted by

finding a way to make what you are doing more interesting. For example, if

you have to read 30 pages for a homework assignment, you can easily

procrastinate on that all day even though it might not even take you that long

to read that much. It could be an extremely boring topic. One thing you can

do before getting into the topic is to research it on your own. Is there a

documentary? Has an adaptation been made using some of your favorite

actors? You can spark your interest outside before and then when you get

deeper into the topic, it becomes more interesting to learn about. 

It might take more time because you're going out of your way to do research

that you don't necessarily have to do, however, you save time by not

procrastinating this task for hours and hours. Look for ways to approach your

task with a fresh set of eyes whenever you are feeling bored. 

Perfectionism is another huge contributing factor to why people

procrastinate. The words are so similar as it is, as are the mental factors

which drive these life circumstances. 

PERFECTIONISM

Perfectionism is hard to overcome. We experience these feelings usually after

we lived through childhood trauma. Often immense pressure from family

members can lead to these feelings later in life. You can become so

overwhelmed and stressed with the results that you might struggle to

complete the task at hand. It is challenging, but it is a very common issue that many will struggle with. 

Perfectionism is a great distraction. Instead of thinking about all of the

terrible things in life, you can devote 100% of your focus to just finishing a

task. This is why it’s very easy to develop in childhood. Instead of listening

to parents fight or thinking about school bullies, a child can completely focus

on their schoolwork and finishing it perfectly. 

Perfectionism also occurs because we focus on the outcome rather than

everything along the way. There is a lot to learn in the process of completing

a task, and perfectionism often causes us to ignore that and instead just

obsess over what is going to happen afterwards. 

I have a writer friend who is a perfectionist and debilitated by his constant

self-doubt. He never finishes anything. He has story idea after story idea

written down and scribbled all throughout his home in various journals and

on post-its. 

Sometimes he’ll start to write, but usually after thirty minutes he’s

discouraged. He has finished about two projects since I’ve known him, and in

college he was always falling behind on assignments. It was very challenging

for him to put any faith in himself, and often he’d end up avoiding writing for

weeks at a time because of this doubt. 

The biggest issue was that he didn’t want to practice! 

He believed every single thing he wrote should be the very best. He refused

to let anyone see writing that was less than flawless. Whenever he shared

little snippets, he always followed up with verbal reasons why it was

inadequate, like saying, “This is the first draft, so I know it’s really bad.” 

I encouraged him to speak better about himself to start. Even the greatest, 

most prolific writers have critics. There will always be imperfections, but that

is a natural part of any evaluation of a crafted work of art. 

When we practice, a safety net is there with the understanding that failure is

going to happen. A baseball team practices so they know how to work with

each other on the field. Directors have rehearsals and read throughs to work

out the kinks. A painter evaluates their flaws so they know what to put an emphasis towards on the next project. 

This type of failure must be embraced to allow improvement. There’s no

stronger way to propel forward than without hitting something hard first. 

Failures can lead to success more than perfectionism ever will. There is no

such thing as perfection, so the chase towards this will always turn up empty. 

Perfectionism is worked through when we allow ourselves to forget about

 only the outcome. 

You can do this by being more mindful with each small task that you

complete as you fulfill the requirements of the whole. 

You also have to recognize the way that you view perfect. There is nothing

that could even come close to being perfect, so the more you question what

that looks like, the easier it is to see the reality of the situation. You can tell yourself, “Oh yeah, there is no such thing as perfect,” and you can revert your

attention back to where it needs to be. 

When you start to really understand what perfect might look like, you’ll

either realize that it’s unachievable or you’ll know exactly what it takes to get

those perfect results. 

Be loving and compassionate towards yourself in the process. When you find

yourself diving into your work, consider if there might be something that

you’re trying to distract yourself from. Challenge your thoughts and break

down the voices that are telling you you’re not good enough. Focus on one

thing at a time and remember one minor instance does not define who you

are. 

THE IVY LEE METHOD

This is a method developed by a man by the name of Ivy Lee. After Charles

Schwab, one of the wealthiest men in the world at the time, asked for some

productivity help, he met with Ivy Lee, who shared a simple and effective

method for getting things done. It is still popular now because of how

realistic and simple it can be. 

This famous method only has a few simple steps. The first is to sit down at

the end of the day with a piece of paper and a pencil, or a notes app on your

phone or computer. Write down six things that must be completed the next

day. 

Try to not do any more than six, and only focus on the most important tasks. 

Don't do things that you could do if you wanted, or that you just hope to do. 

Only write six things that you know you must complete. If you do more than

six, you're going to be overwhelmed and if you do less you might not have

enough to keep you totally busy. Prioritize them by what is most important

above everything else. This might take some time to truly figure out, but you

want to do that in order to know exactly what is going to be done tomorrow. 

The next day, wake up with your list and begin to complete these tasks. Go in

order of the most important and focus every last ounce of your attention

towards finishing that task. Don't let yourself get distracted by other tasks, 

and only worry about getting important things done. Completely ignore

anything else that pops up along the way and only focus on that at the end of

the day. 

Of course, don’t ignore emergencies. However if you’re sitting there doing

dishes and you realize you need to scrub the sink and clean out the drain

after, if that’s not on your to do list, add it at the end and go back to it later. 

Any task you weren't able to complete will be the first task that you have the

next day. This method works because it's so simple. It's easy to take just a

few moments out of your day to go and sit down and see what needs your

attention. 

This method is also helpful because it forces you to really reflect on your

tasks and question what's important and what can wait. By doing this, you

might even discover things you can completely cut out of your schedule the

next day. The more time that you can free, the more focus you can put on

things that require the most of your attention. It's also helpful to do because at

night, as you're sitting there coming up with your tasks for the next day. You

know exactly what needs to be completed. Then from the moment that you

wake up, you become more productive because you keep jumping from task to task, knowing exactly what is going to be finished. When you're lying in

bed, as you're falling asleep and worried about tomorrow, you know that the

only thing that requires your attention will be completing the first task. You'll

wake up, you knock it out right away, and then you're feeling good about

yourself. You have confidence and you’ve boosted your self-esteem, so then

you can move on and easily crush the next task. You can continue to knock

things off the list because instead of worrying about the immense workload

you have; you just keep focused on the most important thing that requires

your attention at all times. You always know exactly where your focus should

be so even when you do run into distractions, you can snap your attention

right back to where it belongs. 

THE CONSTANT OF YOUR PHONE

More studies emerge yearly about the impact that our phones might have on

us and it seems as though this will continue to increase. One main focus that

seems to be continually touched on is how phones can drastically reduce our

level of attention. Without even reading this section you likely know that

your phone is one of the biggest distractions in your life. Even if you're not

using your cell phone, you're likely connecting to the Internet and

communicating with people in one way or another. These electronic devices

are part of our lives and that doesn't have to be a bad thing. They help you

connect to people all across the world and you can always stay in touch with

important information necessary for your day-to-day life. Many of us would

likely struggle if we didn't have Google to answer some of our biggest

questions. Unfortunately, your phone is a constant, it is always there. Even

when everybody around you is in bed and nobody is communicating with you

anymore, there's still things you can look at online. 

No matter if you are bored with nothing to do or overwhelmed with a million

tasks, your phone is going to be there. It provides you with something you

can always do. There will be plenty of times that you can get on your phone

and have fun. Even just thinking about your phone can pull your attention

away. Your brain will suddenly run through everything that you could check

off. Your brain will think: “Did someone text me, email me, message me, 

follow me on social media, look at my Instagram story,” and so on. 

All of these things will pull your focus away. 

Your phone is likely a very important part of your life, so we're not telling

you to smash it with a hammer and go back to the days of landline. 

By all means, if you'd like to do that, go for it if that’s something that

interests you. 

Your phone doesn't have to be something that you wipe out of your life. 

Instead, make an effort to be more conscious of your phone use and pay

attention to the way that it might be distracting you from things that you need

to get done. Certain cell phones can now automatically track your usage but

if you don’t have one that does, there are plenty of apps you can download

which will help with that. You can also manually track how long you spend

on it. 

By taking a note when you open your phone, and then when you put it away

by tracking it, you’ll realize just how often you might reach for that little

black device. This can be the first step towards becoming more focused on

the things which require your attention. 

The first thing you can do is to make sure that you have meals and moments

where you eat without your phone. Mindful eating is very important because

it helps us control how much we're eating, and it makes the experience more

enjoyable in general. 

If you're sitting down at a restaurant on a date, most of us know that socially, 

it would be rude to be sitting on your phone anyway. However, when you're

with friends and family, these social rules can sometimes go out the window. 

You might sit there and eat with your partner as the two of you rush in

between important tasks chowing down on fast food. 

Even if you're just eating for five minutes, keep your phone away and take

that special moment to talk to each other. When we look back on memories, 

we don't sit there and remember the whole of our experience. It's usually a

few moments here and there that really stick in our minds. You can create

these small monumental moments just within the five minutes you sit down

to eat with your partner. Not everything has to be this big huge experience, so don't feel like you can just throw your time away because it's such a small

moment. 

These times add up and can be something much more powerful than you can

even fathom. 

Have phone-free TV and movie watching as well. It's easy to pull your phone

out during the scenes of the show that you've seen. It's easy to want to scroll

through social media after a boring scene in a movie. However, it splits your

focus and then it's hard to pay attention, even when you're not doing

something casual like watching a movie. Take time to really pay attention to

what is happening on screen. Often in movie theaters, we are forced to put

our phones away, because again, it's socially unacceptable to sit there in the

theater with a bright screen. However, at home, many of us sit on our phones

and just glance up as things pass on the screen. Try to keep your focus on one

screen at a time and be mindful of what is occurring. 

If you are traveling with people you are close with and comfortable with and

you know that other people are going to be there with their cell phones, leave

yours at home. 

It might be scary, but it is something you should attempt to do to see how

freeing life can be without it. 

I always was afraid to leave my phone at home because it meant that

somebody might not be able to reach me. What if my family members or

friends need me? What if a terrible accident happens to a friend? 

How are people going to be able to reach me? 

The thing is, often, I would leave my phone across the room anyway and

people would just call the person that I was with if they really, truly needed

me after I didn’t answer. If you're going to be going out with someone close, 

like a family member or spouse, just take one phone. Leave yours behind

because it really frees you up when you're that far away from your phone. 

You also realize how dependent you are, and it can be an enlightening

realization that makes it easier for you to cut ties. 

Another great method of blocking distractions is to turn off your

notifications. 

You don't have to have notifications on for every single app. In fact, you can

even put “Do Not Disturb” on specific group messages if you have an

iPhone. 

You can go in and turn off notifications so that if 10 people are texting at

once, you won't get it. Then you can go back later on, and you will likely

realize it was fine if you weren't there in the first place. You can also silence

emails and anything else dealing with work, but you can designate periods of

time to go in and check all of these things at once. It makes it much easier to

ignore those constant distractions coming at you. 

One thing I do sometimes is to lock my phone. We all have passcodes

nowadays because the idea of somebody being able to easily take your phone

from you can mean taking a lot of personal information with them. If the

code is entered wrong, it often will lock you out for moments at a time. You

can enter in your passcode wrong repeatedly to lock yourself out. Then, even

if you do want to get on, you can't because you've entered the password

wrong so many times. It's a great way to ensure that even if your willpower is

weak at moments, your phone will be strong. 

STRATEGIC LAZINESS

It’s easy to forget to take personal time for ourselves. In our fast-paced world, 

we’re almost made to feel like it’s selfish if we have moments of alone time. 

One of the reasons that you’re procrastinating might be that you are not

giving yourself that time! 

Strategic laziness is all about using the laziness you have for your advantage. 

Laziness is good in a way because it helps us figure out the easiest way to get

things done. 

When you're having a lazy day, you likely only focus on the things that are

most important. You might have to clean your entire house. But if you're

feeling lazy, then you just do the dishes and the laundry, since you're out of

clean forks and underwear. 

You still have to clean up the tub, sweep and mop, put clothes away, and so

on, but you don't do this and instead only do the most important things, 

freeing up the rest of your day to just relax and watch movies. 

Relaxation should always be a priority. 

It's easy to want to feel productive all the time because there will always be

something that you could be doing. However, life is not enjoyable if you can't

stop to enjoy your time. 

I made the important realization that I needed to allow strategic laziness to

help boost my self-esteem and increase productivity later on. 

I used to feel like I never relaxed. Of course, I had moments where I would

sit down and enjoy watching TV. Yet, in those moments I was always so

anxious. I could have a clean house and all my work done and decide to sit

down with a glass of wine while I watched an old movie. 

I would be so anxious about the work that I had to do tomorrow that I

wouldn't be enjoying my time. I felt like I could never relax because even in

those peaceful moments, I was stressed, thinking about work. 

Strategic laziness helps me to feel more accomplished because I'm actually

allowing myself to enjoy moments of relaxation. I have minor tasks that I

schedule every single day so that I never feel completely unproductive. 

Whether it's something as small as cleaning the sink or sending emails that I

forgot about, I will do something that takes just a half an hour or an hour at

the most. This is usually done on my Sunday and Friday afternoons. 

Then I use mindfulness to truly soak up those moments of just doing nothing. 

I remind myself of all that I have accomplished whenever I get stuck thinking

of what is left to do. 

This is a useful tactic that we can transfer to work, and other parts of our life, 

to become more productive. You can use your laziness to your advantage as

long as you are being strategic about it. A lot of times we're lazy just

impulsively and then we end up wasting that free time away by being anxious

and guilty that we didn't do enough. 
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SET SMART GOALS AND HABITS

Afew years ago, I remember reflecting on my past during one of my

birthdays. I discovered there were a few things that I wanted to do. First, 

I needed to check-in with my health. I wasn't feeling particularly unwell, but I

still wanted to check-in and make sure that everything was functioning as it

should. 

I also needed to start saving more money. 

I would think to myself, “I need to get healthier and save more money.” Then

time would pass and I would wonder why it never happened. I’d get

frustrated that things were still the same. 

I made it something that I  hoped to do, but I never really went out of my way to do. These were just wants, but not actual milestones I was creating plans to

achieve. 

Time passed, I kept putting off my goals, that doctor's appointment, and so

on. 

Eventually, what happened was that another birthday hit. 

All of a sudden, I started reflecting again and I realized that I hadn't

completed any of the goals that I had hoped to initially. It had been an entire

year and I had done nothing. Of course, I did  things, but nothing that was

enough. Not only was I disappointed in myself, but I was shocked at how

quickly time could go by when I had no clear goals in mind. I hadn’t put any

effort towards achieving things I wanted. I was just gliding by on things I was content with. 

One thing that I realized was that I wasn't setting  realistic goals. I just had fantasies of things that I hoped I would be able to achieve. I wasn't actively

making any effort towards achieving the goal. It turns out, once you do take

moments of your time to create these specific goals, it's a lot easier to actually

follow through with them. I held myself accountable and goals became easier

to achieve than I even thought was possible. 

Now every time my birthday passes, I take a moment to make sure that I am

still in line with my goals. It's something that's tradition, and I go out of my

way to check in with what I'm hoping to gain. 

It's become something incredibly helpful to keep me on track. The main point

that I want to remind you of is that specific and strategic goals are more

achievable than just hoping to get something done. 

Goals should be exciting, individual, and driven by passion. Anything else is

a setup towards failure. How can anyone take an active role towards

achieving their goals when failure is so common? If you’ve struggled in the

past with your goals, gaining a fresh perspective on creating an actionable

plan can help. 

GOALS

Set S.M.A.R.T. goals. This is an acronym created by Charles Duhig which

stands for:

Specific

Measurable

Achievable

Realistic

Time-bound

The process of goal setting starts by creating more specific goals. These

should be catered towards a very detailed idea of what you want to happen. 

Don't just say, “I want to lose weight,” say, “I want to lose 10 pounds.” 

Don't say, “I want to do more,” have ideas of what more actually means. A

lot of times we just create these fantasies in our mind that don’t really help us

get any closer to what we want. 

The S.M.A.R.T. acronym is a great place to start because it forces you to

come up with a goal in a logical way that enables you to fulfill it. When we

fantasize, we just hope. We put the weight on our future selves. We're just

wishing and taking a chance that tomorrow we will decide to achieve that

goal. In reality, we have to force ourselves to start coming up with more

specific goals that we know will be able to accomplish. 

Your goals should also be measurable. Have an idea of what the best possible

outcome would look like. You want to be able to gauge yourself to know

whether or not you're actually able to achieve that goal. What methods are

you going to use to test to determine whether or not you have made that goal? 

For example, when losing weight, you can weigh yourself. I'm using this

analogy a lot because I think it's the easiest for people to comprehend. Not

everybody has goals around money or family, but many of us do know the

desire to have the goal to lose a few extra pounds. 

Your goals have to be achievable. This forces you to question if it's

something that's really possible to do. Is it feasible, or are you just setting

yourself up for failure with a goal that you can't even accomplish? It should

relate to something you know is actually possible to do based on whether or

not someone, or even yourself, has done something similar. 

Make sure that these goals are realistic as well. Can they be completed in the

way that you are envisioning? While your goals might seem achievable, is it

something possible for you to do? Given your other tasks and the time limits

you’re putting on yourself, is it realistic to imagine you could achieve this

goal with the restrictions you’ve created? 

Don't just hope and use chance as a part of your goals in any way. For

example, if it comes to having money goals, don't just take a chance that your

business is going to skyrocket and become extremely successful overnight. 

Be realistic and know that there is a chance you will be really successful from

the beginning, but given the majority of experiences, it doesn't happen

overnight. It's something that you're going to have to work hard to build. 

Put a time limit on these goals. Pick a specific date that you want to have

these goals completed by. If you just have a free for all and say that you can

complete this goal whenever is easiest, you'll never get around to doing it. 

The door for procrastination becomes wide open without the pressure of time

on a goal. 

I never used to set time limits for my goals because I didn't see the point in

that. I figured fate would help things fall into place and I shouldn't put too

much pressure on myself as a person recovering from some perfectionist

tendencies. I didn't want to create that immense pressure leading to further

procrastination. 

However, it was not setting a time limit that was actually causing this

procrastination. I would continue to give into those more intrinsic patterns of

perfectionism that weren’t as easily uncovered. 

For example, when it came to my writing, sometimes it would just depend on

my mood. If I was having even five minutes of writer's block, I would shut

my computer off and walk away thinking that I needed to let things come to

me naturally later on. 

My work should not have been based on my emotional state. 

If we always just based things on that, nothing would ever get done. The

problem isn't working with your emotions but instead making them work for

you. 

Putting a time limit on my goals helped me realize I had to actually confront

the obstacles that were in the way rather than just going with the flow. 

Having this time limit not only made me work harder, but I was also forced

to confront the things that were causing me to have trouble working. What

was the reason for the writer's block? How could I come up with methods in

the moment to pull myself from the things that were distracting me? 

These issues were resolved because I had to do them. I was forced to by the clock. 

Without that you can continue to ignore your problems, never improving on

the things that are creating these bigger roadblocks. 

As you create these goals, breaking them down along the way helps with

those time constraints. 

There are two different types of goals that can be set. 

Long-term goals are ones that stretch over a period of time and give you the

ability to fulfill greater things. 

Short-term goals are all those goals that you're going to meet along the way. 

They're all the little steps that are necessary to fulfill those long-term goals. 

LONG-TERM GOALS

Long-term goals are the overall things that you hope to achieve from this life. 

There are many different types of long-term goals you can have, and they

should be completely unique to you. 

Again, have a specific goal in mind. This is something huge. It could be

wanting to buy a house. It might be a promotion or professional designation

in your career. Don't think about goals that you want in decades. Of course, 

you might want to hope that you leave a great legacy behind, but this is a

hard, viable goal to work towards. 

Instead, keep it big and specific. If your goal might take a decade to achieve, 

that's fine to have, but make sure that you're not going to have to wait 50

years from now, because so many factors will change along the way. 

A decade goal you might have is something like wanting to excel in your

career or purchasing a home or starting a family. 

Have these big, huge, long-term goals so you have an idea of how to break

down the small goals in between. When it comes to these long-term goals, 

one of the best things you can do to keep yourself accountable is to share

your goal. Put it out in the world so that people know this is what you want to do. 

Think about something like getting your college degree. If you are already

past this point, then you know as a college student you were probably

focused on one kind of idea that would usually be your major. People might

have continually approached you checking in with that idea. They'll ask you

things like, “Are you still studying to become a nurse? Are you going to that

university to become a doctor?” 

They will check in with your goals because you've shared them. This is

important to remember because you'll be able to have that outside pressure to

keep you focused on continuing towards your goals. 

When it comes to these long-term goals, make sure you check in with

yourself. These should be on a weekly or monthly basis depending on your

goal. If you hope to make a million dollars within five years, check in every

single month to see how on track you are with that goal. Of course, every day

should be one step in the right direction towards that goal, but we don't

always actively check in with ourselves constantly throughout the day. 

Some things might need to be adjusted along the way as you grow throughout

this incredible journey. 

After six months of going to the gym and working on your dream body, 

maybe you decide you also want to get a new job. 

Perhaps studying at a certain university helps you realize you want to move

across the country. 

The point of these goals is to lead you to greater things. Changing them too

much throughout can cause feelings of panic and could be tendencies of

perfectionism. If you do realize deeper truths and greater meaning as you

work towards your goals, adjustments will come naturally. 

Continue to reflect in your goal-achieving process to ensure it's coming from

a place of improvement and not procrastination, fear, or even laziness. 

SHORT-TERM GOALS

Short-term goals are all those extremely small things you're going to be doing

along the way. For example, if your long-term goal is to become a doctor, 

then the short-term goals will be little things like applying to school, applying

for loans to pay for the education, buying your books, and so on. 

Then you'll have those mini academic goals along the way as you continue

your studies like homework and exams. You'll be able to check into that

long-term goal and see how on track you are with becoming a doctor by

using these short-term goals as your guide. 

The short-term goals should start off as something extremely easy. For

example, if you're an individual who is currently struggling with anxiety and

depression, and you want to get yourself out of that rut, create easy, 

achievable goals to boost your self-esteem. For example, one day your goal

might be to simply take a shower, or you might have a goal to meal prep for

the week. Maybe make it your goal to go for a 10-minute walk. Any of these

minor things can be extremely achievable. When you are actively seeking

success by giving yourself these tiny goals to reach along the way, you're

going to continue to boost your self-esteem. You'll constantly feel better

about yourself because you have something viable to look back on and be

proud that you were able to accomplish. 

With short-term goals you also want to have small rewards. The reward

should not just be waiting for you at the end of it all. For example, if your

goal is to lose 100 pounds in a year, have milestones along the way. Every

time you lose 10 pounds, celebrate by buying yourself a new outfit or going

on a small trip. These rewards don't have to be so huge either. You might

simply reward yourself by indulging in a cupcake from your favorite bakery. 

These short-term goals are going to be the small steps that it takes to get to

your long-term goals. We need these smaller goals because they help us stay

realistic and they remind us of everything that is needed to continue to move

on to the end. If you have a long-term goal that you want to achieve, then

looking at the endpoint can be overwhelming. You see that goal sitting there

and you think about how you have to take all of these tiny minor steps to get

to the top. If your goal is sitting at the top of a three-story flight of stairs, that is a very daunting task to have to take on. 

These small goals are going to be those singular steps that you take each way

to get to that high point at the end. 

BREAKING “DEFAULT” HABITS

Smaller goals are also going to be the cure for overcoming those tiny default

habits that you usually revert to. 

Habits are currently in everyone’s life in both small and big ways. You have

a ton of habits already, even if you don't think so. We often associate habits

with good things like getting up early or exercising. 

Habits are very toxic things as well. They might be how you react to

problems. Your negative habits could be simple things like never putting

your clothes in the hamper or forgetting to brush your teeth before you go to

bed at night. 

Each time you take a negative habit away, you want to replace it with a

positive one. We’re animals dependent on consistency to form a sense of

security. This happens in small and big ways, but even the tiniest bad habits

can add up. 

I used to need something sweet every day. I was always eating candy and

other baked goods to get my fix, but it was adding up on my waistline! I

decided to swap my nightly ice cream for a bowl of oranges. Some nights I

would eat a mini candy bar too, but only one. 

In the past when I had dieted, I would only take away the sweets. By using

the oranges to replace that nightly bowl of ice cream, I still at least had

something. This filled my mouth, stomach, and mind, whereas trying to quit

cold turkey only drove me to think about the habit I was giving up even

more. 

Not all habits are replaceable, like oranges to ice cream. However, the action

is replaced by a healthier one, like picking up for five minutes every day

instead of spending hours cleaning later in the week. 

When I was a teen and in college I struggled with messiness. I would leave

water cups on my bedside table and trash piled up quickly. I felt so rushed all

the time I never believed I had the time to actually clean these things up. 

With these minor moments of laziness, I was temporarily convincing myself

that I had more time. What I didn’t realize is that I was just adding to my to-

do list. 

No one else was going to clean those cups up for me, so I was just taking

away from my future. Instead of taking thirty seconds to grab the cup and

take it to the kitchen every morning, I was taking three hours from next week

as I had to navigate through the disaster zone of my bedroom. I had cleaning

days where I would blast music and grab a big trash bag, taking hours to pick

up and then do the dishes. 

After starting to clean up after myself every day, I never had to do this. I was

sick of my cleaning days, so I challenged myself to pick up for five minutes

every day. These five minutes were likely spent scrolling my phone anyway, 

so I used them to tidy up, meaning my home was clean all the time and I

didn’t have to block out hours to keep it that way. 

The tiniest habits add up to minor alleviation, but that fades, leading to even

more bad habits later on! 

Understanding the cycle of your habits makes it easier to know how to break

them. 

In the first part of the cycle, there's the trigger. There is the instance and the situation that requires a response from us. 

Then there is an urge. This is the desire that we hold to overcome something. 

Then there's the action. That's when you take action on the urge that you

have. 

After the action is over, there's a minor alleviation which feels good. This is why we continue to go through with those minor habits. 

However, we don't realize that the continued repetition of negative habits leaves us feeling bad about ourselves in the end. 

For example, let's go back to those negative habits that I touched on the

beginning. 

Let's say that you are the type of person who just throws their clothes on the

floor and never puts them in the hamper. (That's not something to feel bad

about so we're not trying to guilt you if this is relatable, but we're using this

as an example of a negative habit that you can overcome easily.)

1.  The trigger for this is taking your clothes off and getting undressed. 

2.  The urge is to throw it on the ground rather than having to think about

cleaning up. 

3.  The action is to actually throw it on the ground. 

4.  The alleviation is now that you don't have to deal with it anymore; it's

gone, and it is out of sight. 

However, with that alleviation you've also created yet another trigger that

could potentially lead to a bad habit. Later on, you might notice this dirty

piece of clothing and so you kick it under your bed or maybe you just throw

it in a dirty hamper. 

Then you never do your laundry. The more alleviation and actions we take

from our habits, the more triggers we set ourselves up with again for the

future. When you notice a habit break it down into these sections. 

What is the trigger? What is the urge? What is the action and what do you

feel good about after you've done this habit? Oftentimes you'll realize that the

alleviation really is not that big. 

Then you'll recognize how it's actually not that hard to just put your clothes in

the hamper in the first place but the urge to alleviate the trigger from this

habit has told us repeatedly otherwise, so that’s what we believe now. 

You have been doing some of the same patterns for decades, so now it's time

to switch. 

COOKING FOR THE WEEK

Cooking for the week is one of the best habits that you can include in your

life. Food is life. Often, it's the best thing to look forward to in the day. Even

if everything else is terrible, you at least know that you can eat. Even when

food is bad, it can still provide us with those good feelings necessary to

continue on throughout our day. 

Cooking can also be a serious point of stress. It can be scary to have to go to

the grocery store, buy all these ingredients, come up with the recipes that you

want to make and then have to cook it all. 

Then you have to meal prep and then you have to find the time to eat and

then you have to do the dishes and so on. 

It repeats and it constantly happens over and over and over again. It's scary

and it's a lot easier to just go through the drive thru and get food. However, 

often this quick fix that we're putting into our body can be directly affecting

our mind, which can alter our habits. 

Cooking is not something that needs to be done nightly. A lot of people get

afraid because they think about how they have to cook five nights a week if

they're going to eat all their meals at home. 

This is not the case whatsoever. In fact, you could probably get away with

cooking twice a week if you are efficient with your meal prepping and

planning. The first thing to do is take a moment of your week and decide

when you are going to be able to go to the grocery store. At what point in

time does going look the best for you? 

Consider society as well. You might not be a very social person so going

Saturday morning is not a good option. Instead, maybe you can carve out

some time Monday morning or even at night at a 24-hour grocery store when

the store is completely empty. 

Before you go to the store, sit down and plan out what you're going to eat in a

meal. There are five things to consider:

1.  Breakfast

2.  Lunch

3.  Dinner

4.  Snacks

5.  Sweets

Don’t overlook snacks! Sometimes people forget this important factor, and

snacks can be the cure for the impulse that puts you in the car and drives you

to the drive thru. 

Consider things like chips and popcorn that you could always have around

and munch on whenever you are feeling the urge to have a bad habit. 

We all have that sweet tooth and it's necessary that we address that as needed

or else it can really destroy our impulse control. I'm not saying you have to

stock up on cookies and brownies but consider this so that you always have

some dark chocolate or fruit in your home on hand. 

EAT WHAT YOU ENJOY

One important factor to remember is that you should truly enjoy these meals! 

I used to be a yo-yo dieter. I would try out new trends and force myself to eat

chalky smoothies because of fitness posts I saw on social media. I would

make dishes that didn’t appeal to me simply because they were healthy. 

One day I was scrolling on food-related posts and stumbled on a vegan

macaroni and cheese. This was one of my all-time favorite dishes, but

something I was always forced to give up on the various diets I’d tried in the

past. 

The more I did research on recipes related to this, the more I uncovered that

would help my diet. I researched tips on turning the foods that I already loved

into healthier versions. 

Instead of having a bowl of ice cream at night, I could have vegan ice cream

with some fruit on top. 

Instead of eating pizza, I could eat whole grain pizza with vegan cheese and

extra veggies. 

Rather than indulging in eggs and bacon for lunch, I had avocado toast with a

few bacon crumbles to get that salty fix. 

My diets in the past always failed because I hated them. I resented that I had

to go on one and would pick meals I knew I hated. I didn’t want a vegan

Mediterranean veggie bowl for five nights in a week. That didn’t sound good

to me whatsoever, but I would make a meal plan for that. 

Now when I go to the grocery store, I get excited. I never buy anything that

doesn’t look good to me and it’s mended any negative aspects of my

relationship with healthy food. 

You're not going to trick your mind into eating things that you don’t like. If

you're not happy with it now, it’s not going to come naturally to you. Rather

than trying to get your brain to like things you don’t, take things you like and

find alternative versions. 

MAKE THE MOST OF YOUR MEALS

After you've come up with each of these things break them down and see

how you can incorporate them to have multiple ingredients stretch across. For

example, you might come up with the idea to have an omelet for breakfast, 

and a salad for lunch. You don't really know what to put in an omelet or the

salad, so you can come up with versatile ingredients that could go in both. 

Get a bunch of tomatoes and onions. Both of those go great on salads. You

can also include spinach in your omelet and spinach in that salad. Get

different dressings and remember even though the same ingredients might be

used, flavors are what end up changing. 

Find recipes that you really enjoy, and then change them out in minor ways. 

For example, if you really love fried rice with teriyaki chicken, consider

different flavors of chicken that you can make. Maybe you also switch the

rice out for noodles. Perhaps it's just the veggies and the sauces that end up

getting changed. 

When you find something you like it's okay to stick to it and just switch it up

in minor ways from week to week. You should also consider making extra servings and then freezing them. This way when you do have that urge to just

order delivery you can instead turn to your freezer. 

Keep a good pantry to boost productivity. Fill it with things like herbs, dry

pasta, and rice so you can easily go out and just grab a few ingredients to

make a meal. 

Rather than having to do a huge grocery shopping adventure, most quick

convenient stores will have at least a few frozen veggies, you can throw it in

a stir fry with a drizzle of sauce from your pantry. On days when tasks go a

little longer, you can be assured you won’t choose to participate in negative

habits to save time. 

If you are somebody that hates eating the same thing every night, consider if

you could begin cooking with other people. 

Even if you are single and live alone, maybe you have a friend who is also

trying to do better about creating habits around food. You might be able to

cook the two of you dinner one night and then they cook the two of you

dinner the next night. 

You're still cooking two meals, but you're saving a meal because your friend

is doing the same. You can do this with all of your friends! If you have five

friends that are willing to get in on the circle, then each of you can take turns

cooking dinner for the rest. Cooking dinner for other people is a daunting

task but remember all the other nights of the week that you don't have to

cook. 

ORGANIZATION

Organization on a physical level is important because it will directly affect

our mentality. For example, let's say that you have a very messy office at

home. As you're sitting there at your desk, you can see across the room piles

of unread books, papers that need filed, and dead plants that you need to

clean up or try to revive back to life. 

All of these are their own little tasks that need to be completed. As you're

sitting there looking at all of these things, even though you're not actively thinking about completing those tasks, your brain is still processing what it

sees. The more physical clutter that you view the more mental clutter it adds

to your brain. If you're sitting there typing away at something, even if you're

not actively thinking, “Oh I have to do that big pile of dirty dishes on the

table,” your brain still sees them and subconsciously adds that to a free

floating to-do list that exists in your mind. 

Staying on top of clutter will provide shocking results for mental focus. It's

also good to be organized so it's easier to find things. 

Sometimes organization seems like it would take so long. Who really has

time to color coordinate their closet or keep everything folded away? 

However, who really has the time to sit there and search through the laundry

basket after laundry basket to find one single shirt? We don't think about our

time later, we think about our time now. 

You might think to yourself, “I don't have time to organize.” 

It might not seem that way, but you're not thinking about later when you're

searching and hunting for things and you don't have time. 

Organization  now creates success  later. 

While it might take you an hour to clean out your closet, think about the 10

minutes it takes you seven days a week to find an outfit to wear. Bulk your

time up just like we talked about with meal prepping. 

It might seem like a lot to cook for four people in one night, but that's one

time a week, and the rest, you're taken care of. Similarly, it might seem like a

lot to organize your house in one day, but the rest of the week, you don't have

to spend any time looking for things or cleaning things up. 

Other good organizational habits to have are things like making your bed

every morning and picking up your laundry and dishes every single night. It

can be easy to finish a meal and just leave your plate on the coffee table and

head to bed. However, if you do this repeatedly eventually you have a

cluttered house filled with tasks that destroy your productivity. 

Take time out of your day to clean up at least a little bit. You don’t have to be on your hands and knees with a toothbrush scrubbing every last aspect of

your house, but if you keep things organized at least where they belong, it's

easier to stay on track throughout your week. 
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LEARN TO SAY NO

Igrew up as somewhat of a people pleaser. I was always afraid to turn

people down and say no because I didn't want others to get mad at me. I

didn't want to be judged, and I didn't want people to think that I was lazy or

didn't care. I would say yes to pretty much everything. I started to realize, 

people were actually coming to me because they knew I would say yes. 

Those same people wouldn't say  yes back to me either. I would ask for help

and far fewer hands would reach out than the hands that I offered to others. It

became exhausting and made me upset. I realized if I wanted to take care of

myself and have healthy relationships with other people, I needed to start

saying  no. The biggest motivation of all was that I was feeling simply burnt out. 

I made it one of my goals to start saying  no to others. I was afraid and I even lied sometimes to come up with excuses. I wanted it to be easier to say no, so, 

sometimes I would stretch little bits of the truth to make it seem less bad that

I was turning other people down. For example, somebody might have asked

me to help them out with a project, but I might have just wanted to watch TV. 

Instead of being honest with people that I was feeling tired, I would come up

with grand excuses like that I had to take my dog to the groomer. 

Instead, I began to force myself to just say “No.” I still tried to come up with

all these extravagant lies, or stretch the truth after I said “No,” but I realized I need to keep it simple. 

If a friend asked me to hang out at night but I didn’t want to, I would respond

to the text with, “Sorry, I can’t! Let me know if you’re free next Saturday and we can go out!” Instead of coming up with an excuse, I was very vague. Most

people wouldn’t ask questions and if they did it was usually nothing directly

relating to the reason I couldn’t hang out. 

It was terrifying at first. I was so scared that somebody was going to be mad

at me and that people wouldn't come to me ever again. I realized that people

were extremely respectful. Not only was I able to save myself some time, but

people also respected me more. They recognized that I was able to stand up

for myself, and that helped at work and in my personal life; I was able to set

boundaries with people. 

They started to realize what was acceptable and what was not acceptable to

ask of me. They eventually would specifically ask me for help just for things

they knew I liked doing instead of just hoping that I would do everything. 

It improved my relationships and that made my life easier. I felt better all the

time, I had more energy, and I had more time. 

Saying no, can be scary, but the results are not. 

KEEP IT SIMPLE AND HONEST

Sometimes we say  yes when we really don’t want to all because we’re afraid

of coming off rude or upsetting someone. Then the day comes to follow

through, but we back out, because sending a text cancelling plans is easier

than turning them down in person to their face. Then you feel overwhelmed

and guilty for cancelling when really you should have said  no  in the first place. 

When you say  no it’s ok to keep it simple. You don’t owe anyone a long, 

emotional explanation for why you might be turning them down. 

The number one rule for getting better at saying  no  is remembering to keep it simple and honest. Sometimes we feel the pressure to lie when saying no, 

because it makes it easier than dealing with the potential judgment of the

truth. We also tend to over explain ourselves sometimes and make it seem as

though we are creating excuses, or lying, even when we are not. 

Diving too deep into details can lead to more problems. If you are responding to an email or a text, simply keep it to a couple sentences. There’s no need to

give long paragraphs explaining things away. It makes it sound more like an

excuse and leaves more room for persuasion from the other person. 

If you're doing things in person, don't leave plans open-ended. Try to keep it

discreet and short and remove yourself from the area if you can. State that

you have to go to the bathroom or check something on your phone. 

Saying  no is justified in any circumstance that you have the desire to say  no. 

It’s as simple as that. 

For example, let's say your boss asks you to help out with an event after

work. You simply don't want to and that's totally fine. Even though you

might make some extra money, you are also tired from working the rest of

the week. You already had plans to go home and have dinner alone and watch

your favorite movie. 

Sometimes you might feel the pressure to come up with an excuse. Maybe

you say, “No, I can't. Sorry, my cousin is coming in from out of town.” 

Or perhaps you state you have a migraine and need to go home ASAP. 

Instead, just keep it simple. 

Respond by saying, “No, I'm sorry I can't tonight. Thank you for the offer.” 

Honestly, you don't even have to say, “I'm sorry.” 

It makes it a little less uncomfortable for you at first, but the other person

doesn't always pay attention to that. Simply state, “I can't at the moment. 

Thank you for asking me!” 

Be very vague with the reasoning that you give them. The more detail that

you give, the easier it is for them to remember what your excuse is. If you are

fabricating the truth that could come back to bite you later on. They might

investigate and have this be a topic the next time you’re both together. 

For example, if you do lie and say, “My cousin is coming in from out of

town,” they might ask you the next day after work how their trip was. 

You can respond by stating another lie on top of another and then it becomes this big, ugly mess. 

Even if they never bring it up again, you might also feel that pressure to do

something like post online that you're hanging out with your cousin. This

stress and anxiety can make us feel overwhelmed, so next time you might

avoid it by just giving in, even though you don't actually have the time to

dedicate to what was asked of you. 

We often say yes to things that don't require our time, but we feel pressured

to do them anyway. Sometimes this is simply hanging out with a friend. Of

course, life is short, and we want to spend as much time as possible with our

loved ones. You also have to spend time alone to make it easier for you to

manage your relationships with other people. You might have hung out with

a friend every week for the past five weeks and then you simply want a

break. You need that alone time to rejuvenate yourself, but the constant

pressure of wanting to hang out with our friends can make us mishandle our

time. 

Learning to say  no  will be valuable because you'll be able to free up more time to focus on things that you actually want to say  yes  to. 

When it comes to people asking for decisions about certain situations, you

can always ask for more time. Tell them that you can't come up with an

answer at the moment and you need to think about it but you will have a

response later because sometimes buying more time makes it easier for you

to say  no  to one thing and  yes to something else. Even if you discover you still have to turn the other individual down, you can focus on coming up with

a solution to alleviate that rejection. 

SAYING NO TO OTHERS

Saying no to other people can be hard because you might feel guilty. There

might be times where you feel like a bad person or a bad friend because you

have to turn somebody down. Remind yourself that you are deserving of free

time. It is within your right to say  no when you need to. 

If it's hard for you to say verbally, start to be more mindful of all the times that you say  yes and what the opposite response could be. Even if you still say  yes to a few situations occasionally, it's at least helpful to practice what saying  no  might look like in case that same scenario comes up again. Notice how other people say  no. You might not realize that plenty of people turn

others down. Pay attention to what their language is and how it could be

tweaked to be more personal to you. 

If you're feeling guilty about saying  no to somebody, imagine what they

might respond with if their roles were reversed. Would they say  no to you? 

Would they say  yes to you? 

Often, we don't realize that many people likely would say  no  to us, even

though we say  yes  to them. Use this as a reminder if you are feeling guilty over having to shut somebody down. 

Whenever you say  no to others, start by acknowledging that it is not ideal that you can't help them out. It doesn't have to be a direct apology but show

empathy for their situation. If somebody is being vulnerable enough to ask

for help, you should respect that and acknowledge it. Show you appreciate

that they are coming to you. Say something like, “Unfortunately I can't.” It

doesn't have to be, “I'm so sorry.” 

The “Unfortunately,” is at least an acknowledgement that you not being able

to help out is negative for them. You can directly say sorry if you'd like as

well, but remember, you do not have to apologize directly. It's more of an

acknowledgement of the situation, and that they're having to seek help from

you. 

After you've acknowledged this, thank them. Show them your gratitude that

they decided to come to you for help. They could have asked many other

people but instead they chose you. Thank them for this, because they'll

realize they can count on you for gratitude. 

You can give a reason why it might be hard for you to say no. This is helpful

in a professional setting. You can let somebody know, “Oh man, I really wish

I could because I think that's a great opportunity for me. Unfortunately based

on my current workload, I cannot.” 

When you pay attention and point out to the other person how this

opportunity could have helped you, it makes them more likely to ask again in

the future. Again, you can clarify that and reiterate that they should come

back and ask you if the situation were to arise again. 

For example, if a friend asks you to come over for a party, let them know, 

“I'm sorry I can't right now. I really would love to be there, please let me

know when the next one is because I'll do my best to be there.” 

Saying  no doesn’t have to be scary, and it’s all about creating extra time by limiting what you do. 

COMPRISING IN PROFESSIONAL SETTINGS

It’s scary to have to say  no at work. What if your boss gets mad? What if

your coworker gets an opportunity that you missed out on? 

Saying  no  is all about finding compromise within professional settings. 

When you're turning your boss down for a potential career opportunity, it's

best to provide the reason why you cannot. Of course, if somebody is asking

you to stay late at work just because somebody else called off, that's not

necessarily an advancing opportunity for all situations. However, if a boss

approaches you with the opportunity to take on a new project that could

potentially boost your career but you can't at the moment because of your

workload, let them know that reason so they're aware you're not just turning it

down because you don't want to. 

Remind them that you are focused on the quality of the work you put out and

you don't want to have to compromise that. Let them know that you have

made another dedication and you are committed to following through with

that because it shows your commitment. 

Once again, thank them for asking you and remind them that if you would

have been able to and you would have loved to. 

Sometimes you might say  no  because you are afraid. Maybe, it seems like too much pressure to take on so instead of telling them so, you simply say  no. 

You might be afraid that if you say the task is too hard, they're not going to ask you again in the future, so you focus on saying  no instead. 

However, if the situation does arise, tell them that you would take on an

opportunity, but you're simply afraid of the outcome. Let this person know

your apprehension because maybe they are willing to do more training and

work through this issue with you. 

Ask them for help and guidance. Say that you don't feel confident taking it on

with a solid  yes  but it's definitely an area that intrigues you. They might need somebody completely efficient and urgent, so they'll tell you that they'll look

elsewhere but they appreciate your enthusiasm. However, it might just be a

simple project that you can learn from, so they give it to you willingly and

appreciate your honesty. See if there is also a way to tackle this task with

somebody else. Maybe you could split the task up or give away one that you

already have. Remember, saying  no  and agreeing to something aren't

necessarily black and white. There are other options and compromises along

the way. 

DEALING WITH FOMO

There are plenty of times when you might want to say  yes  but saying  no is actually the healthier option. For example, maybe you went out to a bar twice

already this week and you have some work to do at home. One of your

friends asks you to come out with them for a third night drinking. The best

answer here is to say  no but then the FOMO (fear of missing out) starts to

kick in. 

It's hard to say  no  because of our fear of missing out. This is true in

professional and in social settings. In social situations you might say  no  to something that you end up regretting not going to later. 

One of the most important things you can do is remember to not simply sit

there and fantasize about how great it's going to be after you’ve turned a

situation down. It's easy when you're at home studying to think about how

much fun your friends are having when they're at the bar. 

Remind yourself that you're only looking at the good parts. Every time you're at the bar it's not necessarily the most exciting time of your life. Would you

really benefit from being there at that moment? 

It's more likely that your friends who are out are having a decent time, but not

the greatest time ever. The bar is so crowded, they have to spend their money, 

and they're stressed because they all have homework at home they're

avoiding as well. Pay attention to the realistic negative aspects because if not, 

that fantasy you have in your mind will make you want to skip out on the

projects that you need to do right now. 

When you're dealing with FOMO, remind yourself that there will be other

times. This is not the last opportunity. 

If it really is the last chance you will ever have to live through a certain

experience, then maybe it is worth your time to procrastinate, but that truly

rarely ever happens. 

Be honest with that severity. For example, if a friend offers you a free round-

trip vacation, that's a pretty great opportunity you don't want to miss out on

because it's so expensive. However, if a random band that you've never heard

of is coming to town, and all of your friends are going, that's not necessarily a

once in a lifetime thing. Sure, their next tour isn't guaranteed, but just because

it's one thing that's happening doesn't mean that it's one opportunity that's

meaningful to you. Whenever you have to turn something down and you

experience FOMO, always plan something next to look forward to. If a friend

asks you out to the bar and you have to turn them down, ask them if they can

go out the next night that you are free. Make plans so that even though you

might be missing out on the current moment, you still have an exciting thing

that is guaranteed in your future. 

SAYING NO TO YOURSELF

Friends, coworkers, and our bosses aren't the only people we need to say  no

to; you must learn the skills to say  no  to yourself and this begins by checking in with your impulse control. 

When you're at the store and you see the display of cookies that are on sale for $5 for five packs, say, “No.” 

Stores are aware of the impulse control issues that human beings have. They

strategically place products around the store based on our emotional

responses. 

Huge signs listed with our cravings point to great deals that are hard for us to

turn down. 

Remind yourself of how corporations are going to be preying on those

impulses. Sometimes when we deprive ourselves, it can make us feel more

inclined to want to say  yes  and be impulsive. For example, if you're going on a diet and cutting out sugar, your brain is going to feel very deprived. The

only thing that you will want is sugar and since you're hungry, you want to

binge out and impulse buy a bunch of candy. 

This deprivation is causing you anxiety, so it's easier to act on your impulses

and ignore those instincts that might be telling you  no  in the back of your mind. 

When you really want to say  yes  to yourself, distract yourself. 

Sometimes when we say  no  to ourselves that creates an urge. You might want to be defiant and rebel even against yourself. It's natural to want to go against

the grain sometimes, especially when other people are telling us what to do. 

Remind yourself that this urge will eventually go away. Provide logical

reasons and have that discussion inside of your mind to talk yourself down

and out of wanting to give into these cravings. 

Always give yourself a grace period to know if you are acting on impulse or

not. 

If you want to eat that bag of chips in the cabinet, have a glass of water and

sit there for 30 minutes as you distract yourself with something else. If you're

still hungry, try eating a different, healthier snack. If after that you still need these chips, then at least you know you're not acting as impulsively anymore. 

Do your best to not obsess and try to convince yourself that acting on this

impulse is justified within that grace period. If you keep thinking about the impulse, it will be easier to talk yourself  into it rather than  out of it. 

BUYING THINGS YOU DON’T NEED

We often act impulsively by buying things that we don't need. This habit

takes our time and our money, which we spent our time earning. 

The best method of protection against these impulses is to know what basic

marketing tactics are. 

For example, this is something like ‘buy one, get one’ sales or clearance

racks. Think about coupons and anything that has a red number, sales tag, or

percentage-off sign. 

After taking many marketing and sales courses and doing my own research, 

I’ve become so aware of all the methods used to convince us we need to buy

something. Anything printed on a red sales tag is going to draw you in, 

whether it’s 5% off or 85% off. 

Most of the time, the original price tag of a clothing item is not what stores

plan to even sell it at. They account for deals and discounts within that

original price, meaning you’re getting tricked all along. 

For example, if a shirt says it’s $80, then it likely cost less than $10 to make. 

Hopefully it sells at just 10% off with the first sale, but at the very minimum

$20 would double the manufacturing cost. 

After a month of sitting on the rack, the retailer will likely mark it down to

maybe 30% off. 

Then the sales are gone and it’s back to an original price, but they mail out

coupons for buy-one-get-one free on the brand, meaning if you buy a $100

pair of jeans, you’ll get the top for free. 

You paid full price on those jeans which the retailer only really wanted $40

from to make a profit. The last shirt on the rack sits there for months and gets

moved to clearance as the seasons change, hoping to be sold for $25. It ends

up getting purchased by someone who doesn’t even like the shirt and will

likely never wear it all because how could you turn down such a low price for a shirt that was originally $80? 

Avoid the temptation altogether by deleting shopping apps off your phone

and having a strict grocery list when you go to the store. If you do give into

these impulses and buy something, get rid of something else to balance out

your spending. 

Consider using a locked savings account as well. Certain banks have

programs where you're only allowed to make so many withdrawals every

month, making it easier for you to keep money safe in a savings account. 

Whenever you want to spend your money on something material, consider if

you will actually still have it in six months. 

If not, it's not worth your money now. Basic marketing tactics are used

against you to trick you into thinking you are getting a deal so you feel more

productive with your purchases. However, these kinds of deals are often

worked into the prices anyway. Many retail outlets might have a label for $50

on a shirt, but they know they will likely sell it for $20. That’s the minimum

amount to cover production costs while still making a profit. 

They can earn a huge percentage on it by marking off a few dollars. Then you

have a coupon marking off a few more dollars. They still end up making $40

from the sale, which is twice as much of what they hoped, and you are tricked

into believing that you got a good deal. The more knowledgeable you are of

these kinds of manipulative sales tactics, the easier it will be to save your

time and your money. 

 The Temptation of Procrastination

Sometimes our brains can come up with wild excuses as to not do something. 

One of the biggest things you will have to say “No,” to is your desire to

procrastinate. 

The temptation of procrastination is so sweet. Just five more minutes of sleep

in the morning. Just five more minutes of scrolling social media before you

get back to work. 

All of these minor moments are impulsive, but they can dramatically add up. 

Whenever you feel that temptation creeping in, remind yourself it's just the

lazy inside of you that's still talking. 

Have notes and reminders around your house to stay focused. One thing you

can do is write down your next task that needs to be completed on a piece of

paper. Make it colorful and noticeable and carry this around with you. When

you're sitting at your desk and you have to complete that task, if you notice

yourself drifting away, the bright and colorful paper will pull you back and

keep your focus on what is required in front of you. 

Whenever you are having a very bad day of procrastination, remind yourself

to at least do something. The smallest, most miniscule amount of work is

always better than no work at all. It's all about starting with the first step and

taking things one day at a time. 

These habits that you're developing deeper are going to be valuable to freeing

up more of your time and becoming more productive. It all begins by

building small habits which focus around saying  no. 

That's really how you break a habit down at its core. If you have to, take

things five minutes at a time. Force yourself to work for just a few minutes

and then take a break. Keep going and keep increasing that time and

eventually you'll complete the task. Whenever you are truly struggling with

procrastination, ask yourself one simple question: What would I really be

doing right now that would be better for me in the long run? 

PRIORITIZING

Some don’t know how to prioritize their tasks. One of the best methods is to

begin by doing the most challenging thing of the day first. 

There are four categories that you can put your tasks into, as created by

author Stephen Covey. This includes:

Important + urgent

Important + NOT urgent

Urgent + NOT important

NOT urgent + important

Whenever you have tasks, it’s helpful to put them in one of these four

quadrants to figure out how to best prioritize them. 

After you’ve completed a schedule in a week, you should also go back and

divide these things up to see where you might be spending the majority of

your time. 

If you’re always focused on important and urgent tasks, it might be a sign

that you’re not planning things well at all. You could be putting things off

until the very last second never prioritizing them as they need attention. 

If you’re focused on things that are urgent and not important, you’re likely

feeling rushed all the time without the chance to enjoy the tasks you’re

completing. 

If you’re always focused on not urgent and not important tasks, then it’s a

sign that you are letting yourself become distracted by a lot of time wasters. 

The best quadrant to focus on is important and not urgent tasks. This is

usually the work you have on a daily basis. It’s not urgent because if you do

have to finish it tomorrow it will still be fine. 

The more that you pay attention to prioritizing these tasks, the easier it is for

you to reduce those things that are urgent but not important, or urgent and

important. You’ll then free up time so you can go back and do those tasks

that are also important and not urgent. 

If you do this on a weekly basis, you will at least have the ability to better

reflect on the things that require your attention the most. 

Often, we just go from one thing to the next without entirely thinking about

whether it’s urgent or important. Instead of waiting until the last minute for

everything, know what needs to be prioritized now. 
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PAY YOURSELF FIRST

Give yourself time to rest, zone out, and do nothing. These need to be

scheduled into your daily life. 

That’s right – schedule being lazy! 

There was a time in my life where I thought I had optimized my schedule. I

was working all the time. I had so many tasks I was getting done. I was

involved in extra hobbies and activities and projects, and I was doing so

much. 

I was marking things done off my to do list and I felt accomplished at the end

of the day. This was great for about a week. After two weeks I was miserable. 

I was absolutely exhausted. I was drained and I was questioning why I even

bothered doing anything at all. I realized I was not making any time for

myself. I was only focused on doing as much as I could get done, but that

never involved actually taking care of myself. 

I wasn't relaxing anymore and I thought that was a good thing. I prided

myself on having very little sleep. I thought it was something that others

should also try to achieve. I was constantly thinking about how much more I

could get done by cutting out more and more parts of relaxation in my life. 

Then I got hit with a pretty bad cold after about a month. I was sick and it just

seemed to never go away. I kept getting more and more tired and I even

considered if there was something physically wrong with me. I was mentally

and emotionally drained. All of this started happening because I no longer

took care of my own needs. 

I wasn't spending time alone with myself. I wasn't giving myself those quality

moments of peace and solitude and serenity on my own. I was only focused

on doing things that made me feel like I was being productive. I completely

drained myself of everything and I was left feeling sick and tired all of the

time. 

I was grumpy, I was annoyed, and I was always frustrated with people around

me. 

No longer, did I feel good about my schedule. Instead I started to look at it

with dread. 

I realized that getting a lot done was great, but there's no point in doing that, 

if you're miserable the entire time. Give yourself time to be leisurely and lazy

and have fun and not do anything at all. These moments are absolutely

essential for our health. Without them, we're just left feeling completely

drained. 

What's the point of having it all, if you can't even enjoy it? 

Despite what you believe, what you've been taught, and what you may tell

yourself now, you are deserving of alone time. It is completely within your

right to have moments of peace and solitude where you don't have to do

anything at all. Though other people might have made you feel as though this

is not the case, you are allowed to be relaxed and peaceful. You are valid in

wanting to spend time alone and have those moments of solitude. If you're

not taking care of yourself in this process, it's not worth it. 

Sleep

Getting sleep and getting rest are two things from different categories. It’s

essential that you recognize this difference and you don’t allow yourself to

replace one with the other. Oftentimes we just think about sleep as our

singular moments of rest. You also want times when you are comfortable

with your body and your mind is empty and you aren’t just falling asleep. If

you do fall asleep that’s fine, but you can’t let your only times free from

stress be when you are sleeping. You need relaxation and deep sleep and one

cannot be replaced with the other. 

We also have to recognize that when you are asleep you aren’t always getting

a deep sleep. Sometimes you haven’t quite entered the next stage of sleep, 

and that might keep you from feeling refreshed and rejuvenated the next day. 

The amount of sleep that you get will affect the rest of the day. It’ll be a

struggle to remember and concentrate when sleep is lacking. 

Not getting the right amount of sleep can even put you at risk for certain

diseases or illnesses. 

As with everything else, the best thing for you to do is to notice what your

pattern of sleep right now is. Are you getting into bed at the right time? Are

you waking up at the right time? 

After a week of tracking your sleep, you will be able to see what your current

situation might be like. Though you go to bed at midnight and wake up at 8

am every day, that doesn’t mean you are sleeping that entire time. 

Keep a notebook or notepad next to your bed at all times so when you are

ready to really fall asleep you can make a note of the time, then when you

wake up you can write that time down as well. Once you’ve determined your

current pattern of sleep, you’ll then be able to figure out how to fill in when

you should be sleeping in your schedule. Then the question stands: How

much sleep should I be getting? 

HOW MUCH SLEEP SHOULD I GET? 

Getting too much sleep means missing out on time. You might think it’s best

to cut down your sleep time to make more room for work time. However, if

you cut it down too much, you might struggle with your level of tiredness, 

resulting in an inability to effectively perform work as needed. 

You can’t overlook the importance of sleep. If you’re not getting enough, 

that’s going to kill your productivity even if you’ve managed to get an extra

hour of work and one less hour of sleep. 

There are two types of sleep, NREM and REM. NREM is non-rapid eye

movement, and REM is rapid eye movement. In NREM sleep, you don’t

dream, and you do during REM. There are four stages of sleep:

NREM Stage 1

NREM Stage 2

NREM Stage 3

REM Sleep

A healthy adult should get 7 – 8 hours of sleep every night. Our bodies don’t

know how to stay on a natural schedule down to the millisecond, but they

will fall into a pattern of needing the same amount of sleep every night. This

means that if you need to wake up at 7 a.m., you would need to be asleep by

midnight at the very latest. You have to be asleep at this time, however, not

just getting into bed. 

NREM stage 1 lasts about five to ten minutes. Stage 2 is around 20 minutes. 

You go through both of these before falling into stage 3, which is the deepest

sleep. After about 90 minutes of sleep total, you will enter REM sleep. This

might start at around 30 minutes. Then you don’t go back to stage 1. Instead

you enter stage 3 again and repeat these last two stages until you wake up. 

You should aim to get between 4-5 of these sleep cycles. When we talk about

needing deep sleep, that means entering stage 3 and REM sleep to get the

right number of cycles. Each REM sleep you enter gets different as the night

progresses. 

If you have distractions around, such as a buzzing phone or TV screen, it

might not wake you up from stage 1 or 2 sleep, but it could prevent you from

fully entering stage 3. 

Give yourself at least thirty minutes of rest before you plan to fall asleep. 

Once you actually lay down to close your eyes it can take as little as seven

minutes for you to fall asleep. 

However, often we aren’t giving ourselves that time to clear our minds. You

might sit on the couch and watch TV or scroll on your phone and then head

to bed immediately. Once you close your eyes you can’t sleep because you’re

still thinking about that video you just watched. Clear your mind as you lay in bed and allow yourself to naturally work through these thoughts. If you fall

asleep fast that’s great, but there’s nothing worse than not being able to shut

our mind off when our brain is tired. By scheduling in this period of mind-

relaxing before bed, it’s easier to quiet those rapid thoughts, allowing you to

drift away much easier. 

Avoid showering right before bed. You can shower thirty minutes before, and

some individuals even like to take a cold shower to get their warm blood

flowing for a peaceful sleep. 

Don’t drink anything sugary or caffeinated right before bed. All caffeine

should be consumed no closer than six hours before when you need to fall

asleep. 

Keep your phone away from you as you fall asleep. Don’t sleep with it right

under your pillow. One method of waking up easier is to put it across the

room so you’re forced to get out of bed to shut the alarm off. Often, we keep

our phones right by us so it’s easy to hit the snooze a million times. Instead, 

have it in an area where you can still hear it but that you get up to the point

that you’re awake enough to avoid getting back into bed. If you keep hitting

snooze and getting back into bed for twenty minutes at a time, you’re

entering stage 2, making it that much harder to get up again. 

TAKE TIME FOR YOURSELF

It’s not selfish to want alone time for yourself. Regardless of what you might

have come to believe, you are totally deserving of having quiet moments

alone. We’re often made to feel as though it’s not right if we want to be in a

quiet place. We might be reminded that life is short – we should be always

spending it doing things and with other people, right? 

You know what makes those moments of “doing things,” more valuable? 

You get to build excitement for them during alone time. 

When you’re away from family and friends, you miss them. You get that

chance to think about their good qualities. You realize what it is that you

enjoy about them so much. 

Sure, plenty of this is also discovered during times that you’re together. 

However, you can also overlook those small things when you are upset or

angry with them. You might become easily agitated with family members as

well, and sometimes this could build resentment. Keep your relationship in a

healthy place by focusing on showing your family and friends love and

compassion after being apart for a bit. 

Being alone also allows you to reflect on yourself in a quiet and productive

way. You get to look at the things you’ve been doing and question if they

have been helping you or holding you back. 

Make sure you give yourself alone time at home as well. Even if you have a

family of five, you should seek time to just relax and do nothing at home

when others aren’t around. Sometimes we envision “alone time” as going to

the spa and getting relaxing treatments. Sometimes alone time is simply

being able to organize your makeup drawer in peace or watch bad reality tv

without anyone judging you. 

YOUR MORNING ROUTINE

The key to living a successful life and letting go of laziness is to create a

positive morning routine that sets you up for success. 

I’ve always been a night person. Waking up each day was a struggle for me. I

would rush out the door at the very last minute after waking up ten times to a

million different alarms I had set. I barely had time to brush my teeth before I

was already freaking out about missing the bus. 

My mornings set me up for failure, time and time again. The minor stress I

felt from being rushed stayed with me throughout the day. 

I challenged myself to wake up thirty minutes earlier for one week straight

and I had never seen so much improvement. 

I was sick of failure and tired of always being let down by my own actions. It

was exhausting to wake up earlier, but what drained me even more was

always having a bad day. 

What worked for me was writing a note to myself next to my bed or on my

door so I would see the reminder to just wake up. My brain always told me to

go back to sleep because that was what was most comfortable at the moment. 

The version of me that was waiting in just a couple of hours begging me to

get up out of bed got louder than that voice telling me to go back to bed each

and every morning. 

Throughout my journey, I’ve discovered a few other tips I think will help set

you up for continued success. 

The first thing to do is to ensure you drink water before consuming anything

else. Unless you woke up throughout the night, you just went 7-8 hours

without drinking anything. Don’t stand there and chug a gallon, but sip on

water as you go through morning texts or wait for breakfast to heat up. For

me, having a glass of water in the morning before my coffee gave me more

energy than anything else I could eat or drink. 

Make your bed because it’s the easiest way to keep you from wanting to

crawl back into it, especially if you work from home. It’s also just one small

task off your to-do list to give you a little boost in self-esteem. 

Another important tip is to brush your teeth after you’ve had your coffee and

breakfast, especially sugar sweets. There are a few reasons for this. The first

is that your teeth are likely rather clean because you should have brushed

them the night before. On top of that, the acidity from your breakfast and

coffee can sit on your teeth until nighttime when you brush them again. 

Lastly, brushing your teeth makes it easier to ignore the desire to overeat or

give into cravings. 

Have your nightly routine down solid to make the morning easier. This

includes things like laying out your outfit for the next day and having any

bags or briefcases packed for tomorrow. 

As you fall into a healthier morning routine, you can add in advanced things

like yoga or meditation. Do your best to have a clean home before you go to

bed to leave less room for distractions in the morning. If you have a solid

schedule, you already know what to do for the day as well, making it easier to stick to tasks. 

MEDITATION

Meditation is something that can help all types of people. Throughout the day

our mind is constantly running through thoughts. It’s easy to feel

overwhelmed especially if you get a sense that you overlooked an important

thought earlier. One thing you can do to clear your mind and set the reset

button is to meditate. 

Start by finding a specific place to meditate. This can be the middle of the

floor or the end of your bed. It doesn’t have to be a fancy meditation room. 

Next, dedicate at least five minutes a day to meditation. 

It’s going to feel strange at first but eventually you will get into the right

groove. 

Focus on your posture and breathing. Count your breaths to make it easier to

focus on them. You might only be able to push thoughts out of your mind

momentarily, but the more you practice, the simpler it is to find ways to

achieve mental clarity. Use guided meditations in the beginning to create an

easier transition into singular meditation. 

BREATHING EXERCISES

Breathing exercises are important to include in meditation and they also

ensure you can pull your focus back to where it’s needed if you’re ever

feeling anxious. 

The first breathing activity you can do is to simply breathe in and out

alternating between your nose and your mouth. Breathe in using only your

nostrils, feeling the air fill your lungs as deeply as you can. Let it out through

your mouth but only in a tiny hole. Pretend as though you are trying to blow a

feather off a rock. Direct your breath and notice the way your torso

transforms as you’re breathing. 

Another concentration breath is the bull breath. For this you would breathe in for as deep and long as you can and then let it out in one quick burst through

your nose. It helps you focus and alleviate any built-up tension that might be

presently holding you back. 

As you are breathing, pay attention to how this air might be affecting every

single part of your body. If you are procrastinating or constantly distracted by

the things around you, focusing on your breath can be the important first step

to keeping your concentration in the right place. 

EXERCISE

Exercise is important for all walks of life. It’s not just about staying slim or

physically looking a certain way. Exercise helps awaken your mind and keep

your muscles free from constant tension brought on by stress. 

Often, we carry the weight of our anxieties within our muscles. You might

keep your arms, shoulders, legs, and jaw clenched all day long because you

are so stressed out. Exercise lets some of this pressure out making it easier to

feel good physically. 

The ideal amount of exercise for everyone wanting to maintain their health is

30 minutes a day. You don’t have to devote a whole 30 minutes daily, but 3.5

hours of exercise a week is what we should all strive to achieve. 

If you simply want to walk and keep track of your movement, this would be

equivalent to around 10,000 steps a day. There are plenty of apps and other

forms of technology that can help you keep track of this. 

Pick out an exercise that you enjoy specifically. Even though someone else

might suggest a certain workout, that doesn’t mean it will work for you. If

you hate exercising, look for creative forms of movement like yoga, boxing, 

dancing, or karate. If you don’t enjoy a certain exercise, then keep hopping

around until you find one you like because it is out there. 

Gradually increase the amount of exercise that you add into your daily

routine but remember that five minutes is always better than nothing at all. 
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BUILD THE PERFECT SCHEDULE

Every year, I would buy a new planner. In fact, almost every month I

would buy a new planner. I was going through all of these different types

of organizers and notebooks, trying to find the one that would make me

coordinated. 

What I realized is, I was putting all this effort into making these planners but

not following through with the plans. 

I was constantly going through things that looked aesthetically pleasing. I

liked color coordinating my schedules and sticking to things that made me

feel good about myself. 

I would spend hours designing my schedule for next week, whether I was

using different colored pens and pencils or just making colorful graphs and

charts on my Word document. 

I was the Picasso of organizing. 

However, I don't think I stuck to any of those plans once. Instead I was

constantly doing things off schedule. There was no point in me doing this

other than having a moment that I just spent alone basically coloring. I wasn't

actually doing anything valuable with my time. 

All of those moments that I could have spent actually accomplishing tasks, I

was wasting away at color coding and making graphs. The point of this

chapter is to teach you how to make a good schedule. I'm not going to give

you tips for decorating a planner, and I'm not going to show you methods of coming up with a certain schedule of tasks either. 

The point is knowing how to actually build that time physically and make the

most of each hour so you can stay on track with your goals. This isn't about

just crafting something up on paper; you need to actually do and follow

through with those things that you're not already doing. 

You want to know how to understand what you're good at. Your schedule

cannot be the same as somebody else's, so we want to take you through the

process of knowing not just how to create that schedule, but how to stick to it. 

Schedules are going to be adjustable as you go along. They're not going to be

perfectly static or strict, because that's how things can go off schedule and

cause stress and chaos. But it's not a free-for-all either, where you can just do

whatever you want all the time, but it shouldn't be such a strenuous process

that leaves you feeling drained from week to week. 

FINDING YOUR PEAK PRODUCTIVITY

Follow yourself around for a week as if you were some sort of

documentarian. Figure out where you are currently prioritizing your time. 

There are going to be moments where you might have energy peaks. These

are the times when you’re going to be more willing to put effort towards

completing tasks. What time are you the most motivated? 

We’re often trained to be motivated in the morning until the afternoon. If this

doesn’t work for you, then by all means change it up. Your body has a natural

energy cycle that you can get in tune with. 

Some people are naturally morning people. They thrive by waking up early in

the morning and have no issue getting tasks done right away. Others like to

work in the middle of the day. They procrastinate in the morning but then

midday they knock out all their tasks. Others can’t seem to work until the sun

is down. 

Every day is unique for me and I wake up excited to live an experience that I

haven’t before. Regardless of my desire to continue to seek growth and adventure, I still have a basic outline for what I do. 

I used to try and stick to the same thing every day, Monday-Friday. This

meant a variety of a little bit of everything throughout each day. 

This never worked for me. No matter what I tried, I wouldn’t be able to stick

to a schedule. 

The issue was that I wasn’t working with my most productive moments. I

would procrastinate Mondays, be overwhelmed by Tuesday, and have to go

hard on Wednesday. Thursdays were panicked because I hadn’t gotten

enough done, and Fridays I didn’t care because I planned to ignore my

problems until Monday when the cycle would repeat. 

Rather than trying to change myself, I changed my schedule. 

Mondays became days of reflection. I would procrastinate too much in the

past so instead I decided to do the easiest tasks possible on Mondays. I

checked in with my goals, created a schedule, got organized, and cleaned my

house. Tuesdays would be a slow start with longer time limits for my goals. 

I’d do a lot of prep work to make Wednesdays even easier. 

Wednesdays I worked the longest, but I also got the most done. Thursdays

caught anything I still needed to get finished as I polished up my work. 

Friday was a final review and any prep needed for next week so Monday

would bring less temptation to procrastinate. 

It’s OK if your schedule is unlike anyone else’s. We naturally fall into a

schedule that mixes with what we already do (work, school) what our biology

is like depending on when we sleep, and the environment we like the most. 

Some people are productive in the morning because they thrive on the same

energy around them. Others are more productive at night when it’s peaceful

and everyone else is asleep. 

It’s fine to not know what kind of person you are now, and that’s when

tracking your productivity can help. You can go through a week and

recognize where you’re the most productive and then start to schedule your

days around those peak moments. You can put the most important tasks then

and schedule the minor things before and after. You can avoid those unproductive times and discover that you’re able to enjoy your time more

without that added guilt of feeling like you didn’t do enough. 

SMALL DETAILS THAT DISTRACT US

As you're navigating throughout your organized schedule, there's still going

to be plenty of small details that will distract you along the way. These are

going to put self-doubt in your mind which prevents you from fulfilling the

tasks that are required in your daily schedule. The first small detail that might

keep you continually distracted is being afraid of the outcome. 

When building your perfect schedule, recognize what you fear will happen in

the end. What could be the worst possible situation from not completing this

perfect schedule that you are building? 

As you are building your schedule, you also might notice that you are

distracted by what other people are thinking. The judgments that others share

might be keeping you afraid of acting in ways that you know your action is

required. Sometimes we're also distracted by the things that we should be

doing. This is why having a schedule is so essential. Whenever you are

distracted and you're not sure what to do next, you know exactly where to go. 

Your schedule should be at least a weeklong. That way, if you do get things

done early, you know exactly what needs to be done next. At the same time, 

if something runs over time and you have to readjust your schedule, you want

to be able to look ahead and know what is going to be switched around so

that nothing is too drastically affected. 

There are many thoughts that can distract us, in addition to the obvious

outside sources like kids, social media, loud noises, and so on. When building

a perfect schedule, consider all of these distractions as well. 

Do you know that construction happens outside your building at a certain

time? When are the children home? You know you might be less productive

in those moments as well. Pay attention to the small details as you build your

schedule so that you don't overlook what needs to be placed within that

outline. 

TIME LIMITS AND DEADLINES

Tasks always take longer than we expect. The biggest reason for this is we

aren’t giving ourselves enough time in the beginning. 

At the same time, we have to also recognize a task usually fills up the time

that we give it. 

If it takes you an hour to do something, but you give yourself an hour and a

half, you will take that entire hour and a half. Subconsciously you know that

you have that padding, so it's easier to be lenient with distractions. That's why

we still need to have those strict deadlines, because we will always take what

we are given. 

If you're not sure how long the task will take you, start to track things down. 

Take the average time and use that rather than just going by the fastest time. 

Have a backup mini list of minor tasks. These are things that are not

important and not urgent, but could still be done, such as cleaning out your

desk drawers or wiping the smudges off the walls. These things don't really

matter, but if you have the time you can do them. 

This way, if you have five extra minutes, you can look at your list and mark

one thing off really quick. Then you get that little boost in confidence

because you were able to not only finish your tasks but do another one as

well. 

If you're overwhelmed and feeling extremely rushed, take a break. It seems

like the opposite of what you should do but being rushed isn't ever going to

make you be efficient. Sometimes it can make you sloppy. I'm not saying that

you should need to go out and take an hour-long lunch. 

Go to the bathroom, look in the mirror, do some breathing exercises and

remind yourself that you are going to be able to accomplish this. The only

thing that matters is that you do something rather than nothing. When we're

feeling rushed, we can skip over the task completely and try to come up with

new ideas as to how to complete it. 

You might start to focus on how you can rearrange your schedule to have it

fit in with this new delay in time. You can try and rethink your schedule, but

oftentimes that's just wasting our moments away when we should be focusing

on completing tasks. You can't work if you're too stressed out, so remind

yourself that sometimes it's better to just stop for the day and wake up

refreshed. Maybe you're trying to get something done and it's two in the

morning and you still have hours of work. Don't try to stay up all night. 

Go to bed. Get some rest and attack it in the morning. Even though you might

have to turn it in late, it's better to do it effectively than to do it wrong and

then have to redo it later on. Have reminders for your schedule so that you

can stay on track throughout the week and continually check back in with

your productivity. 

OPTIMIZING WORK

Don’t multitask. This is a way to totally kill your focus and keep your mind

in two separate places. 

Pair small tasks together that could potentially transition, or at least be paired

together for more efficiency. 

Once you have crafted that perfect schedule based on your hours and the time

it takes you to do tasks, you can then organize it in a way that's efficient as

well. Remember what we discussed in the story at the beginning of this

chapter? 

It's not about having a color-coordinated, visually appealing schedule that

could help you. The point is to focus on making a list of tasks of importance

and how long they will take. From there you can customize your own

schedule. 

It's about learning how to optimize work so that you can maintain that good

schedule. The first thing to remember is to not multitask. When you

multitask, you're not completing two projects at once. You are splitting your

focus between two projects. It's likely going to take you the same amount of

time because your brain has to turn off and then back on again when you switch from task to task. 

You might also mess it up because you're not giving it your full attention, 

therefore having to take time out of your schedule later on to fix it. It's best to just do one thing at a time. Completely devote yourself to finishing it, 

completing that, and moving on. 

Instead, people who multitask often try to do everything at once and as their

attention is turned towards one thing, they miss mistakes that occur in the

other. Multitasking can be efficient if you're pairing very menial tasks

together. This would be things like folding laundry while you are on the

phone somebody. 

The point of pairing things together is to find complementary tasks that don't

both require your attention. Whenever you multitask, the one that requires

your attention should be the main focus, then you could have something

mindless secondhand. Mindless things are chores, exercising, cleaning, and

things that you don't really have to think about. 

Try and keep your workspace to work only. Some people don't have pictures

of their family around because it reminds them of home. They get distracted

by their home problems. You can try this method first if you do notice that

your workspace is cluttered with things that remind you of home life. It could

be unknowingly taking your focus away from where it should be. At the same

time, you want to personalize your workspace so that it doesn't feel like a

prison. This doesn't necessarily mean plastering the wall with faces of family

members. Instead, you can just use personal touches like plants. 

Try time blocking as well. This is when you simply cut out hours into

sections and block off all of your focus to put towards one task. Make sure

that you have plenty of breaks in between this chunking of tasks, because you

want to rest and rejuvenate as you go in between. 

OUTSOURCING AND DELEGATING TASKS

Sometimes the most efficient way to optimize work is to give tasks to other

people. If you are in a managerial position, this is one of your powers. 

Sometimes it can be hard to assign tasks to others; maybe you just want to get

it done because you know that you're going to be able to do it in the best way

possible. 

You might not trust that somebody else is going to be as efficient as you are. 

Unfortunately, this can also mean taking on too intense of a workload. Let go

of your need to control. You can still play a role in the task by advising and

shadowing people along the way. You can have moments where you check in

with them and ensure they are keeping up with all that needs to get done. 

If you are delegating tasks to people on your team, make sure to focus on

their strengths and their passions. What are they best at? Don't just give tasks

to people who want them the most or who to people who are the most

convenient. Actually, delegate things to the people who are going to

efficiently complete them in the best way possible. 

Checking in with people might take time out of your schedule still, but it can

free up time in the long run outside of work. Remember that you can also hire

people to pick up some of your tasks. You can hire a cleaner to come to your

home and do simple things like the dishes or clean your bathroom. You can

have them do more intense things as well. The frequency is up to you. You

can simply pay a cleaner to come once a week, and this could be enough to

lighten your chores. You could also hire a freelancer to finish certain projects

rather than taking on all tasks of video production with just the team you

have. You could outsource certain parts like color correcting or audio fixing. 

Though it might be a small task that only requires less than a day's work, 

there are still plenty of freelancers out there willing to take these projects on. 

You can also hire people to plan things. 

You can have an assistant to help you organize. Outsourcing and delegating

these tasks is a great way to help you become more efficient with your

productivity. 

ACCOUNTABILITY PARTNERS

One great way to keep you efficient and optimized at work is to find an

accountability partner. When you are in a professional setting you can have somebody there to make sure that you are getting tasks done. They are

individuals who will force you to check in with your progress to ensure that

you are sticking to accomplishing what you had desired from the beginning. 

Accountability partners can be close friends. They can also be complete

strangers. Having an accountability partner involves telling them what your

goals are and what tasks you need to get done. They don't have to yell at you

and shame you for not completing things, but they will be there to check in

and ask you to reflect on your progress. 

Having this outsider's perspective makes the completion of our tasks feel

more realistic, putting pressure on us to actually get them done. It's easy to

convince your own brain why procrastination is okay, but it's not as easy to

do so with an accountability partner. You can also hold them accountable

because as you reflect on their weaknesses, you might also discover more

about yourself. You could notice a pattern of procrastination that they

participate in helping you to gain better skills for overcoming this in yourself. 

Your accountability partner is somebody that you choose and the relationship

you will share with them is completely up to you. No matter what you decide, 

the point is to help put gentle pressure on you to complete your tasks. 
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CRUSH THE 80/20 RULE

There was a time in my life where I seemingly had it all. I had plenty

more than others did, and I had things that I had been hoping and

dreaming for, such as a house and a nice wardrobe. 

Still, I was unhappy. I was not accomplishing as much as I hoped to get done

in terms of my goals, and I still just had feelings of unfulfillment in general. I

looked around me and questioned why it was so hard for me to be happy

when I was surrounded by so much. It dawned on me that I was paying more

attention to my material objects than anything else. 

Money was more important to me than more meaningful things, and that is

what I focused on rather than actually enjoying my life. I was prioritizing

things around goals that I did not care to achieve, and this was robbing me of

my time. 

Then I read something about the Pareto principle, or what most referred to as

the 80/20 rule. This helped me discover that I was doing so much malarkey

and fluff that I had no meaning in my life. 

I was just going along with the motions, doing things that didn't matter, and it

left me feeling empty inside. In this chapter, I want to help you figure out

how you can save time, not by doing things faster but by cutting things out

that are completely unnecessary. 

Even if you already feel like you can't let go of parts of your time or even

parts of your materialistic objects, I promise you that as you travel throughout

this next chapter, you will discover things that you can overcome and you will make yourself aware of what does not need your attention. It's not easy

for people to give things like this up at first, but it is possible and that's what I want to help you focus on in this chapter. 

UNDERSTANDING THE RULE

The principle behind the 80/20 rule is that we get 80% of our results from just

20% of what we do. You would think you would get 100% of your results

from 100% of what you do. 

But that is not always the case. 

A lot of times, outside circumstances and pointless tasks that don't contribute

as much as we think, take up a good chunk of our time. Some of our results

also come from luck, but the majority of it comes from just a small set of

tasks that we do. 

The results come because of a minor portion of the initial effort that you put

in. This means you can begin to cut away 80% of what you are already doing. 

It's hard to truly know what 80% looks like. But the point as a reminder that

you can drastically reduce much of what you put your efforts towards. 

A lot of what we do are meaningless, thoughtless, and pointless actions that

contribute nothing to our happiness. Sometimes we might be convinced that

these mindless tasks are the key to our happiness, but for the most part, they

are not. Think about how 20% of customers likely give about 80% of sales to

any given store. Often, out of 10 customers, a couple of them are simply

people who shopped there one time and won’t likely return. 

The other customers are those who shop a little bit, but not that often. Then

there are the small factors of shoppers who likely spend money weekly at the

same place. They contribute a much larger portion of sales than others who

don't shop as frequently. 

It's a reminder that we need to give our attention towards those 20% of

shoppers more than the rest as they are likely to return and keep contributing

to business. 

Instead of spreading yourself 100% across all that you do now, focus on where that 20% is coming from and pay attention to that. 

When it comes to vacations, whether it’s a weekend trip or a two-week long

cruise, I used to be an over-planner. I had to make sure I was stuffing in as

much as possible to make the most of my time. I would force my friends to

visit three different places in the matter of an hour, rushing us through tasks

since I felt like we might miss the next. It would stress me out, it would stress

my friends and family out, and I took less vacations because of this desire to

plan. I thought about how vacations were still stressful, so why bother

planning them? 

After one weekend trip, I realized it was me who was making them so

stressful and that it didn’t actually have to be that way. This trip was

something last minute, making it harder for me to plan so much. I felt guilty I

didn’t visit some of the monumental landmarks of the trip, but I gained a new

perspective as I looked through pictures. The most fun that I had with my

friends was when we were just out to eat or walking around in the park. 

When we were just hanging around relaxing, we would laugh and joke. If we

were on a tour or at a museum, we would be listening to a guide or reading. 

The most special moments didn’t come from the 80% of planning I did, but

instead the 20% of time that I had been spending just hanging around with

my friends. Looking back on all of my trips, it was those small moments that

mattered most. 

Basically, we can conclude that 80% of our happiness only stems from 20%

of what we do. You might go to events, be an active participant in

networking, have social media, stay healthy, go on trips, and everything like

this, but consider which out of all of these tasks are actually providing you

with happiness. 

Sometimes these tasks can create so much stress that the happiness they do

provide cancels itself out. Let's take a look at the things that are dragging you

down to get a better idea of how you can use this rule for your life. 

THE THINGS THAT DRAG YOU DOWN

There are so many things that keep dragging you down. If you want to be more productive, the best thing you can do for yourself is to crush the 80/20

rule. Pay attention to all these factors that are keeping you chained in a place

of unhappiness. The first thing that is dragging you down is physical stuff. 

This is furniture that you don't use, rooms of your house that stay empty most

of the time, it's the endless number of T-shirts that you never wear, it's the

food in your pantry that has been sitting there for years. 

You'll realize as you keep going to these things you likely only grab about

20% of them. The rest go unused, and you're not making the most of what

you have given your attention to. Another thing that is keeping you bogged

down is mental clutter. 

This is stress and anxiety over the ‘what ifs’. It's a constant rumination of the

past. It's a thoughtless replaying of situations that you can't change anymore. 

These keep you unproductive. 

One thing that you can do to help overcome these mental moments of clutter

is to confront that thought. Stop it right in its tracks, shut it up, and slam the

door in its face. 

Focus instead on something else. Treat these thoughts like a rude houseguest. 

They have overstayed their welcome and now it is time that you kick them to

the curb. They might still be out on the street, and you might still see them

passing you by, but you are not going to let them stay in your home anymore. 

One thing that drags us down is the desire to know everything. 

You might have to look at every corner of somebody's social media to try to

get a sense of who they are. Maybe you investigate meaningless facts and

pointless statistics that you forget about in any way. Going back and

replaying through memories, rereading conversations, and looking at the

Facebook profiles of people you went to high school with is just keeping you

down. You often forget these types of things, so don't let them become a huge

part of your day. 

Of course, it's fine to scroll the internet every once in a while if you're just

trying to relax and zone out, but a lot of times, these things are the very

distractions that keep us from being productive. 

Remember to stop doing things mindlessly. Snacking, watching TV, and

things like that can be enjoyable experiences if you are cultivating the time to

do so. However, many people do this on a daily basis. They go to work, get

home, and just turn on the TV and sit there the rest of the night. It's fine if

you really enjoy watching TV, but it's not productive because you're not

actively watching. 

If you're sitting there watching documentaries, new series, and exciting things

all day long, one could argue that's productive; however often we just

mindlessly do things like eating chips and going about our days without

paying attention, instead of focusing on that mental clutter. 

Turn your attention towards valuable and productive thoughts. 

RECOGNIZING YOUR BALANCE

It is up to you to determine the balance of what is the 80% and what is the

20% in your life. What are these meaningless things that you can cut out of

your life? And what is that 20% that continues to drive you towards

greatness? 

This is all very important to consider so that we can begin to come up with

our very own plan to crush this rule. 

Reflect on the things that you have done and trace them back to the root. 

What was it that you did that legitimately helped propel these things? What is

it that actually managed to affect the outcome? 

Consider removing different factors from your life and visualize if the

outcome could have still occurred by removing those aspects. This could

include things like your education, schooling systems, and so on. Remember

that not everything is necessarily about productivity either. While you might

be able to cut out the other 80% that is meaningless, it could also mean

cutting things that you just generally enjoy. 

We still want to be happy from moment to moment, even if what we do now

does not affect us later on. If you keep holding onto stress and building up those moments of pressure, you're not going to give yourself the freedom to

actually enjoy life around you. 

MINIMALISTIC LIFESTYLE CHOICES

Minimalism is a growing trend of people who choose to use less. While it

might seem like the current lifestyle fad, it is a legitimate practice that can

help you become more efficient and productive. 

Minimalism began as a response to the art movement that was happening in

the late 1960s. In the second half of the 1900s art was very academic. It was a

stuffy environment and it was all about who you knew and how well you

could follow the instructions that were given by art teachers. 

Minimalism attempted to break those boundaries. 

Rather than continuing on with the same motions of what people had been

trained to do, the artists started to use different materials and create abstract

art. In this process, something entirely new was discovered. 

Now, minimalism is a response to consumerism that has infiltrated our

society. We are taught to buy more and more and more. Don't just get one

thing, get 10 because then it is only $10! 

You're conditioned to buy one so you can get one free, even though you

didn't need that second item. We're told that having 10 different low-quality

shirts is better than having one solid shirt because repeating outfits is bad. 

Minimalism aims to cut your life down to the things that are absolutely

necessary. It removes all of the filler that is preventing us from actually being

happy, and instead replaces it with things that will fulfill us in the end. 

Minimalism is important to cultivate because it makes you question whether

or not you actually need something. The idea of giving all of your stuff away

is terrifying; Don't think of it like that. Instead focus on one thing at a time. In fact, I challenge you right now to look around you and think of one thing that

you could give away. 

It might be one thing that you forgot you even had in the first place. By focusing on cutting these parts of our life out, we make it easier to pay

attention to the things that are most important to us. The best way to start to

be a minimalist is to look at areas like clothing, clutter, and even

technological baggage. 

We'll break those down for you in the next section, but the first thing you can

start to do is notice these areas. Pick up items, hold them, think about them, 

and ask yourself truly to the core is this necessary? Is it helping you feel

better? Are you a happier person because of it? Imagine if somebody stole

this item from you. Consider if you lost it in a fire. What if you accidentally

threw it away? Would you be able to survive in these situations, and if so, 

you likely might not need it in the first place. Would you take this with you if

you only could carry a few items? 

Consider what you absolutely cannot live without as well. Minimalism

doesn't mean that your house has to be completely empty. If you love reading

books and enjoy sharing them with other people, then keep those books. 

However, if you keep going to the store and you buy books and you never

read them, consider if these are just unfinished tasks that are keeping you

distracted. 

CLOTHING AND CLUTTER

Many successful individuals, like Barack Obama and Steve Jobs, were

minimalist with their outfits so they could focus on things that required more

of their attention rather than what they were going to wear each day. 

You might not realize it, but the clothes you’re wearing could be affecting

your focus. All throughout the day you might think of what clothes you have, 

which you don’t, and what they might look like as you’re wearing them. You

could be self-conscious because of your clothing, distracting from your

ability to remain focused throughout the day. 

It’s time now to truly clean out that closet. Let go of clothing that you’re not

going to wear and make it easier on yourself to figure out what you’re going

to wear tomorrow. Free up time doing laundry, cleaning up clothes, and

picking out what you’re going to wear. 

Don’t pressure yourself to make it an impulsive action either. You can

gradually get rid of things, give pieces to friends, and find ways to repurpose

things through methods such as creating a quilt or blanket. 

Keep around pieces that are timeless, high quality, and wardrobe staples. 

Things that are plain and seasonally versatile are great as well. 

Think of your closet as a pantry. Build it with many solid staples that add

together to create many outfits rather than a bunch of specific clothes you can

only wear a few times. It makes it easier to throw outfits together so you’re

not constantly thinking about what to wear. 

Again, if fashion is absolutely your passion, then please don’t force yourself

to rid your closet of things you actually enjoy. If it makes you happy and

reduces stress, keep it around. Not everyone realizes that they don’t actually

care about fashion and instead have been led to believe so through influence

from society and others. 

Include things you really love and don’t let your clothing weigh you down. 

TECHNOLOGICAL BAGGAGE

Technology needs a good occasional scrub just as everything else in your

home. I’m not just talking about dusting your TV stand or cleaning up your

keyboard. Organizing files and deleting unnecessary things stored on your

computer can change more than you’d think. 

Not only will this make your computer faster in some situations, but it will

make it easier for you to find things you need and not think about old

distractions. Computer clutter can keep us as lost as physical clutter. Try

some of these technology cleaning tips to keep your life easier:

Keep flash drives around to store pictures and other files you can

organize. 

Delete apps off your phone you don’t use. 

Go to old social media pages and delete past posts. 

Clean up phone contacts. 

CONSIDER HIRING HELP

With all the extra cash you save on things like food and clothing, why not use

that money to hire someone to help you accomplish some of your tasks? 

Remember that there are plenty of people out there willing to help you out for

a small fee. Many apps make it easy to find people to help us with small tasks

that can free up time to be used on something better. Though it might cost

money, you can use whatever has been saved from better shopping habits. 

You can drop off your laundry at many places to have it cleaned. It could

even out costs because you won’t have to spend money on the power or water

needed to run the machines at home. You have more time to focus on work, 

not on having to do the laundry yourself. 

You can have dog walkers and babysitters for times when you just need to

get chores done at home. Many locations have grocery delivery and pickup

services that make shopping much easier. You can also find helpers for lawn

care and cleaning your home. Whatever could be shaved down might cost a

little money but can still save you plenty of time. 
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BONUS HACK – HAVE A GREAT TIME NO MATTER WHAT

There are people in this world who seem to have it all. They might have a

great body, somebody who loves them, and friends and family who envy

their successes. I have seen people like this. I have known individuals who

seemed like they had a life to envy. What we forget is that sometimes this can

be all an act. It doesn’t matter what is happening on the outside if on the

inside you still feel miserable. 

There was one friend who seemed like she really was living the truly perfect

life. She had a great career, a loving family, and was successful in outside

activities. 

We were having lunch together one day and she completely broke down. She

revealed to me she was miserable. It was easy for her to put on a smile and be

productive all the way through her tasks, but she was still feeling so sad

inside. She was always stressed about whether she was going to be able to

accomplish what she had set out for herself. She was constantly worried that

she was letting somebody down and believed she was a bad mother. 

She was efficient and productive, but it kept her feeling drained and lonely

because of the stress and weight of these tasks that were pressing down on

her. I realized that even though she was productive, she got things done, and

she had healthy habits in her life, she was still unhappy. 

She was focusing on external factors and not looking inwards. I realized that

above all else, the most important thing you can do for a more efficient life is

to make sure that you have fun. It makes it easier to be motivated and to

encourage yourself through these tasks. You can train yourself to fall into healthy habits, but you also have to train your mind to have gratitude and be

excited. 

In this final chapter I want to provide you with the important reminders

needed to continue to live a life that you are not only productive in, but that

you absolutely love. 

FORGIVING YOURSELF FOR LOST TIME

Our brains can work in funny ways. Sometimes you might have moments

where you're sitting there excited and feeling good about yourself, but then

suddenly your brain convinces you to feel bad. You might revert to a time

when you should have appreciated more. Maybe you're feeling regretful for

times that you weren't very productive, and you could have been more

efficient. 

It's hard to manage these types of feelings as they do come in waves. When

that guilt is persistent and reminding you that you wasted time, always

consider how it could have been used for good. For example, maybe you

learned a valuable lesson. Perhaps you were stuck in a situation that kept you

unhappy for years, but maybe it taught you exactly what you needed to be

happier later on. Forgiving yourself for lost times means recognizing what it

is you believe you lost out on. 

While you might have missed one perspective of life, you gained one that

others never will. For example, maybe you dropped out of college and now

you're looking to get more productive to finish a degree as an older adult. It's

scary to go back to school, especially because it can bring up some regret. 

You might wish you had tried harder when you initially went. However, you

might also have a much greater appreciation for your education now. Rather

than going through simple training that many students do, you've picked out a

career that you know you will like because of the person that you've become. 

You'll be more dedicated and focused. While you might have missed out on

things like college parties and dating around at that age, you have a whole

new experience that many other people don't gain. Often, we focus on the

negative side of our past, but we forget to seek the positive that we can use. 

Now, again, even if a situation at the time was bad, or seemed wasteful, it is

the now that matters the most. You cannot go back and be more productive. 

You can't call your past self and ask to be more efficient. The only thing we

can do is let go of those feelings of regret and use them to remind us of what

is important now. 

You also learn from your mistakes when you are regretful and guilty. By

having these types of emotions, it's a sign that you are an empathetic and

caring person. You love yourself and you want what's best, so now you are

acknowledging that you might not have done that in the past. By paying

attention to the things that you wish you could have done, you can focus on

adding those into your life going forward. Never shame yourself. It only adds

to the guilt and makes you feel even worse. Always aim to be productive with

this self-reflection and consistently remind yourself that the remorse is not

going to do you any good. There is no way that we can travel back in time, no

matter how much we might want to do so. Technology is just not there yet, 

and it might not be possible in general. Until then, we have to learn to

embrace our past, even when we could have done more. 

Wherever you are in life now, it's a very important place. 

You have this specific mindset and your life is going to continue on a

trajectory towards the things that you want, as long as you focus on being

productive. 

You would not be able to be here with this realization now, if you had not

gone through certain experiences in the past. You have a chance now. 

You would not be here at this specific point if it were not for your past

circumstances. 

Even the negative experiences that we don't want to think about have shaped

who we are today. 

If I hadn’t been laid off from one of my past jobs, I wouldn’t be at the one I

am right now. 

If I hadn’t gone through that terrible break up four years ago, I wouldn’t have met the love of my life three years ago, and I especially wouldn’t appreciate

our relationship as much now. 

If my mother hadn’t suffered the miscarriage she did three months before

conceiving me, I would never have been born. 

If my friend hadn’t lost her first husband to cancer, she wouldn’t have the

husband and two children she does now. 

It’s not that I’m happy I got laid off, excited about my mother’s miscarriage, 

or thrilled about the passing of my friend’s husband. These are horrific and

tragic events that no one should have to live through. If I had a time machine

who knows what decisions we could truly make. 

All there is to know now is that these things happened, and we can still find a

morsel of good, no matter how small. 

The negative experiences you’ve lived through have set off a series of events

that continue to carry into the future. 

One day you might have a child. You will only be able to have that specific

child by going through these specific circumstances. Anything different

might have various results, and we only realize how serious when we live in

the present. 

This is your sign. 

 This is your second chance. 

No matter what you do, enjoy and embrace life. Look for every way that you

can constantly improve, even if that means just enjoying your peaceful quiet

time. 

Soak up the seconds that surround you. Don't let moments of time slip away

anymore and use all of that guilt and remorse to propel you towards an

appreciative future. You can be grateful. You can be excited, and you can be

thrilled consistently. 

Remind yourself of what hardships you have worked through. The terrible

times have also added to who you are now. The bad things that you went through made you so much stronger. It's scary to think about having to go

through those past experiences once again, but it is only once you live

through them that you realize how strong you are. You would only have that

strength by going through those bad situations in the first place. 

The more you get to know the wonderful life that you've created, the easier it

will be to realize how appreciative you are of the present. 

We are very hard on ourselves. We don't give ourselves enough credit. 

You're the one who's gotten you to where you are now. 

KNOWING WHEN TO STOP

Some days that you planned to be productive you just might not be. There’s

no point wasting all day trying to force yourself to do a task that you really

don’t want to. If you’ve finished this before and know you can do it but just

aren’t in the mood, it’s OK to do some schedule reorganization. 

For example, let’s say you’re a freelance video editor. You set your own

schedule, so you work normal freelancer hours. Then one night you have a

terrible fight with your girlfriend. The next morning you can’t get any work

done and are constantly distracted thinking about the fight. You can’t

concentrate on the video, but time is running out in the workday because you

have to work out, do chores, and meal prep afterwards. 

It seems work isn’t going well, so why not swap the schedule? You might

find that working out in the morning actually helps alleviate some of the

anger due to the fight with your significant other. Then you can focus on

meal prepping and cleaning which also keep you distracted. Your girlfriend

gets home from work, the two of you make up, and you can do a few hours of

work that night when you would have been doing other things. You’ll be

more efficient because you’re not stressed from the fight and you don’t have

to worry about tasks coming up. 

Anytime you overwork yourself, it could take away your energy for other

moments, causing an even greater lack in productivity. You could stay up all

night to finish an assignment, but then you’re tired the next day, skipping out on that assignment too. 

Always ask yourself at the end of the day, “Am I having fun?” If you say, 

“No,” every single time, then it’s time to re-evaluate your habits. 

Are you being efficient in the area that you are passionate about? 

You could be extremely successful in one area of business, but if you

absolutely hate it and wish you were doing something else, then what is the

point at the end of the day? 

It will leave you feeling completely lost and hopeless, because you will have

no direction or passion that you actually care about. 

Life is short and while we can't live every moment completely excited about

everything we're doing, we should never live in total misery. Even in

struggles and challenges, you should embrace these moments and find ways

to be productive or to learn from them. 

Sometimes you will just have to live through bad things. For example, 

sicknesses and health problems, random tragedies and accidents. These things

are unavoidable throughout an entire lifetime. Usually at least one bad thing

happens to us whether it’s losing a loved one or simply having an illness. 

Hopefully everyone reading this can carry out the rest of their lives never

having to deal with that, but it's unrealistic to expect everything to go

perfectly. 

Even in these moments of struggle, even in times when you might be having

difficulties, know when to stop. Take the pressure off of yourself. Allow

moments of pain to be powered with acceptance. Embrace challenges and

learn and grow from them. 

Life is not about being satisfied with misery but instead, turning misery into

something of value. Take these moments as teaching opportunities that help

prevent you from having to go through them again or allow you to discover a

great realization that provides you with deeper truth. 

FINDING INSPIRATION

As you continue on in this crazy life and wonderful adventure, you're going

to want to continue to look for inspiration wherever you can. This inspiration

is going to power you through your moments of doubt and times when you

might be fearful over your abilities. It will come in handy when you are

checking in with your goals and it allows you to discover greater value in the

things you strive for. 

This inspiration is necessary to keep you productive and creating healthy and

positive goals. Inspiration can be found everywhere. It's not about

surrounding yourself directly with things that inspire you but instead, 

learning how to pull that wonder and curiosity from everything. You should

always want to get to know what you are evaluating on a deeper level. 

Explore the world through a child-like lens, but with an inquisitive expert’s

mind. 

To find inspiration, the first step to take is to look at things that already make

you feel good about yourself. What drives you and fills you with passion? 

What provides you with a sense of worth and high self-esteem? For example, 

if good music inspires you, make that a huge part of your life. Allow yourself

to create inspiring playlists and take a moment out of your day to just sit and

study music. If art is your passion, go to more art museums. Follow more

artists online. Create your own art. Read books on art. Use inspiration

directly from things that fill you with that passion. Use inspiration from

things that generally make you feel good about yourself as well. Hanging out

with friends or meeting up with somebody for lunch might be enough to

provide you with the high self-esteem needed to be inspired through tasks

which require your attention. 

Inspiration can be found everywhere around us, even if it's unrelated. Step

outside of the box for times that you can't seem to focus and in moments

where you might be having something similar to writer's block. Remind

yourself that it's okay to be separated from the situation. Sometimes it's not

about starting over when you’re in a rut but instead flipping something

around. You could do this physically or just metaphorically. Think literally as

if you were painting. Maybe you're creating something abstract and it's not

speaking to you. Flip the painting upside down and start again. 

The same goes for something like writing. If you're creating a story, think

about how the story can be told completely differently. What if instead it was

a drama? What if you add moments of comedy? Perhaps you can envision

how the story would be told if it were a play. 

Look at it through various perspectives rather than just one because it'll be

easier to be inspired to have new ideas. Have an inspiration backup book. 

This can be like a notebook or maybe something that you keep on your

phone. It can be pictures of things that inspire you, songs, quotes, and even

messages from yourself. 

Use this whenever you are feeling like you need more inspiration. Also

remind yourself that sometimes taking a break is your best option. If you're

sitting there trying to come up with new ideas and your brain is completely

blank, it's best to get up physically and remove yourself from the situation. 

Focus on something else and completely clear your mind of the thing that is

keeping you distracted. Allow yourself to not have to worry about that at this

moment and instead just take a break and let your mind be peaceful. Do

something mindless like doing the dishes or playing a game on your phone. 

Pull all of your attention from what you're trying to be inspired for and you

might realize that this reset button allows you to come up with a completely

new idea. 

PRACTICING GRATITUDE

Gratitude is the practice of being appreciative of the things that you have. It's

not necessarily the same as being thankful. When you are thankful you

acknowledge something great and are appreciative usually for what you've

been given. 

With gratitude you know how to look at any situation, regardless of who is in

control, and find something positive to pull that inspires you. 

Gratitude is a reminder of what you have things in moments when we are

looking for what we do not have. Gratitude can happen anytime and doesn't

occur just after you've been granted something good. 

Practicing gratitude does not involve being blindly positive. You're not

ignoring all of the bad things. Instead you're focusing on what is good. You're

not ignorant that there's negativity in the world. In fact, the acknowledgement

of this is what can inspire you to feel even more appreciative of the things

around you. 

To begin to practice gratitude, start simply in a way that you likely already

understand. 

Have gratitude over your material possessions. This includes everything from

the home that you live in, to the clothes that you're wearing now. Think about

the food that fills your fridge and your cabinets. Think about how you can

walk into the bathroom and turn on the water or flush the toilet. Be grateful

that you have clean socks and underwear and a dry bed to go to every single

night. 

Often, we overlook these simple, material possessions and instead only think

about how grateful we are for the fancy things like our computers or designer

clothes. 

The next thing you should have gratitude for are situations that you've

already lived through. These are experiences that have taught you who you

are now and provided a new perspective that you didn't think was possible to

have in the first place. 

Practice gratitude over even negative situations. You can first be grateful that

you don't have to live through it again. You can be thankful that it's over now

and that you've managed to survive. You can also be grateful because it

might have propelled you to where you are now. For example, think about a

bad past relationship. This can make us feel very depressed and could even

lead to laziness if you're constantly ruminating over what you could have

done, and the regret that you still carry from that relationship. 

Gratitude can be used to make you more productive. You can look at your

life and realize, even though you had that terrible relationship that lasted

years, you broke it off at the right time needed to meet your new partner. The

two of you now have a child together so it’s worth it in the end. 

It makes you more appreciative of the things around you, therefore pulling

your focus from anxiety and instead placing it in a situation where you are

appreciative. 

Have gratitude for your body. This is one thing that many of us overlook as

well. If you can see, think, talk, write, jump, climb stairs, bathe yourself, use

the bathroom alone and feed yourself, these are all things that you should be

very grateful for. Not everybody can do all of these things. That does not

mean that their life has less meaning. Lacking one of these things does not

mean there isn’t more to have gratitude for. But we do need to recognize we

should not take these things for granted. 

It's not about realizing that other people wish for our things but

acknowledging that what we have ourselves is something that we can be

happy with as an individual. It's about creating your own positive mentality

and not focusing on the mentality of somebody else. 

You can have gratitude for people. This includes loving family members and

a close circle of friends. It can be very rare to find people that we relate to, so if you have others that you feel comfortable talking with you can be grateful

for that. 

Have gratitude for the world that we live in. Even though it can be seemingly

filled with terrible people, and there are plenty of negative circumstances that

others have to live through, we still live in a very beautiful world. It's filled

with wonderful plants and animals, and other amazing people that help make

things work. 

Having gratitude is all about finding the balance. It's not just convincing

yourself that you're happy if you're not; it's focusing on what you have in a

world where we're constantly made to feel like we need more. 

Gratitude is something that you can practice daily. Start by waking up every

morning and thinking about one thing you are grateful for. Every time that

you are feeling negative and wishing you had more focus on what you

already have. 

When you tell yourself absolute phrases like, “I hate my life,” or “everyone is terrible,” remember to have gratitude for the things that are surrounding you

at the present moment. 

Even if the things that you continue to be grateful for on a daily basis are the

same, that is fine. All that matters is that we are showing acknowledgement

for the good and positivity that already exists in our life, to keep us motivated

to carry out healthy habits. 

CONCLUSION

Everyone alive needs to learn how to let go of laziness. For too long, we have

been using so many excuses to get away with repeating behavior we know is

not best for us. 

As humans we seek comfort. We need safety and protection because it is in

our animalistic nature. We must be reminded that we are safe, and nothing is

going to harm us. Like any other animal, we seek out this protection. 

Unfortunately, that means falling into habits that aren't necessarily good for

us just because they are comfortable. This process is going to require a little

bit of discomfort, and you've likely already felt some of that as you've

confronted your thoughts. 

It's going to continue to be a mental challenge, but something that you can

recover from as you grow your abilities to self-reflect. Let's recap the tips one

final time as a reminder of all that you can do to better your life. 

You'll be able to control your time and prioritize the things that are best for

you. Rather than being focused on things that are out of your control, you'll

be able to better manage the tasks that need your attention. You can boost

your productivity to see better results, both in personal settings and your

professional field. 

Procrastination can be ugly but when you follow these steps, you'll be able to

control what you give all of your attention to. 

Start early. Whatever time that you think you should start, start a little bit

before that. Always give yourself plenty of buffer time to ensure that you are accounting for unexpected things to happen. You might push things off

because you know that you can get away with waiting but remember to

prepare for emergencies and convince yourself that this time is needed to

manage your anxiety. 

Starting early is absolutely important if you want to be ahead of the game. If

you're looking for methods to be better than the best, remember that others

will always be one step ahead. They might not be as skilled and talented as

you are, but there will always be someone quicker, so remember that you

want to be there ahead of the game. 

There is somebody who has likely shared similar ideas as you and thought

that they were the first. We all want to be the one that discovers and explores, 

but we can't do that if we are starting now. Create the perfect schedule so it's

easier to follow along as necessary, plan out your day, and always look for

methods to sneak extra time in your schedule that you can dedicate

elsewhere. 

Blocking distractions is absolutely essential if you ever want to be free from

constant procrastination. Be honest with yourself when evaluating the things

that take your time. For some, these are obvious distractions like our cell

phone and other electronics. For others, it might be random things like having

to tidy up or getting caught up reading books or magazines. 

What is it that is distracting you? 

Even if you're distracted by healthy things like cleaning or reading, it isn't the

best for you and could be the end if you are ignoring what requires your

attention the most. 

The key to succeeding is setting goals. Not just any goals, but realistic and

time-restricted milestones to build a set of stairs towards success. 

When you learn to say  no  you free up your time and make self-discipline

much easier. Keep it simple. You don't owe people huge long explanations. 

You're entitled to your free time and wanting to be alone, so sometimes that

means having to say  no. 

Throughout this entire process we can't overlook the importance of what could happen if you don't pay yourself first. Make sure that your health is

taken care of. Our health is the most valuable thing we have, so we cannot

allow ourselves to take that for granted. You might love your friends and

family more than anything else and believe this is of the highest value. How

can you appreciate your family and how can they spend time with you, if you

aren’t caring for yourself? 

Focus on your sleep and create a healthy morning routine that isn't just

productive, but that makes you feel better about yourself. You want to have

confidence and high self-esteem throughout the day to tackle your biggest

issues, and you can’t do this if you're waking up last minute and rushing into

work. 

Create a schedule that is realistic and that you are excited about. 

Be thrilled about tomorrow and don't just hope or assume that you're going to

be able to get something done that you don't want to do now. We have to be

honest with ourselves, because often we set ourselves up for failure with the

unachievable and unrealistic schedules we hope to fulfill. 

Remember to be a minimalist in areas of your life where you can. Not all of

us are going to throw all of our belongings away but be mindful of what

you're spending your money on that isn't making you happy in the end. What

distractions are there around your home, and what can be done to make you

more efficient? Finally, our last tip is to make sure you are having fun no

matter who you are and where you are. This is a process about growth and

self-love, so if you do not feel that in the process, it is not worth it. 

You can achieve the things that you want, and you will find happiness when

you commit yourself to letting go of laziness. 

Be strategic in the way that you blow things off or push things until later. 

Eventually you will be able to cultivate the life that you have always dreamed

of. 

It's all about taking the first step, no matter how small that might be. 

WHAT DID YOU THINK OF LETTING GO OF LAZINESS? 

 First of all, thank you for purchasing this book  Letting Go Of Laziness . I know you could have picked any number of books to read, but you picked this

 book and for that, I am extremely grateful. 

 I hope that it added value and quality to your everyday life. If so, it would be really nice if you could share this book with your friends and family by

 posting to Facebook  and Twitter . 

 If you enjoyed this book and found some benefit in reading this, I’d like to

 hear from you and hope that you could take some time to post a review on

 Amazon. Your feedback and support will help this author to greatly improve

 his writing craft for future projects and make this book even better. 

 You can follow this link to  https://amzn.to/2L38zbj   now. 

 I want you, the reader, to know that your review is very important and so, if

 you’d like to leave a review , all you have to do is click here  and away you go. I wish you all the best in your future success! 
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