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Lesson 1: Eat That Frog — Do
the Most Important Task
First.

Identify your biggest and most
important task—the one you are
most likely to procrastinate on—
and complete it first thing in the
morning. This is your "frog." Once it
is done, the rest of your day
becomes easier and less stressful.
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Lesson 2: Plan Every Day in Advance.

Take a few minutes before starting
your day to plan it out. Make a
written to-do list. This will help you
stay organized and focused on your
priorities.
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Lesson 3: Decide, Commit, and Take

Action-

Once you identify an important task,
make a decision to do it, fully commit
to it, and take immediate action.
Success always follows action.
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Lesson 4: Apply the 80/20 Rule (Pareto

Principle)

Focus your energy on the 20% of
tasks that produce 80% of your
results. Not all tasks are equally
important—identify high-impact
tasks and prioritize them.
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Lesson 5: Gain Clarity.

Know exactly what you want, why
you want it, and how to achieve it.
Clear goals lead to better
decisions and consistent action.
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Lesson 6: Law of Forced Efficiency.
You will never have time to do
everything, but there's always time
to do the most important things.
Use your limited time wisely.
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Lesson 7: Build Habits, Don't Rely on

Motivation.

Motivation fades, but habits last.
Turn your important tasks into
daily routines to stay consistent
even when you're not feeling
motivated.
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Lesson 8: Stop Multitasking —

Focus on One Task ata Time.

Multitasking reduces quality and
focus. Give your full attention to
one task until it's complete.
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[Lesson 9: Prioritize Your Tasks.

Choose the most important and
valuable tasks first. Being busy
isn't the same as being effective.
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Lesson 10: Create a Sense of
Urgency.

Work with speed and purpose.
Challenge yourself to complete tasks
quickly and effectively. Move fast to
stay ahead.
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Lesson 11:Focuson

Results—Oriented Tasks.

Spend your time on tasks that
bring real results. Ask yourself:
"What one task will make the
biggest difference today?"
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[Lesson 12: Protect Your Time.

Time is your most valuable
resource. Avoid time-wasters like
excessive phone use or
unproductive meetings. Learn to
say 'no.’

L,(__.J“ Ly e :12/—."255_/
Protect Your) S e b

. (Time
duz’“‘ Icf;' “_.-"LA‘-‘--//JA‘—:/ ._af' "_.Sj
_.u.f/L:i & oy

e

St LU r L = 5d AL A
T e B A i

L uvkfle o S U g it Ly
U L
Lﬂ;ff:_;_;.ﬁ;/-*/ﬁ/-,}f:’/uu——/y_?ﬂ'ﬁ
54200~ RERE Y gV SR ¢ P 8

VSN |
A f'puf{:
,u:%m,

14




Lesson 13:Focus on Your Strengths.

|dentify your natural talents and
focus on developing them.
Success comes more from
building on strengths than fixing
weaknesses.
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Lesson 14: Reward Yourself.

After completing important tasks,
give yourself small rewards. This
creates a positive association with
being productive.
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Lesson 15: Break Tasks into Smaller Pieces.

Large tasks can feel
overwhelming. Divide them into
smaller, manageable steps to
reduce stress and increase
progress.
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Lesson 16: Get Started

Immediately.

Don't wait for the perfect moment.
Just start. Action overcomes fear
and hesitation.

Jf‘*a/t//c}.«-—-’:' r?:lfjf—*’. ; J_/
(Get Started Immediately)
_1__,.«____:51“/__) L'/:M K%-L/"‘I’st’iﬂ&’-/
_u:_.ij__}T Lf)’ fg_..

-

=

§i_w Jv‘( L T RN B
-Q:/(._"_.w AE

.- MUY,

— s = 2t L w (s 7Y _ K" <
i /’/63,—3—/ J"j HL éu

e BT L A, S T gt/ A ST e
.- Ji u)L_/T ¥ ((f—'“f

Vad SN |

L;‘-ﬂ:.:f(:";)fuﬁ:?gd'fj S ol
-

18




Lesson 17: Use Technology Wisely.

Use apps and tools to boost your
productivity, not waste your time.
Control your technology so it
doesn't control you.
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Lesson 18: Create a Productive

Environment.

Organize your workspace.
Eliminate distractions. Surround
yourself with things and people
that support your focus.
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Lesson 19: Finish What You Start.

Make it a habit to complete tasks
you begin. Incomplete work drains
energy and lowers confidence.
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Lesson 20: Avoid Procrastination.

Procrastination leads to stress and
missed opportunities. Use
techniques like the 2-minute rule to
take quick action.
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Lesson 21:Review and Improve

Regularly.

Reflect on your work daily or
weekly. Ask yourself what went
well and what can be improved.
Continuous self-review leads to
growth.
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