
Focus Filter



A year or 5 years from now, will it have mattered?

Does it have to be done?
Is this one of your top 3 most vital activities?

Would it be nice if it were done, but it's really not critical?

Does it have to be done, now?
Is this something that is really on fire, both urgent and important?

Can this be handled at a later date?
Define the "expiration date" of this action, when does it become a true fire?

Do I have to do it?
Is this really something only you can do?

Do you know your true worth, does this produce your hourly rate of return?
Is this an opportunity to allow someone else to handle it (with you as a resource, if needed)?

Can I do it now (1-2 min)?
Really 1-2 minutes to completion? That is less time than storing, retrieving, and acting later. Git'r done!

Is it really 1-2 minute, often we are inaccurate in our estimates of time?
Use a timer that counts down for 2-minutes when doing your these tasks. 

Evaluate your accuracy to improve!
 

When can I calendar it?
To mentally let-go of this task, you have to put it in existence, in reality, now. 

Yup, that means calendar it!
Where, when, with whom, and with what support materials? 

Take 1-2 minutes to get a clear plan now. This saves your time later, too!

How can I promise?
Studies show that when a public declaration is made more is accomplished.

Does that mean publish everything you are up to on Facebook and LinkedIn? No.
Make a promise to yourself, and write it down to add weight.  If you are not enough, use your coach, your

friend, your co-worker, boss, or family member, etc.
BONUS: always have a by-when it will be finished!
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