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Everything starts with an idea




"Mind like water"

2 o

Having ideas, Mind = Computer RAM
not holding them

&/

Mind Like Water A clear mind +
organized thoughts =

effective productivity




Important vs. Urgent
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Focus on what's
important

Maintain balance

O

Decide what to do when
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Eliminate "Emergency
Scan Modality"”
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Attack your day Putting out fires

6

Stop "scanning"




Only 2 Things You
Need to Do

1,

1. What you're

doing right now 2. Everything else

W

Priorities = how you spend
your time
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Efficient vs. Effective
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Efficient = doing Effective = doing
things right the right things
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1. Capture

i

Collect what has
your attention

GTD

2. Clarify

®

Process what
it means

dea

3. Organize

e

5 Steps

q to GTD

Put it where
it belongs

4. Reflect

5. Engage

)

Simply Do

Review
frequently
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