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"Productivity is never an accident. It is always the result of a commitment to excellence, intelligent planning, and focused effort."

― Paul J. Meyer

“Lost time is never found again.”

― Benjamin Franklin



	[image: ]

	 
	[image: ]





[image: ]


INTRODUCTION
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I'm immensely grateful to you for choosing this book. This particular volume of The Daily Learner series is an attempt from me to distill the life-changing ideas from the best books on productivity and time management in daily easy-to-read meditations. 

So what exactly is productivity? The classic definition suggests that it is “a way to measure efficiency.” Many people assume that productivity means getting more things done on a given day. If you think the same, you’re wrong. Productivity is getting the most important things done on a consistent basis. No matter what line of work you’re in, there are only a few tasks that are truly essential to achieving your desired outcomes.  

At its core, productivity is about getting the results you want with minimal time and effort. Learning how to be productive involves designing a strategy that helps you systemize and better manage your life so that you have more time to do what you want. Your chief aim is to achieve your big goals while having time to spend on things that matter the most to you. 

We often make the mistake of equating being busy with being productive, but those things aren’t the same. We all know people who run around haphazardly throughout their days busy being busy. It’s almost as if they are addicted to constant motion. I’m not judging anyone, in fact I’ve been one of them. Working hard yet not achieving your desired outcomes is a double whammy! And yet many of us fall in the “busy” trap so that we can adhere to the status quo. 

You must quit being busy. Instead, it’s much better to be productive. Not only will you achieve more, but you’ll also get rid of that uncomfortable knot in your stomach — yes, the one that tells you’re doing something wrong — that you feel your entire day. The satisfaction of being productive always trumps the hollowness of being busy. “Don’t mistake movement for achievement,” Jim Rohn explained, “It’s easy to get faked out by being busy. The question is: Busy doing what?”

It’s much better to focus on progress, not motion — to stop being busy, and start being productive. We must be efficient and diligent with our time. We all have 24 hours in a day, and it’s wise to make the most of them and develop lasting habits of high performance, achievement and fulfillment instead of running around like a headless chicken and chasing endless lists of tasks. In other words, work with intentionality, not intensity. Work smarter, not harder. Focus on tasks that bring significant outcomes and spend time doing work that truly matters.

Living and working with purpose and intention helps us eliminate the constant rush and stress in our everyday life. It slows it down and frees us from the modern madness of living a faster life. It empowers us to create an alternate world for ourselves and to only keep the essentials letting go of the frivolous and the insignificant. Furthermore, it drives us to pursue those things, endeavors and activities that bring joy and add value to our life.

If we want to transform our lives, then learning about productivity and time management is not enough; we need to practice it as well. As Tony Robbins has rightly said, "Repetition is the mother of skill"; we can change our core beliefs and enhance our mental skill set by repeating the important learnings every day to ourselves. John Maxwell echoes this truth in his book The 15 Invaluable Laws of Growth as well: "You will never change your life until you change something you do daily. The secret of your success is found in your daily routine."

In the following pages, I have extracted the knowledge and wisdom from the best books on productivity, time management and the art of extraordinary performance in a form that is easy to digest and consume (even if you're not a reader!). Every meditation has been crafted to give you either the essence and the formula, if you will, of the subject at hand, or a groundbreaking idea introduced by the respective author. The repetition of the priceless gems and core principles of productivity in these meditations is intentional in order to help you learn and internalize them in a quicker way. I'm sure the condensed timeless knowledge in these meditations will assist you in navigating through the complexities that come with working in the modern world. The fundamentals to achieving better results and mastering the art of stress-free productivity will never change and that's why it’s crucial that we learn and practice them in our day-to-day life to advance forward both personally and professionally.

Through this book, I would like you to develop a focused and highly productive mindset over the next 21 days. Success is all about habits, and that's why I've chosen 21 days to get you started with the learning process. If you're serious about making a deep-level change in your psychology, I urge you to read the meditation once in the morning after you wake up, and once before sleeping at night. To make sure that this habit sticks, I would highly encourage you to keep reading or listening to books, podcasts and other resources to continue your self-education in productivity and time management.

As you read the meditations, some patterns will emerge. When internalized, they will guide you in your quest to living a productive and purposeful life enriched with incredible achievements. If any meditation piques your interest, feel free to embark further in your self-education journey and read the respective book. At the end of this book, I have gathered all the important takeaways and listed them in the final chapter, Pithy Insights, for your reference.

Once you are done reading this book, I would be grateful if you pay forward by recommending it to your loved ones. As I have discussed previously, cultivating a discipline to serve and contribute not only will help humanity but it will add immense value, meaning and purpose to your life as well.

Last but not the least, keep coming back to this book whenever you get a chance. As Robin Sharma has so eloquently put: "Education is inoculation to disruption. As you learn more, you can achieve more." I'll be honored if this book ends up becoming a part of your personal library and your quick go-to guide for re-calibrating to the productivity mindset as you go ahead in your journey.

I hope you enjoy reading this book as much as I have enjoyed writing it.

Wishing you excellence and everlasting success!

Namaste and Danke,

Parth Sawhney
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​Day 1

HOW TO ACHIEVE DEEP WORK
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“Efforts to deepen your focus will struggle if you don’t simultaneously wean your mind from a dependence on distraction.”

“To produce at your peak level you need to work for extended periods with full concentration on a single task free from distraction. Put another way, the type of work that optimizes your performance is deep work.” 

― Cal Newport, Deep Work

Many people think doing a lot of things at once is the best way to increase their productivity, but this mindset is absolutely incorrect. If there’s one thing you can keep in mind as you begin your work day, it’s this maxim: Multitasking does not equal productivity. 

Multitasking makes you less focused on the most important task at hand. And the same applies for incessant electronic connection. While the constant buzzing of your cell phone and the habit of keeping social media and email tabs open in your web browser may seem innocuous, the truth is that each of them are robbing your focus and your precious attention. Even if you don’t immediately address notifications while working, simply seeing things pop on your screen and/or listening to repetitive tones can easily derail your focus and concentration. 

So how do you overcome these harmless seeming roadblocks and set yourself up for accomplishing deep work? Here are a few effective strategies that you can experiment with:


	
The Monastic Approach: This strategy involves eliminating all sources of distraction and isolating yourself like a monk.

	
The Bimodal Approach: This method entails setting a clearly defined, long period of seclusion dedicated to work and leaving the remaining time on your calendar for everything else.

	
The Rhythmic Approach: In this strategy, you form a habit of doing deep work for pre-determined chunks of time, for instance, blocks of 90 minutes, and using the calendar to monitor your accomplishments. 

	
The Journalistic Approach: Here you take any unexpected free time in your daily routine and use it to do deep work. 
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