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CHAPTER 1- HOW TO GET IMPORTANT THINGS DONE

Have you ever noticed that some people seem to be able to get an enormous amount of work done in a single day while others struggle with one task? The difference is that people that are able to get a lot of things done know what is involved in getting important things done and they know how to create an action plan to achieve whatever they want to achieve, whether that is throughout the course of a single day or something that is more cumulative over the course of a lifetime. It is related to goal setting and more importantly, to habit stacking. They have essentially figured out a way to live their lives that helps them be more productive and realize the things that are truly important to them while others continue to struggle. People that figure out the secret to achieving this are able to live out their dreams as opposed to struggling on an almost daily basis just to get by. The good news is that it is really not all that difficult. It simply requires that you learn how to set up a list of things to do every day and then take action in order to accomplish everything on that list. The most important thing is that you have to learn how to do all of this even when you are not motivated.

How to Set Up a To Do List

This is probably the easiest part of the entire thing. Throughout the course of your day, you will have things that you absolutely have to do such as go to work. You also have to get up in the morning, brush your teeth, take a shower and get dressed. You have to find some type of transportation between your home and your work or you have to walk. These are the things that you know you will have to do every day without even thinking about them. However, none of these things are likely to get to any closer to your goals unless your goals are only career oriented. Even then, you need to have a clear list of things that you must do in order to continually advance at work and achieve those goals. Without it, you are essentially a ship that is dead in the water. The first step to setting up a to do list that actually works is to figure out what your goals are and what you need to work on. That helps you zero in on those things and then you can tailor your list to suit those particular subjects. Write your list down using SMART Goal Setting. This helps you ensure that everything you are putting on the list is realistic and that it is something you can actually achieve. Furthermore, when you break it down, you are forced to be specific about your to do list, to make sure that you can measure your progress. It also forces you to create a list of things that you can realistically expect to be able to do in a single day. Setting up a daily to do list also makes you think about your goals and the steps that you are going to take every single day and this helps you continuously work on things when you might otherwise let them slip by the wayside.

Take Action

After you have your to do list, it is time to take action. You know what specific things you need to do during any given day in order to work toward your goals of the future. However, you have to actually go out and complete those actions. Perhaps this requires you to make it a point to go to the gym and workout after you get off work so that you can work for a healthier, leaner body. Perhaps it requires you to sign up for overtime so you can be better off financially or to volunteer for heading up that next big project at work so you can advance at your job. You know exactly what you must do and this gives you clear direction. When you are having a good day, it is usually relatively easy to take action but you have to be careful about refraining from putting so many things on your list that you flameout before you get to the end of the list. Plan to take action on what you can accomplish without driving yourself crazy in an attempt to cram four days into one.

What to Do When You Are Not Motivated

The hardest part about taking action is knowing what to do when you are not motivated. Every person on earth has bad days. Sometimes this is because you do not feel well or you are overly tired. Sometimes it is because something has happened that you had no control over, yet you are deeply affected by it and this in turn affects your desire to go out and accomplish your daily tasks as if nothing had ever happened in the first place. Sometimes it happens simply because you wake up in a bad mood and you do not want to face dealing with the things that you have to do that day. However, the real key to success is being able to push through those moments and stick to your list anyway. People that experience a great deal of success are the ones who are able to separate their emotions from what must be done and then work through it regardless of how they are personally feeling. The key to doing this will be different for every person. You have to find your passion. Think about why you want to achieve a certain goal. Why is it so important to you? When you are able to answer this question completely, you know that you have found your passion. You can then use that passion to propel yourself forward even when you are having a day when you could not be less motivated if you tried. The best part is that when you do this long enough, it begins to become a habit and you learn to stay the course even when you do not want to.

Summary

A lack of motivation is something that affects every individual from time to time. However, by learning to overcome those issues you can begin to work ceaselessly toward achieving your goals. This will help you find the success that you are looking for and it will also teach you how to remain successful and achieve even greater things later on because you will have already learned how to prioritize your actions even when you are not emotionally on top of your game.
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