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  Terms of Use




  Any information provided in this book is through the author’s interpretation. The author has done strenuous work to reassure the accuracy of this subject. If you wish you attempt any of the practices provided in this book, you are doing so with your own responsibility. The author will not be held accountable for any misinterpretations or misrepresentations of the information provided here.




  All information provided is done so with every effort to represent the subject, but does not guarantee that your life will change. The author shall not be held liable for any direct or indirect damages that result from reading this book.




  Introduction




  Nowadays, with society constantly moving and technology constantly changing, it can become difficult for an individual to stay focus in the midst of it all.




  With the internet roaming around, it’s often difficult for just anyone to stay on task with their work, especially with all those social networking sites like Youtube, Twitter, Facebook, Tumblr, etc.




  Though, even without all those networking sites, society is pressuring enough. It’s easy to become distracted with your work when the going gets tough.




  You feel like there’s too much work for you to handle and no matter how much you’re able to finish, you’ll never be done.




  At the end of the day, you’re just tired and worn out. You feel less motivated to work because you feel like you aren’t accomplishing much, or you might not be accomplishing anything for that matter.




  You don’t want to end up being a workaholic and you want to make some time for yourself to relax and enjoy what’s around you, which is why you took refuge in this book.




  This book will guide you through the process of how to be productive. It will help you finish your work at a faster rate than the rate that you’ve been going at.




  It will help you become more organize with not only your work but also your life. It will help you squeeze in more time for yourself.




  Best of all, it will help you settle down your stress meter without breaking a sweat.




  So what do you have to lose? You can start being productive by reading about how to be productive.




  Chapter 1 - The Basics




  Productivity can also be called time management because that’s practically what you’re doing when you decide to be productive: managing your time.




  Time is important. We’ve got too much of it when we don’t want it and we’ve got too less of it when we want it.




  Of course, your biggest issue right now is the fact that you have too much work and too less time to finish it.




  That’s normal and you’re not alone. There are many people out there that are facing the same dilemma that you are.




  However, that doesn’t mean that you’re less successful than those who are already productive.




  It just means that you have a harder time getting through the day without stressing yourself out.




  Just because someone else can be more productive than you doesn’t mean that they are better than you.




  It just means that they know how to manage their time and finish what they have to finish. They know where they need to go and what they need to do.




  They’re focused and motivated at what they do and they will find time to improve on their weaknesses.




  When you’re unproductive, you won’t be able to easily do all that. That’s because you’re looking more into the present rather than the future.




  You’re not making any plans for tomorrow and you’re desperately trying to finish your plans for today.




  The first and easiest step to being productive is to simply relax.




  Before heading off to any type of work, you want to relax yourself because you’re less likely going to be distracted.




  It probably sounds weird but think about it. The more you’re stressed out, the harder it will be for you to finish your job let alone finish it well.
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