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Thanks again for purchasing my book. I really want you to succeed and to get as much as you can from it. Please make sure you use this workbook alongside the book. In the end, your commitment is what will determine how much you get out of this book. 
I recommend printing this workbook out and using a pen or pencil to fill in the blanks, because writing by hand is much more powerful than typing. I encourage you to keep this workbook with you as you’re reading the book. 

Below is an example of someone who made a commitment and took immediate action after reading my book on goal setting. 

“For those who are curious, the book is geared towards planning to achieve any kind of goal, from simple goals, such as eating healthier, to massive dreams like changing the world. I myself have a lofty goal that I have only just begun to work on, and after reading this book I stopped everything and used the steps to lay out a plan for not only how I am going to accomplish this, but when.” – Mark Richmond, US


Now it’s your turn  

Adopting the Right Mindset 
On a scale of 1 to 10, how high is your commitment to becoming more productive? Be honest with yourself. 

[bookmark: _GoBack]
On a scale of 1 to 10, how much faith do you have that this book will help you increase your productivity?


Clarifying your Goals and Expectations
What is your definition of productivity in one sentence?

Productivity is…


Why do you want to become more productive? 
Example: To be able to spend more time with my family, to have more time to work on my side business, to better take care of my health, etc.

Reasons You Want to Be More Productive:



What precisely are you expecting from this book?
Example: I expect to save 5 hours of my time every week, or I expect to stop procrastinating.

My Expectations:





Your Relationship with Productivity
Have you bought other productivity books before? If so, what difficulties did you encounter in your previous attempt(s) to become more productive? Write them down.

Example: I lacked the disciple to follow through, or I didn’t take tangible actions after reading the book.

Difficulties I’ve Encountered in the Past:



How do you think you could overcome these difficulties? Write down at least 10 ways to beat them.
1.
2.
3.
4.
5.
6.
7.
8.
9.
10.

Among these ideas, which would contribute the most to your overall productivity? Pick the best one, or the top 2.

Example: Waking up early and working on my most important tasks, scheduling my day, or recording my daily activities to unveil time-wasters.

My 1 to 2 Ideas: 


Valuing Your Time 
Using the calculation mentioned in the book, how much should you value one hour of your time? 

Formula Reminder: Monthly Income Target/ (Total Hours Worked Per Month/2)
Example: $10,000/(150h/2) = $133/h, which is the value of an hour of your time.

One Hour of My Time is Worth: 


Thinking Differently
Below are some questions that will help you think outside the box and become more productive. Try answer them and see what you come up with.

The Maverick Paradigm: If I take a step back and look at the big picture, are there opportunities to improve my productivity that I may be missing? Are there things I could do totally differently?

The Lazy Man Paradigm: If I were the laziest person in the world, how would I tackle the task at hand? 

[bookmark: OLE_LINK1][bookmark: OLE_LINK2]The Busy Man Paradigm: If I had only 1 year/1 month/1week/1 day to accomplish X, Y, and Z , what would I do? Am I really as productive as I could be? 









Prioritizing
Consider all the tasks that you have to complete during your day, then choose one that you can delegate, postpone or remove completely. You can choose to do so for your job and/or for your personal life.

	Tasks to Delegate
	Tasks to Postpone
	Task to Remove

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



If you are working directly with customers, is there a way you can “fire” problem customers? If you have more customers than you can handle, could you refer some of them to someone else within your company? 


Focusing
How can you apply the 1 x 1 x 1 rule in your life? 

The 1 x 1 x 1 rule = 1 area of your life x 1 thing x 1 role model.

What is the one area in which making major changes would have the most impact on your life?

My one area is:

[bookmark: OLE_LINK3][bookmark: OLE_LINK4]What is the one task in that area that would yield the most results if focused closely upon?

My one task is:


[bookmark: OLE_LINK5][bookmark: OLE_LINK6]Who is the one role model in that area who would bring you the best results if you trusted them fully and took actions based on their advice? (This role model can be from television, your job, the internet, or wherever else you’ve found an inspiring person.)

My one role model in that area is:

Tip: You can use the following question to guide you: 
What is the one thing you can do that will make doing everything else easier or unnecessary? 

Using the Power of Leverage 
How can I use leverage to supercharge my productivity? Try to come up with at least 1 or 2 ideas for each.
-
-
-

How can you leverage content? (i.e. incorporating more detailed versions of the same content into future works)



How can you leverage technology? (i.e. the internet and any other technology that allows you to broaden your reach)



How can you leverage resources? 
-Are there low value tasks or things you’re terrible at that you could outsource?


How can you leverage money? 
-Who will be willing to pay the highest price for your products or services?


Creating a Sustainable Environment
Who can support you and make sure that you are being productive in your daily activities?
-Is it possible to share this book with a friend and mutually support each other as you put it to use? 

Planning
30-Day Challenge: Plan your day every day for the next 30 days using the 1 x 1 x 1 Rule (1 area, 1 task, 1 role model). Check off each for which you successfully set your daily goals, even if you don’t achieve all of them. I already circled the first day for you 

	1  
○
	2

	3
	4
	5
	6
	7

	8

	9
	10
	11
	12
	13
	14

	15

	16
	17
	18
	19
	20
	21

	22

	23
	24
	25
	26
	27
	28

	29

	30
	
	
	
	
	



Taking Massive Action
Now it’s entirely up to you now. How much action you take will determine the results you will get. 


SOME BONUSES TO FURTHER HELP YOU:

Daily Goal Planning Worksheet

Today’s Date:

What’s my outcome for today?
- 


	My main tasks (in order of priority)
	Estimated Time
	Actual Time

	#1
                                                
	
	

	#2

	
	

	#3

	
	

	#4

	
	

	#5

	
	





Daily Goal Planning Worksheet (Example)

Today’s date:

What’s my outcome for today?
-　


	My main tasks (in order of priority)
	Estimated Time
	Actual Time

	#1 
I will create the first draft of the outline of my productivity workbook.
	2h
	

	#2
I will create a detailed outline for my article on self-discipline.
	20 min
	

	#3
I will come up with 10 article ideas for my blog.
	20min
	

	#4
I will come up with 5 ideas to further promote my book and put 1 into practice right away.
	30min
	




Key Points:
· Use verbs associated to concrete actions leading to tangible and measurable results (create, complete, send, do etc).
· Bad Example: Self-discipline article  No verb. Action required is unclear. Easy to dismiss, procrastinate, etc.
· Good example: Create a detailed outline of my article on self-discipline. 
· Be specific with what needs to be done. Ask yourself: what exactly do I need to do here? How would I know I’m done?
· Bad Example: Work on my self-discipline article  What needs to be done is unclear. What does “work on” mean?? No way to know when the task is done.
· Good example. I will complete my self-discipline article and submit it to my editor.

· Write your goals using pen and paper. I gave you a template, but please make sure you use pen and paper. Doing so is very powerful because it makes a bigger impact on your mind. Taking your time to write exactly what needs to be done with as much detail and clarity as possible will drastically increase your chances of completing the task. When you finish writing, underline the verb and remind yourself of precisely what needs to be done. 

· Focus on your most important tasks first thing in morning. This is the best time to focus on your most important task. Getting it done will set the tone for the rest of the day!

· Check or cross out tasks that have been done. This will make you feel really good 
· BONUS: Carry your goals in your pocket throughout the day. This is optional, but can be very motivating.


TOP 7 Questions You Must Ask Yourself Each Day


1. What is my outcome for today?

2. *How do I protect my time, energy, and money so that they are spent solely on things that will take me closer to my goals?

3. Is what I’m doing right now really the most important thing I should be working on?

4. *What is the one thing I can do that will make doing everything else easier or unnecessary?

5. How would I tackle this task or project if I were the laziest man in the world?

6. Is what I’m doing now worth $XX/hour? (See F.U. calculation)

7. How can I use leverage to increase my productivity? 
(Content, resources, technology, and money)








*Question 2 is from Dan Lok.
*Question 4 is from the book The ONE Thing.

PRODUCTIVITY TECHNIQUES

Working in Blocks
Working in blocks is a great way to stay on task and maintain your productivity. All you have to do is adjust to working on things in specific chunks of time. For optimal results, try 90-Minute Blocks, the Pomodoro Technique, or the 52/17 Method. 

90-Minute Blocks
Spend 90 minutes on your most important tasks. Treat those 90 minutes as sacred: no interruptions allowed. Don’t eat, don’t drink. Don’t go to the bathroom (unless you really need to). Don’t check your emails, look at your phone, or watch TV. Focus! It’s helpful to declutter your space before the 90-minute block. Clutter breeds distractions, and a clean space makes it easier to concentrate. 
After the 90 minutes is up, take a 15, 20, or 30-minute break to clear your mind. It’s best to completely disconnect from whatever you were working on. Spend your break doing something that refreshes you. This could mean going for a walk, reading a book, meditating, or taking a nap. It all depends on what relaxes you. 

52/17 Technique
According to some recent studies, the most productive employees took 17-minute break for every 52 minutes of work. The reason for this is unclear, but you can still reap the benefits of this mysteriously productive ratio. 

Pomodoro Technique 
This method entails working on tasks in 20-minute sessions punctuated by 5-minute breaks. After four 20-minute sessions you can stretch your breaks up to 15, 20, or 30 minutes. 


A METHOD TO BREAK FREE OF PROCRASTINATION

Below is a three-step formula to break free of procrastination

1. Eliminate Distractions
The first order of business is to leave as little room for distractions as possible. When you feel the urge to procrastinate, you’ll find yourself interested in anything but your task. Stay one step ahead of distractions by identifying potential procrastination patterns. When are you wasting time and why? Is it procrastination or inefficient prioritizing that’s draining your time? 

Use the results of your time log investigation to create a Not-To-Do List based on the results you get from the time log and put the list on your desk. My list looks something like this:
-Don’t check emails
-Don’t check Facebook or other SNS
-Don’t go on YouTube or Google
-Don’t go for a walk
-Don’t check my phone 
-Don’t eat
-Don’t check my book sales on Amazon
-Don’t go to the convenience store to buy a drink

The next line of defense is removing all distractions from your desk. You should also plan your tasks in advance, prepare your environment, and give yourself a way to jot down intrusive thoughts. Keep phones, books, food, and other such items far away. The day before you start working on your task, spend some time visualizing yourself doing it. This will help you condition your mind and decrease the risk of distractions.

You can prepare your environment by readying the tools you’ll need for your task ahead of time. Make sure everything is easily accessible. Do any and everything you can to make things as effortless as possible.

Last but not least, keep a piece of paper on hand in case something pops into your mind as you’re working. Use it to write down any ideas or lightbulb moments that come to you. Otherwise, you’ll remember something you forgot to do and decide to work on it… only to end up spending an hour on Facebook. 

2. Become Aware of Your Fears and Emotions 
Get in touch with the feelings that come up as you gear up to work on your task. Observe them, stay with them, and push through them.

3. Reduce the Friction Associated with Starting the Task 
It’s essential to reduce the discomfort involved in beginning your task. You can accomplish this through visualization. Consider your current feelings and imagine how you’ll feel once your task is completed. If that doesn’t work, just start and see what happens. Tell yourself you’ll only work for a few minutes. You can handle almost anything for five minutes, right?

Worst-case scenario, make peace with the possibility of doing a subpar job. Make it okay to do poorly. Chances are you won’t do badly unless you’re extremely tired. And if you really think you’ll do poorly, what makes you think you’ll do any better tomorrow or next week? After all, your plan was to work on it today.
You’ve gotten until the end of this workbook so you must like it! As a self-published author it is really difficult to market my book the way big publishing houses can. So, if you could take a few moments to leave a review on Amazon I would really appreciate it. You can leave your review here.
Thanks!
Finally, let me wish you all the best. I’m really looking forward to hearing from you. I’ll be releasing more content (including eBooks!) for my subscribers in the coming months, so be on the lookout! 


If you want keep working on yourself and making improvements in your life, my goal-setting book can help. You can check it out here on Amazon. 
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For your reference here is what some of the readers have to say about it:
[image: Macintosh HD:Users:thibautmeurisse:Desktop:Productivity e-book:Workbook:Review screenshot (Joe).jpg]
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My Goal-Setting Book Will Provide the Following Benefits:

· You’ll get a comprehensive method that goes far beyond the SMART Method and other traditional goal-setting approaches. 
· You’ll receive a clear, step-by-step workbook that follows the method presented in the book. 
· You’ll learn the best tips and exercises from the world’s top goal-setting experts.
· You’ll get your money back if you aren’t satisfied
· You’ll only spend a few bucks!

Click here to learn more.
An Extra Tool That Increased My Productivity
 
Creating a daily morning ritual has helped me tremendously when it comes to maintaining productivity and staying on track with my goals. 

If you want to create a morning ritual that will support you throughout your life and just need a little nudge like I did, I’d like to recommend an affiliate product that I’ve benefitted a great deal from. It’s a 7-day program called Morning Ritual Mastery. You can click here to learn more about it. You can also email me here if you want to know more about my personal experience with this program.
 
Thanks a lot,

Hope to hear from you soon
Thibaut Meurisse
Founder of Whatispersonadevelopment.org
[image: Macintosh HD:Users:thibautmeurisse:Desktop:WIPD:divers:various pictures:Thibaut.jpg]
Reclaim your potential, reclaim your life
Join me on Facebook.



http://whatispersonaldevelopment.org
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Frode e desde Covers Everything while
By Joe Bames on September 20, 2015
Format: Kindle Editon

Goal setting is a much covered subject with almost all personal development experts covering it, and some specializing in it | was delighted to find that, not only could this book
stand alone, it equaled and even surpassed some of the best titles on the subject.

and engaging read
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Freesfesde Thibaut does it again....priceless! Thank you. Recommended to all. EVERYONE can benefit from this book.

By Karen Dye on August 30, 2015

Format: Kindle Edition | Verified Purchase

‘Thibaut has never failed me with his thoughts of wisdom, recommendations, and self-betterment. It wll be a life-ong joumney to be better, but Thibaut and his
‘goal setting book and workbook make the process accelerated. Thank you. Highly recommended.
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By Franco on May 6, 2016
Format: Paperback | Verified Purchase

Completing it with self-discipline, it is that one book that you need to get things done. Thanks Thibaut for this book.
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