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[bookmark: _headingh.urnhh0rtvxg5]I. Planning Effectively
[bookmark: _headingh.2l1c6yftxxto]Day 1 - Planning your year 

First thing you need to consider: what would make the next twelve months truly valuable? 















Now, visualize yourself in exactly twelve months from today. Then, write down what you would have accomplished by filling in the prompt below: 

The last twelve months were truly amazing because:
 _________________________________________________________.


Now, that you’ve written down some of the things you’d like to achieve, select just one of them. To help you identify the one thing you’d like to focus on, answer the questions below: 

What is one thing that if I achieve this year would make me proud of myself? 





What is the one thing that if I achieve this year would make the biggest positive difference in my life? 





What’s one thing I’ve always wanted to do (but haven’t)? 





What do I really really want? 






What’s the one thing that scares me the most? (What scares you is often what you need to do the most?



Finally, use the space below to plan the next twelve months 









[bookmark: _headingh.8na7cas3fmxe]Day 2 — Making the dominos fall 
Time to identify the right domino(s) you need to collapse in order to maximize the odds you reach your goal. To help you with that, consider the following: 

1. What one thing would enable you to build the most momentum?







2. What new paradigm(s) could you adopt? 







3. What one thing or specific strategy would have the biggest possible impact and allow you to make the most amount of progress? 






4. What one thing would reduce your field of options and make almost everything else easier or unnecessary? 


[bookmark: _headingh.oa5zsmar0o5e]Day 3 — Planning your ninety days
Set your ninety goals. 

Look at your yearly goal and identify the milestone(s) you must hit to reach it. Reverse-engineer the process. To do so, ask yourself the following question, “what would I need to have completed by Q3 to ensure I’ll hit my target? What about Q2? Q1? 

Write down the key milestone(s) for each quarter with as much details as you can. Don’t try to create a perfect plan. Just do your best. You can also refine the process later on if necessary. 


[bookmark: _headingh.i0vgco43fnve]II. Planning Effectively
[bookmark: _headingh.j6w9afvi62qv]Day 4 — Being strategic during your day

Step 1. Prioritizing your task. Ask yourself the following questions:
If I could do only one thing today, which task would have the most impact?
Is this task moving me closer to my main goal?
Do I really need to do this right now, or should I do it later?


Step 2. Assessing the validity of your task. Ensure the task is something you actually need to undertake. There is nothing more unproductive than doing something you didn’t need to do in the first place. 
Do I really need to do this task?
Is right now the best time? What would happen if I delay it for a week? A month? Forever?
Am I working on it because I need to or because it makes me feel good? In short, am I working on this task as a way to escape from what I really should be doing?


Step 3. Clarifying what needs to be done. Be certain you know exactly what is required. By knowing exactly what the output needs to be, you’ll be able to optimize your approach and tackle the task more effectively.
What exactly do I need to do here?
What am I trying to accomplish?
What does the finished product look like?


Step 4. Determining whether you should be the person doing it. Whenever possible, try to delegate any task someone else can do better, faster, or more cheaply than you.
Is this task worth my time?
Can someone else do it better than me? If so, can I ask for help?
What would happen if I simply remove/postpone this task?
Do I enjoy working on this task? Does it motivate me?


Step 5. Finding out the most effective way to tackle a task. Consider the best way to approach the task can save you so much time in the long run. Ask yourself the following questions:
What tool(s) can I use, people can I ask, or method can I rely on to complete that task as efficiently and effectively as possible?
What skill(s) could I learn to help me complete this task faster in the future?

Before tackling any task, take a few minutes to work out the best possible way to approach it. This habit alone will save you a great deal of time and effort down the road.


Step 6. Batching the task with other similar tasks. Some tasks can be combined with other tasks that require the same type of effort or preparation. This reduces setup time and makes the process more efficient.

Ask yourself: Can I batch this task with other similar tasks to boost my productivity?



Step 7. Automating/systemizing your task. Finally, you should look for ways to automate or systemize your task, especially if it’s a repetitive one. Ask yourself:
Can I create templates to reuse every time I work on this task or similar ones? (For instance, you could design templates for the specific emails, presentations, or documents you need to create over and over.)
Can I create a checklist? (Checklists provide you with specific steps to follow, making it less likely you will become distracted.)

The CEO/COO/ Employee Framework
Try giving yourself different roles during the day to increase your strategic thinking and boost your productivity. Practice asking yourself the following questions at the start of your day: 

CEO:
Exactly what tasks do I need to complete today?

COO:
What did I do well today?
What could I have done better?
What could be improved and exactly how?

Employee:
Do I know how to do the tasks?
Do I have the skills/tools to complete them?
Do I know why I need to do these tasks?
Am I on board? Am I committed to doing them?
If I feel inner resistance, what can I do to overcome it?

Then, take a pen and piece of paper and write down the three main tasks you’d like to complete today and begin to work.
III. Thinking smart
[bookmark: _headingh.7tnb2priyacb]Day 5 — Asking yourself smart questions

A. Go back to your yearly goal and ask yourself smart questions such as:
1. How can I achieve that goal faster?







2. What if I could achieve faster and with more ease than I had imagined? 







3. Who has already achieved that goal or knows someone who did? 








Then, whenever necessary, practice asking yourself smart questions to improve your thought process, allow yourself to dream bigger and achieve better results. 

[bookmark: _headingh.vb02quvnsdfu]Keeping the big picture in mind
One of the main reasons people fail to achieve as much as they could is because they keep losing sight of the bigger picture. While they have a specific goal or vision they’d like to move toward, they get distracted along the way, which significantly slows down their progress. 


B. Identify the one area that if you were to focus on, would have the biggest positive impact in your life.

1. Write down what one goal you could focus on in this area. Make sure it is specific and measurable. 




2. Write down a simple action plan to ensure you make progress toward this goal. 





3. Keep focusing on this area until you get satisfying results (usually for several months or even a year or more).




Then, move on to the next area.
[bookmark: _headingh.byf7cvgap4cj]IV. Learning effectively
[bookmark: _headingh.7r4n884j75iw]Day 6 — Being strategic during your day

Overlearning
Select a skill you want to develop or goal you want to achieve. Now, write down what type of information you must look for and how you plan on doing so for maximum effectiveness. 










Create an action plan that maximizes the odds you hit your target.

1. Change your ratio learning vs. doing by striving to do more and learn less. 

2. Select one learning goal and create a simple action plan. To do so, make sure you:
a. Define exactly what you’re trying to learn and its scope 
b. Identify the best way to learn it by doing research and asking friends
c. Create a simple schedule to make consistent progress. 


Identify key skills you must learn
1. Write all the skills you need to learn to reach one of your biggest long-term goals 







2. Select the two to three skills that will have the biggest positive impact and will maximize the odds you reach that goal







3. Put them in order of importance









Additional tip: when looking for skills to focus on, make sure they inspire you. Unless you’re motivated, it’s likely you’ll reach the expert level in any skill. 

Adopting a Mastery Mindset
Rate yourself on a scale from 1 to 10 (one being false and 10 being true) for each component of the mastery mindset. 


	1                                                                                                        10





Then, write down one or two things you could do to improve your mastery mindset and increase the odds you achieve the yearly goal you set previously. 


	




	






[bookmark: _headingh.2nxffn8q83qz]V. Managing your energy
[bookmark: _headingh.dt6l6a6jsp4a]Day 7 — Managing your energy well

Rate yourself on scale from 1 to 10 (1 being false and 10 being true) for the following: 

1. I make the most of my peak time every day 


	1                                                                                                        10






2. I use diffused mode and focus mode effectively 


	1                                                                                                        10






3. I carve out time to think each week


	1                                                                                                        10






4. I’m intentional in the way I run my day and segment it effectively 


	1                                                                                                        10





[bookmark: _headingh.1o0ts7dk6ccz]THANK YOU SO MUCH!

I hope you’ll make a meaningful use of your time and achieve all your goals and dreams in the coming years. 

Let me wish you all the best with your new endeavors. I’m very much looking forward to hearing from you.

If you have any questions send me an email at :
thibaut.meurisse@gmail.com

Click here to connect with me on my Facebook page.
Click here to follow me on Instagram
Click here to check out my author page.

Thanks a lot!

Thibaut Meurisse
Founder of Whatispersonadevelopment.org


[bookmark: _headingh.4dxd8bulv128]BOOKS BY THE AUTHOR

Mastery Series

Master Your Emotions: A Practical Guide to Overcome Negativity and Better Manage Your Feelings 

Master Your Motivation: A Practical Guide to Unstick Yourself, Build Momentum and Sustain Long-Term Motivation

Master Your Focus: A Practical Guide to Stop Chasing the Next Things, See Projects Through, and Achieve Tangible Results

Master Your Destiny: A Practical Guide to Rewrite Your Story and Become the Person You Want to Be

Master Your Thinking: A Practical Guide to Align Yourself with Reality and Achieve Tangible Results in the Real World

Master Your Success: Timeless Principles to Develop Inner Confidence and Create Authentic Success

Master Your Beliefs: A Practical Guide to Stop Doubting Yourself and Build Unshakeable Confidence


Other books by the author


Crush Your Limits: Break Free From Limitations and Achieve Your True Potential

Goal Setting: The Ultimate Guide to Achieving Goals That Truly Excite You 

Habits That Stick: The Ultimate Guide to Building Powerful Habits That Stick Once And For All

Productivity Beast: An Unconventional Guide to Getting Things Done 

Success is Inevitable: 17 Laws to Unlock Your Hidden Potential, Skyrocket Your Confidence and Get What You Want From Life

The Greatness Manifesto: Overcome Fear and Go After What You Really Want 

The One Goal: Master the Art of Goal Setting, Win Your Inner Battles, and Achieve Exceptional Results

The Passion Manifesto: Escape the Rat Race, Uncover Your Passion and Design a Career and Life You Love

The Ultimate Goal Setting Planner: Become an Unstoppable Goal Achiever in 90 Days or Less 

The Thriving Introvert: Embrace the Gift of Introversion and Live the Life You Were Meant to Live 

Upgrade Yourself: Simple Strategies to Transform Your Mindset, Improve Your Habits and Change Your Life 

Wake Up Call: How to Take Control of Your Morning and Transform Your Life


[bookmark: _headingh.1g684ldn82ru]Did you enjoy this book?

If you benefit from this book, make sure to leave a review on Amazon.  You could inspire other people like you to make changes in their lives as well. And that would mean so much to me!

Thank you for your support!!
Thibaut
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