Raising the Bar on You and Your Life
I . I I
. Control your email. Don’t let it control you!

. Organiseyour folders.
. Get rid of crap and clutter
. Set your email to check every hour or so, not constantly.

. Usethe basketball principle - high priority thingsfirst - play basketball, not
ping pong

. Empty your head - focus on one thing at a time

. Becomealist writer and carry anotebook with you everywher e - lists focus
you and make sure you don’t forget.

. Usetechnology to your advantage — is your email working for you not against
you?

. Work on effectivenessfirst , then worry about efficiency — efficiency does
not matter if you are doing the wrong thing.

10.Under stand the differ ence between urgency and importance and don’t let

your self be caught in the“urgency” trap.

11.Get your self super organised — set up systems and constantly refine themto

make them better.

12.Beat procrastination — Just do it and do it now!

13.Bewilling to say no - don’t let other people control your time

14.Do difficult tasks early — everything else is then easy

15.Beprepared for change. The onething that is certain isthat change will

Increase, not decr ease.

16. Make sureyou work to live, not liveto work.

Go homel!
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