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Revision Checklist

Chapter1

Recognize and eliminate limiting beliefs

Stop relying solely on potential—take action

Past success doesn't ensure future success

Be willing to adapt to change

Build success habits rather than relying on intuition
Recognize that effectiveness is learned, not innate
Prioritize effectiveness over mere efficiency

Develop a personal learning system

Seek support and learn from others
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Chapter 2

Focus on results, not just intentions

Take consistent, purposeful action

Overcome the fear of change and failure

Develop a proactive mindset—start now!

Chapter 3

Define what needs to get done

Commit to improving both quantity and quality of work
Align daily actions with long-term goals

Set a clear timeline for taking intentional action
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Chapter 4

Identify tasks that truly move your life forward

Write down and refine your life goals

Break big goals into smaller, manageable tasks

Filter your daily to-do list:
e Urgent & Important — Do it now
e Important but Not Urgent — Plan it

¢ Urgent but Not Important — Delegate it

¢ Not Urgent & Not Important — Eliminate it
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Chapter 5

Get enough high-quality sleep

Wake up early to start the day with energy
Exercise regularly, even if briefly

Take a cold shower to boost focus and resilience
Eat a light, low-carb breakfast

Practice gratitude or mindfulness daily

Tackle the hardest task first

Break tasks into bite-sized steps - complete them thoroughly
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Chapter 6

. Take full ownership of your work and results

Let personal pride fuel your productivity
Strive for excellence in every task, no matter how small

Use previous work as a template to improve efficiency

Chapter 7

Write and refine your grand vision for life

Identify the deeper purpose behind your goals
Work with a strong sense of direction and motivation
Approach problems with a purpose-driven mindset

Adopt the mindset of a victor, not a victim
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Chapter 8

e Can | produce more?

B Askyourself

Can | improve quality?

Can | expand my network?

Can | reduce my work time through automation?

Can | add more value to my work?

Can | solve more problems?

Can | innovate and improve my methods?

B View personal effectiveness as a muscle—train it daily
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Chapter 9

Keep a journal to track progress and lessons learned

Write down challenges and analyze them systematically

Continuously refine solutions and strategies

Chapter 10

Start NOW — stop waiting for the “perfect time”
Celebrate small wins to maintain motivation
View failures as learning opportunities

Build sustainable systems instead of relying on quick fixes

Ensure adequate sleep for optimal focus and willpower




