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Copyright Notice

Copyright © NAMS, Inc. All rights reserved worldwide.

No part of this material may be used, reproduced, distributed, or transmitted in any
form and by any means whatsoever, including without limitation photocopying,
recording, or other electronic or mechanical methods or by any information storage and
retrieval system, without the prior written permission from the author, except for brief
excerpts in a review.

This material is to provide general information only. Neither the author nor the
publisher gives any legal or other professional advice. If you need expert advice, you
should seek advice from the appropriate licensed professional. This material does not
provide complete information on the subject matter covered. This material is not to
address specific requirements, either for an individual or an organization.

This material is to be used only as a general guide and not a sole source of information
on the subject matter. While the author has undertaken diligent efforts to ensure
accuracy, there is no guarantee of accuracy or errors, omissions, or typographical
errors. Any slights of people or organizations are unintentional.

Any reference to any person or organization, whether living or dead, is purely
coincidental. The author and publisher shall have no liability or responsibility to any
person or entity. A result of this disclaims all liability, including without limitation,
liability for consequential damages regarding any claim, loss, or damage that may be
incurred or alleged to have committed, directly or indirectly, arising out of the
information provided in this material.
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Step 1
Reflect on Being More Self-Disciplined

Action

Why haven't the actions you have tried to become more self-disciplined
havent worked? Document them below.

What is your working style? Analog, web-based, left-brained/right-brained,
etc?

What is your learning style? Visual, Auditory, Kinesthetic, Combination?
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Step 2

After considering all the above, determine the specific reason all your
previous attempts at self-discipline failed.

Action

Select any of the following that apply to you:

e You tried changing all the e You hate the new thing you're
things at once trying to introduce
e You don’t want to change e You gave up too quickly

Analyze them and document your thoughts.
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Step 3
Neural Hard-Wiring

Review what neural hard wiring is so that you can understand how it works
and test your own.

Action

Regardless of your procrastination, note the time every day for a week that
you started working.

Document in detail what’s going on. Figure out why this happens.
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Step 4
Productivity Methods

Explore and study various methods of changing old habits and making new
ones. Determine which one you’d like to try first. For example, the one that
appeals to you the most.

e Pomodoro-style timer method e GTD Method (David Allen)
e Kaizen sixty-second method e Other: Name it
Action

Look at the following and take notes:

Francesco Cirillo’s short video on the 6 vital steps to successfully using the
Pomodoro method

Read up on Bright Side’s take on The Kaizen Method

Read up on David Allen’s GTD Done method.
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Google other methods or dedicate 1.5 hours to going through Marcin
Stasko’s Udemy course, Time Hacking: Time Management Personal Development
Strategy for an overview and explanation.

Take notes.

Step 5

Blocking Distractions

Investigate browser extensions or apps to block distracting websites. Go to
your settings and search for specific extensions for your particular browser.

TIP: If you are going to follow a system similar to the Pomodoro technique,
Strict Workflow will give you 25-minute work periods during which sites
like Facebook, Twitter and YouTube are blocked, followed by 5-minute
breaks that allow you to check them.

It works very simply. After installation, you click
a little “Tomato” in the top right corner of your
browser — which turns red for workflow, then
green during breaks.

If you try to visit a blocked site during your work
Page blocked until a break timer starts. ~ Period, you will the image to the left instead of
Back to workl your intended site.
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Action

Check out some of the following and write down what worked and what
didn't.

Forest

Procrastinator

Strict Workflow

Block Site — Website Blocker for Chrome™
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YouTube Blocker by michaeljhsiu.com

Not Now YouTube by oasisweng

Productivity InFocus by Danny Cho

Install the one that appeals to you the most. Try them, one at a time. Take
notes about what works for you as well as what doesn't.
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Step 6
Website Visiting Habits

Decide if you will track your internet visiting habits (websites, social media,
etc.)

Action

Explore tracking sites such as RescueTime that run in the background while
you are using your browser.

Take notes here on what your actual web habits look like verses what you
thought they were.

What have you learned about your time spent online? Productive, or not so
much?

Are you surprised -not in a good way? Determine to take more control of
your web surfing.
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Step 7

Select Your System

Consider whether you would prefer to use an analog system: physical
kitchen timer or notebook and pen.

Action
Try analog verses digital.
List the Pros and Cons below.

Think about what you gravitate to more, which distracts you more, etc.

Pros Cons
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Step 8
Tracking Tasks

Analyze the tasks and activity you do, keeping only those that energize you
and directly result in revenue.

Action

Determine assignment of tasks:

Task You Discard Delegate Automate Outsource
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Step 9

Plan for Your Future Team

Plan your team for the future - starting with the one area of our business
you need to outsource first.

Action

Outsource areas to consider

e Admin e PR

e Tech e Launches

e Project Management e Web Designh & Maintenance
e Finance e Social Media

e Client Care e Content/Product Creation

Step 10

Research Outsourcing

Learn more about outsourcing if you are not familiar with it. Consider
whether you could both save and make more money, if you invested in
outsourcing any specific area of your business right now.

Action

While researching the idea of outsourcing, ask business colleagues what they
do for outsourcing. If you have a VA, she may know other people who will fit
in nicely.
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Step 11

Reward System

Plan a system of rewards that works for you. Decide what you are going to
do differently, to ensure you really feel you deserve those rewards.

Action

Document any existing reward system. Is it effective?

Is it time to upgrade or change this system for more meaningful or strategic
rewards?
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Step 12
Self-Sabotaging Rewards

Get rid of ineffective or self-sabotaging rewards.

Action

List your current rewards - and detail whether they work well. If they
sabotage you, write out why.
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Step 13

Plan Tomorrow Today

Plan your upcoming day at the end of each day. See your calendar for this.
When you are planning and setting your priorities, remember to factor in
your motivation, and make sure it’s a strong one.

Action

Make self-discipline into an enjoyable game you play with yourself — but
above all, TAKE RESPONSIBILITY for it and make a commitment that you
will find the key to putting it into effective practice.
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