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How | spend my Day How | wish I'd spend my Day

There’s always time.
Time is priorities.
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k& Only plan for 4-5 hours of real
work per day.

= David Heinemeier Hansson, 37 Signals

Days always
fill up.
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3.

€€ It's normal to have days where
you just can't work and days
where you'll work 12 hours

straight.

= Alain Paguin, Whatsnexx

Work more when you’re in the zone.
Relax when you’re not.
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We're always more focused
and productive with limited time.
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Start here

Work is the best way to get working.
Start with short tasks to get the ball rolling.
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k£ Doing is better than perfect.

= Facebook company motto

Work iteratively. Expectations to
do things perfectly are stifling.
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10.

More work hours doesn’t mean more
productivity. Use constraints as opportunities.
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11.

1 Separate thinking and
execution to execute faster
and think better.

= 5ol Tanguay, Imarklab

Separate brainless and
strategic tasks to become more productive.
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Break tasks into hour increments. Long tasks are
hard to get into; feels like it all needs to get done.
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20.

6 1f something can be done 80%
as well by someone else,
delegate!

= John C. Maxwell, Author

Delegate and learn to
make use of other people.
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21.

1 Yesterday’s home runs don’t
win today’s games.

= Babe Ruth, Hall of Fame Baseball player

Turn the page on yesterday.
Only ever think about today and tomorrow.
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Set deadlines for everything.
Don’'t let tasks go on indefinitely.
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23.

Set end dates for intense or stressful activities.
Everything ends at some point.

ic , ZMEIC.
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24.

€€ Get a reminder app for
everything. Do not trust your
own brain for your memory.

= Julien Smith, Author

Always
take notes.
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€€ Write down anything that
distracts you- google searches,
random thoughts, new ideas,
whatever. The point is, if you
write them down, they’ll stop
bubbling up when you’re in the
zone.

= Steven Corona, Twitpic
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26.

Take breaks.
Sometimes.
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