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What	is	eat	that	frog	about

Posted	by	Hannah	Aster	|	Mar	1,	2021	What	is	Eat	That	Frog	about?	How	did	Brian	Tracy	come	up	with	the	ideas	in	his	book?Mark	Twain	had	a	metaphor	for	getting	hard	things	done:	if	you	have	to	eat	a	live	frog,	do	it	right	away	so	that	everything	after	that	is	easier	by	comparison.	So,	what	is	Eat	That	Frog	about?	It’s	about	learning	to	better
prioritize	and	manage	your	time.Keep	reading	for	the	answer	to	the	question:	what	is	Eat	That	Frog	about?	What	Is	Eat	That	Frog	About?You’ll	never	get	caught	up	or	get	ahead	on	everything	you	have	to	do,	author	Brian	Tracy	contends	in	Eat	That	Frog.	There	isn’t	enough	time	in	the	day	to	meet	all	of	the	work	and	personal	responsibilities	you’re
swamped	with,	let	alone	keep	up	with	email,	social	media,	projects,	and	all	the	books	and	articles	you’ve	been	meaning	to	read.Relying	on	productivity	tools	isn’t	the	answer	because	no	matter	how	much	time	you	save,	there	are	more	than	enough	incoming	tasks	to	fill	it.	The	only	way	to	take	charge	of	your	time	is	to	ignore	most	things—instead,	focus
on	your	most	important	task	first	and	do	it	quickly	and	well.	Tracy,	a	business	speaker,	trainer,	and	consultant,	read	hundreds	of	books	and	articles	on	time	management	and	efficiency	and	tried	many	of	the	ideas.	Eat	That	Frog	compiles	the	most	useful	ideas,	in	no	particular	order:	You	can	implement	any	idea	at	any	time.	When	implemented	in	their
entirety,	they	can	transform	your	career	and	life.Success	Can	Be	Learned	Tracy	grew	up	with	few	advantages	and	wasn’t	good	in	school.	With	no	specific	plan,	he	spent	his	early	adulthood	traveling	and	earning	money	as	a	laborer;	later,	he	began	working	in	sales,	with	little	success.Finally,	he	did	something	that	changed	his	life—he	started	asking
successful	people	what	they	did	to	be	more	productive	and	earn	more	than	most	people.	He	did	what	they	told	him	to	do	and	his	sales	took	off.	Simply	applying	what	he	learned	changed	his	life.	The	same	process	can	work	for	anyone:	Figure	out	and	do	what	successful	people	do	until	you	get	results	too;	learn	from	experts.	Successful	people	aren’t
intrinsically	better	than	anyone	else—they	do	better	because	they	use	their	time	more	effectively.Within	a	year	of	applying	the	lessons	he	learned,	Tracy	became	a	top	salesman	in	his	company.	A	year	after	that,	he	became	a	manager	and	within	three	years,	a	vice	president	in	charge	of	a	sales	force	spanning	six	countries—when	he	was	just	25	years
old.The	Key	InsightSo,	what	is	Eat	That	Frog	about?	Tracy	discovered	that	the	key	to	success	is	to	focus	on	your	most	important	task	and	do	it	quickly	and	well,	just	like	Mark	Twain’s	metaphor.	He	offers	practical	tips	building	on	that	insight	for	personal	effectiveness.	The	book	doesn’t	delve	into	psychology,	research,	or	theory—it	focuses	on	specific
things	you	can	do	immediately	to	get	results	and	be	happier.	Each	idea	is	aimed	at	boosting	your	performance	and	value.	Many	of	the	ideas	also	can	work	in	your	personal	life.	The	more	quickly	you	put	these	principles	into	practice,	the	faster	you’ll	advance	in	your	career.What	Is	Eat	That	Frog	About?	Boosting	Productivity	Eat	that	Frog	is	a	technique
invented	by	Brian	Tracy	which	he	introduced	in	his	book	which	is	referred	to	21	Great	Ways	to	Stop	Procrastinating	In	this	book,	he	has	highlighted	some	tips,	and	features	that	he	thinks	are	the	most	important	to	handle	your	most	important	tasks	of	the	day.	Brian	was	inspired	by	the	quote	of	the	famous	American	author	Mark	Twain	which	gave	him
the	perception	to	write	this	book.Eat	that	Frog	is	a	task	management	technique	through	which	people	can	solve	their	most	important	tasks	of	the	day,	even	the	most	complex	ones.	Brian	Tracy	has	highlighted	the	21	most	important	points	in	his	Eat	that	Frog	book.	These	21	points	help	people	to	plan,	manage,	and	take	action	to	handle	their	most
important	errands	of	the	day.Eat	that	Frog	technique	delivers	an	important	message	that	says	that	if	people	wish	to	be	successful	in	their	lives,	then	they	have	to	take	immediate,	and	necessary	actions	without	overthinking	too	much.	According	to	Brian	Tracy,	Eat	That	Frog	tactic	should	be	implemented	first	thing	in	the	morning.Through	Eat	that
Frog	technique	people	can	identify	their	motive	and	schedule	of	the	day	which	helps	them	to	plan	out	their	entire	day	in	an	efficient	manner.	Which	type	of	people	can	utilize	Eat	that	Frog	technique?Eat	that	Frog	technique	can	be	used	by	many	people	so	they	can	successfully	and	efficiently	manage	their	tasks.	Some	types	of	people	that	can	truly	gain
benefit	from	this	strategy	are	mentioned	below.People	who	can’t	decide	what	is	the	frogMany	people	get	confused	in	identifying	their	frog	of	the	day.	According	to	Brian	Tracy,	the	frog	is	the	most	important	task	of	the	day.	Eat	that	Frog	strategy	can	be	implemented	by	people	who	are	unable	to	find	their	most	significant	task	of	the	day	so	they	can
identify	their	frog	and	can	solve	it.People	who	delay	their	tasksMost	of	the	time	people	delay	their	tasks	including	the	crucial	ones	and	as	a	result,	they’re	unable	to	get	the	most	out	of	their	lives.	Eat	that	Frog	technique	can	be	applied	by	people	who	struggle	with	laziness	and	lack	the	motivation	to	handle	their	frog.	People	who	aren’t	able	to
maximize	their	productivityOftentimes	people	are	unable	to	do	their	work	which	reduces	their	productivity	level	and	as	a	result,	they	aren’t	able	to	achieve	their	target	on	time.	Eat	that	Frog	can	be	implemented	by	the	people	who	want	to	maximize	their	productivity	level	and	reach	their	goals	on	time.How	Eat	that	Frog	strategy	works?Brian	Tracy
has	mentioned	some	important	points	in	his	book	that	significantly	states	how	Eat	that	Frog	strategy	works.		You	need	to	understand	these	to	know	What	is	Eat	the	Frog?Helps	to	plan	your	day	in	advanceBrain	Tracy	has	mentioned	in	his	Eat	that	Frog	book	that	people	need	to	write	on	a	piece	of	paper	that	what	should	they	do	on	their	next	day.	By
following	this	strategy	of	Eat	that	Frog	technique,	one	can	clear	his	mind	of	all	confusion	and	can	focus	on	what’s	the	most	important	thing	that	needs	to	be	done	the	next	day.	Eat	that	Frog	works	in	a	specific	manner	that	helps	people	to	identify	their	objective	which	as	a	result	saves	time	and	hassle.	Eat	that	Frog	lays	emphasis	on	a	specific	type	of
rule	known	as	the	80/20	rule.	People	should	apply	this	rule	to	everything	and	only	focus	on	only	top	20%	of	their	to-do	list.	This	rule	of	Eat	that	Frog	saves	people	from	putting	in	all	of	their	efforts	and	they’re	able	to	get	the	maximum	result	by	putting	in	only	20%	of	their	effort.Helps	to	prioritize	actionsEat	that	Frog	develops	a	routine	in	people	who
tend	to	follow	it.	Eat	that	Frog	states	that	you	should	be	free	of	all	distractions	that	you	might	think	are	forcing	your	work	to	be	delayed.	Eat	that	Frog	trick	works	in	a	specific	way	that	helps	people	to	find	a	suitable	workplace	so	they	can	focus	on	their	work.	Moreover,	by	following	the	Eat	that	Frog	strategy	people	are	bound	to	be	more	attentive	and
productive	throughout	their	day.Be	aware	of	the	consequencesEat	that	Frog	helps	people	to	consider	the	consequences	of	not	doing	their	most	important	tasks	of	the	day	on	time.	Eat	that	Frog	helps	us	to	identify	that	what	can	they	lose	if	they’re	too	lazy	and	irresponsible	to	complete	their	biggest	tasks	on	time.	In	this	way,	people	can	be	aware	of	the
consequences	which	as	a	result	causes	them	to	complete	their	most	important	work	otherwise	known	as	the	frog	by	Brian	Tracy	on	time	with	the	utmost	efficiency.	Helps	to	identify	your	ideal	working	hoursEat	that	Frog	helps	people	to	identify	their	optimal	working	hours.	Eat	that	Frog	guarantees	that	people	work	in	their	best	working	hours	so	that
they	can	unlock	their	full	potential	and	can	gain	new	heights	of	success	in	their	lives.	According	to	Brian	Tracy,	the	ideal	working	hour	of	a	person	is	early	in	the	morning.	By	following	Eat	that	Frog	technique	you	can	know	how	to	utilize	your	morning	hours	and	complete	your	most	important	task	of	the	day.	Urgency	is	the	key	to	successEat	that	Frog
works	to	ensure	that	people	can	create	a	sense	of	urgency	in	their	minds	related	to	their	tasks,	and	activities	which	they	think	are	the	most	important.	By	following	this	technique	people	can	gain	a	sense	of	urgency	and	as	a	result,	most	of	their	tasks	are	completed	before	time.	Let’s	move	on	with	our	discussion	What	is	Eat	the	Frog?Tips	for	using	Eat
that	FrogThere	are	many	tips	for	using	Eat	that	Frog	strategy	out	of	which	the	most	important	ones	are	listed	below.Small	steps	ensure	great	successOne	of	the	most	important	tips	for	using	Eat	that	Frog	is	to	complete	your	target	or	goal	step	by	step.	Make	sure	that	you	try	to	complete	your	most	important	tasks	of	the	day	gradually	rather	than
completing	them	in	an	absolute	rush.		This	tip	will	ensure	that	you	are	relaxed	while	completing	your	task	and	as	a	result,	your	tasks	will	be	completed	panic-free	and	in	an	efficient	way.	Moreover,	this	tip	will	also	be	beneficial	later	in	your	life	as	it	will	help	you	to	solve	even	the	difficult	of	your	tasks	with	ease.Be	optimisticAnother	tip	for	using	Eat
that	Frog	technique	is	that	you	should	always	stay	optimistic.	You	should	have	the	“I	Can	Do	It”	attitude	and	mindset	before	you	even	begin	your	task.	Being	optimistic	is	very	important	as	this	can	help	you	to	boost	your	confidence	and	as	a	result,	you’re	able	to	do	most	of	your	important	tasks	of	the	day	without	facing	any	perilous	problems.Raise
your	difficulty	levelOne	of	the	most	important	tips	for	using	Eat	that	Frog	technique	is	that	you	should	always	try	to	do	your	most	difficult	tasks	of	the	day	first.	This	tip	can	be	applied	in	a	situation	where	you	have	two,	or	more	than	two	important	tasks,	that	need	to	be	solved.	In	this	type	of	situation,	try	to	follow	this	tip	and	consider	solving,	and
completing	the	task	that	you	think	is	the	most	difficult	for	you	to	handle.	In	this	way,	you’ll	be	able	to	have	a	sense	of	relief	if	your	most	complex	task	is	finished	first	and	as	a	result,	your	confidence	level	will	be	raised	which	will	help	you	to	finish	the	remaining	tasks.	This	tip	will	also	help	you	to	stay	more	focused	and	motivated	throughout	your	entire
day.	Don’t	progress	without	completingAnother	great	tip	for	you	to	follow	while	using	the	Eat	that	Frog	technique	is	that	you	should	not	move	ahead	until	and	unless	you’ve	completed	your	most	important	task	of	the	day.	By	following	this	tip	you’ll	make	yourself	stick	to	that	one	particular	task	and	as	result,	you’ll	be	able	to	solve	it	in	a	short	matter	of
time.	Most	of	the	time	people	move	onto	their	next	most	important	task	of	the	day	without	completing	the	previous	one	which	isn’t	a	great	idea	and	as	a	result,	none	of	the	tasks	are	completed	which	makes	them	frustrated.ConclusionThis	article	talks	about	the	great	technique	invented	by	famous	author	Brian	Tracy	known	as	Eat	that	Frog.	This
article	also	mentions	some	of	the	great	tips	for	using	Eat	that	Frog	strategy	that	you	can	follow	to	make	yourself	successful.	“You	cannot	eat	every	tadpole	and	frog	in	the	pond,	but	you	can	eat	the	biggest	and	ugliest	one,	and	that	will	be	enough,	at	least	for	the	time	being.”Rating:	8/10Related:	Deep	Work,	ReWork,	Essentialism,	The	4-Hour
WorkweekPrint	|	Ebook	|	AudiobookGet	all	my	book	summaries	hereEat	That	Frog	Short	SummaryEat	That	Frog	by	Brian	Tracy	is	one	of	the	best	books	on	productivity	and	overcoming	procrastination.	Full	of	actionable	tips,	it	covers	the	twenty-one	most	powerful	principles	on	personal	effectiveness.	These	methods,	techniques,	and	strategies	are
practical,	proven,	and	fast-acting.	You	can	apply	many	of	these	ideas	to	your	personal	life	as	well.Eat	That	Frog	SummaryYour	“frog”	is	your	biggest,	most	important	task.	It’s	the	one	you	are	most	likely	to	procrastinate	on	if	you	don’t	do	something	about	it.Develop	the	habit	of	eating	your	frog,	first	thing	every	day	when	you	start	work.	Fortunately,
this	is	a	learnable	skill	that	you	can	get	through	repetition.If	you	have	to	eat	two	frogs,	eat	the	ugliest	one	first.	When	choosing	between	two	important	tasks,	start	with	the	most	important	one	first.The	21	ways	to	stop	procrastinating	and	get	more	things	done	faster:Set	the	Table.	Decide	exactly	what	you	want.	Write	out	your	goals	and	objectives
before	you	beginPlan	Every	Day	in	Advance.	Think	on	paper.	Every	minute	you	spend	in	planning	can	save	you	five	or	ten	minutes	in	executionApply	the	80/20	Rule	to	Everything.	Concentrate	your	efforts	on	the	20%	of	your	activities	that	will	bring	80%	of	your	resultsConsider	the	Consequences.	Your	most	important	tasks	are	the	ones	with	the	most
consequences	in	your	life.	Focus	on	these	above	all	elsePractice	the	ABCDE	Method	Continually.	Organize	your	tasks	by	value	and	priorityFocus	on	Key	Result	Areas.	Identify	the	results	that	you	have	to	get	to	do	your	job	well,	and	work	on	them	all	day	longThe	Law	of	Forced	Efficiency.	There	is	never	enough	time	to	do	everything.	But	there	is	always
enough	time	to	do	the	most	important	things.	What	are	they?Prepare	Thoroughly	Before	You	Begin.	Proper	prior	preparation	prevents	poor	performanceDo	Your	Homework.	Become	more	knowledgeable	and	skilled	at	your	key	tasks	and	you’ll	finish	them	fasterLeverage	Your	Special	Talents.	What	exactly	are	you	or	could	be	very	good	at?	Focus	into
doing	those	specific	things	wellIdentify	Your	Key	Constraints.	Determine	your	internal	or	external	bottlenecks.	These	set	the	speed	at	which	you	achieve	your	most	important	goals.	Focus	on	alleviating	themTake	It	One	Oil	Barrel	at	a	Time.	You	can	achieve	the	biggest	and	most	complicated	job	if	you	just	complete	it	one	step	at	a	timePut	the	Pressure
on	Yourself.	Imagine	that	you	have	to	leave	town	for	a	month.	Work	as	if	you	had	to	get	all	your	major	tasks	completed	before	you	leftMaximize	Your	Personal	Powers.	Identify	your	periods	of	highest	mental	and	physical	energy	each	day.	Structure	your	most	important	and	demanding	tasks	around	these	times.	Get	lots	of	rest	so	you	can	perform	at
your	bestMotivate	Yourself	into	Action.	Be	your	own	cheerleader.	Look	for	the	good	in	every	situation.	Focus	on	the	solution	rather	than	the	problem.	Always	be	optimistic	and	constructivePractice	Creative	Procrastination.	You	can’t	do	it	all.	Learn	to	deliberately	put	off	low-value	tasks	so	you	have	enough	time	to	do	the	few	things	that	really	countDo
the	Most	Difficult	Task	First.	Begin	each	day	with	the	task	that	can	make	the	greatest	contribution	to	your	life.	Stay	at	it	until	it	is	completeSlice	and	Dice	the	Task:	Break	large,	complex	tasks	down	into	bite-sized	pieces.	And	then	just	do	one	small	part	of	the	task	to	get	startedCreate	Large	Chunks	of	Time.	Organize	your	days	around	large	blocks	of
time.	Use	them	to	work	for	extended	periods	on	your	most	important	tasksDevelop	a	Sense	of	Urgency.	Make	a	habit	of	moving	fast	on	your	key	tasks.	Become	known	as	a	person	who	does	things	quickly	and	wellSingle	Handle	Every	Task.	Set	clear	priorities	and	start	immediately	on	your	most	important	task.	Work	without	stopping	until	the	job	is
100%	complete.	This	is	the	real	key	to	high	performance	and	maximum	personal	productivityPractice	these	principles	every	day	until	they	become	second	nature	to	you.	When	these	habits	become	a	part	of	your	personality,	your	future	will	be	unlimited.Just	do	it!	Eat	that	frog.#1	Set	the	TableHow	to	set	your	goals:Decide	what	you	want.	Do	this
exercise	alone	or	with	your	boss.	Don’t	stop	until	you	are	crystal	clear	about	what	is	expected	of	you	and	in	what	order	of	priorityWrite	it	down.	Think	on	paperSet	a	deadline.	A	goal	or	decision	without	a	deadline	has	no	urgency.	It	has	no	real	beginning	or	endMake	a	list.	Add	everything	you	are	going	to	have	to	do	to	achieve	your	goal.	As	you	think	of
new	activities,	add	them	to	your	list.	Keep	building	your	list	until	it	is	completeMake	a	plan.	Organize	your	list	by	priority	and	sequence.	Decide	what	you	need	to	do	first	and	what	you	can	do	later.	Even	better,	lay	out	your	plan	visually	in	the	form	of	a	series	of	boxes	and	circles	on	a	sheet	of	paper.	You’ll	be	amazed	at	how	much	easier	it	is	to	achieve
your	goal	when	you	break	it	down	into	individual	tasksTake	action	on	your	plan	immediately.	Do	something.	Anything.	An	average	plan	vigorously	executed	is	far	better	than	a	brilliant	plan	on	which	nothing	is	done.	Execution	is	everythingTake	action	every	day.	Build	this	activity	into	your	daily	schedule.	Never	miss	a	day.Review	your	goals	daily.
Every	morning,	start	with	your	biggest	frog	to	achieve	your	most	important	goal	at	the	moment.#2	Plan	Every	Day	In	AdvanceHow	do	you	eat	your	biggest	frog?	By	breaking	it	down	into	specific	step-by-step	activities	and	then	start	on	the	first	one.“Every	minute	spent	in	planning	saves	as	many	as	ten	minutes	in	execution.”Write	a	list.	Detail
everything	you	have	to	do	before	you	beginWork	from	a	list.	If	something	new	comes	up,	add	it	to	the	list	before	doing	itPlan	ahead.	Make	your	list	the	night	before	or	at	the	end	of	the	workday.	Let	your	subconscious	process	it	while	you	sleep.	Often	you’ll	wake	up	with	great	ideas	to	get	the	job	done	faster	and	better	than	you	initially	thoughtUpdate
your	list.	Move	unfinished	items	to	your	list	for	the	coming	day	and	add	everything	you	have	to	do	the	next	dayThe	4	lists	you	need:Master	List:	everything	you	want	to	do	some	time	in	the	future.	The	place	where	you	capture	every	idea	that	comes	to	or	every	new	task	or	responsibility	that	comes	upMonthly	List:	for	monthly	planning.	Transfer	items
from	the	master	list	if	neededWeekly	List:	for	weekly	planning.	Update	it	as	you	go	through	the	current	weekDaily	List:	for	daily	work.	Tick	off	items	as	you	complete	them	to	give	you	a	visual	picture	of	successWhen	you	have	a	new	project,	start	by	making	a	list.	Detail	every	step	needed	to	complete	the	project	from	beginning	to	end.Then,	organize
tasks	by	priority	and	sequence.	Lay	it	out	in	front	of	you	on	paper	or	on	a	computer	so	that	you	can	see	it.Finally,	go	to	work	on	one	task	at	a	time.#3	Apply	the	80/20	Rule	to	EverythingThe	80/20	Rule:	20%	of	your	activities	will	account	for	80%	of	your	resultsOften,	one	item	on	your	list	of	ten	things	is	worth	more	than	all	the	other	nine	items	put
together.	This	task	is	invariably	the	frog	that	you	should	eat	first.“Resist	the	temptation	to	clear	up	small	things	first.”Whatever	you	choose	to	do,	over	and	over,	eventually	becomes	a	habit	that	is	hard	to	break.	If	you	start	your	day	on	low-value	tasks,	you’ll	develop	the	habit	of	always	starting	on	low-value	tasks.Instead,	choose	to	spend	your	time
working	in	those	few	areas	that	make	a	difference	in	your	life	and	career.	Spend	less	and	less	time	on	lower-value	activities.#4	Consider	the	ConsequencesLearn	to	predict	the	consequences	of	your	tasks	to	determine	what	your	next	frog	really	is.“Long-term	thinking	improves	short-term	decision	making.”Successful	people	have	a	clear	future
orientation.	Their	present	choices	and	behaviors	are	consistent	with	the	long-term	future	they	desire.“Future	intent	influences	and	often	determines	present	actions.”Successful	people	are	those	who	are	willing	to	delay	gratification.	They	make	sacrifices	in	the	short	term	so	they	can	enjoy	far	greater	rewards	in	the	long	term.Review	your	list	of	tasks,
activities,	and	projects	regularly.	Continually	ask	yourself:	“Which	one	project	has	the	greatest	impact	on	my	life?”Whatever	it	is	that	can	help	you	the	most,	set	it	as	a	goal,	make	a	plan	to	achieve	it	and	go	to	work	on	your	plan	immediately.#5	Practice	the	ABCDE	Method	ContinuallyThe	ABCDE	Method	is	a	powerful	priority	setting	technique	you	can
use	every	single	day.Start	with	a	list	of	everything	you	have	to	do	today.	Place	an	A,	B,	C,	D	or	E	before	each	item	on	your	list:“A”	are	tasks	you	must	do.	The	frogs	of	your	life.	If	you	have	more	than	one	“A”	task,	rank	them	by	writing	A-1,	A-2,	A-3,	and	so	on.	Your	A-1	task	is	your	biggest	frog	of	all“B”	are	tasks	you	should	do.	These	are	tadpoles“C”	are
tasks	that	would	be	nice	to	do.“D”	are	tasks	you	can	delegate.	If	other	people	can	do	it,	delegate	to	free	more	time	for	the	“A”	tasks	that	only	you	can	do“E”	are	tasks	you	can	cut.	They	may	have	been	important	at	one	time	but	are	no	longer	relevant	to	yourself	or	anyone	elseDiscipline	yourself	to	start	immediately	on	your	“A-1”	task	and	then	stay	at	it
until	it	is	complete.	Eat	the	whole	frog	and	don’t	stop	until	it’s	finished	completely.#6	Focus	On	Key	Result	AreasKey	Result	Area:	the	results	you	must	get	to	succeed	in	your	area	of	responsibility.	An	output	of	your	work	becomes	an	input	or	a	contributing	factor	to	the	work	of	others.	We	can	break	each	job	into	five	to	seven	key	result	areasHow	to
identify	the	key	result	areas	of	your	work:Write	down	the	key	results	you	have	to	get	to	do	your	job	in	an	excellent	fashionGrade	yourself	from	1–10	on	each	one.	Where	are	you	getting	excellent	results	and	where	are	you	underperforming?Your	weakest	key	result	area	sets	the	height	at	which	you	can	use	all	your	other	skills	and	abilities.“What	one
skill,	if	I	did	it	in	an	excellent	manner,	would	have	the	greatest	positive	impact	on	my	career?”Use	this	question	to	guide	your	career	for	the	rest	of	your	life.	Ask	your	boss,	coworkers,	friends,	and	family.	When	you	have	an	answer,	work	to	bring	up	your	performance	in	this	area.#7	Obey	the	Law	of	Forced	EfficiencyYou	cannot	eat	every	tadpole	and
frog	in	the	pond.	But	you	can	eat	the	biggest	and	ugliest	one,	and	that	will	be	enough,	at	least	for	the	time	being.“There	is	never	enough	time	to	do	everything,	but	there	is	always	enough	time	to	do	the	most	important	thing.”The	3	questions	to	ask	on	a	regular	basis	to	keep	yourself	focused:“What	are	my	highest	value	activities?”“Is	there	something
that	I	and	only	I	do,	that	if	done	well,	will	make	a	real	difference?”“What	is	the	most	valuable	use	of	my	time,	right	now?”#8	Prepare	Thoroughly	Before	You	BeginYou	just	need	one	small	mental	push	to	get	started	on	your	highest	value	tasks.	It’s	like	getting	everything	ready	to	prepare	a	complete	meal,	such	as	eating	a	big	frog.Clear	off	your	desk	or
workspace	so	that	you	only	have	one	task	in	front	of	you.	If	necessary,	put	everything	on	the	floor	or	on	the	table	behind	you.Set	up	your	work	area	so	that	it	is	comfortable,	attractive	and	conducive	to	working	for	long	periodsWhen	you’re	ready	to	go,	assume	the	body	language	of	high	performance.	Sit	up	straight,	sit	forward	and	away	from	the	back
of	the	chair.Then,	pick	up	the	first	item	and	get	to	work.	Keep	going	until	you	finish	the	job.#9	Do	Your	HomeworkBecome	a	“Do-It-To-Yourself”	project.	Be	a	lifelong	student	of	your	craft.	The	better	you	become	at	eating	a	particular	type	of	frog,	the	more	likely	you	are	to	just	plunge	in	and	get	it	done.One	of	the	most	helpful	of	all	time	management
techniques	is	for	you	to	get	better	at	your	key	tasks.What	are	the	key	skills	that	can	help	you	the	most	to	achieve	better	and	faster	results?	What	are	the	core	competencies	that	you	will	need	to	have	in	the	future	to	lead	your	field?Set	a	goal,	make	a	plan	and	begin	developing	and	increasing	your	ability	in	those	areas.	You	can:Read	in	your	field	for	at
least	one	hour	every	dayTake	every	course	and	seminar	available	on	key	skills	that	can	help	youAttend	the	conventions	and	business	meetings	of	your	profession	or	occupationGo	to	the	sessions	and	workshops.	Sit	at	the	front	and	take	notesListen	to	educational	audio	in	your	carRefuse	to	allow	a	weakness	or	a	lack	of	ability	in	any	area	to	hold	you
back.	Everything	is	learnable.	And	what	others	have	learned,	you	can	learn	as	well.#10	Leverage	Your	Special	TalentsSome	things	that	you	can	do	(or	can	learn	to	do)	make	you	extraordinarily	valuable	to	yourself	and	to	others.	This	is	your	ability	to	eat	specific	frogs	faster	and	better	than	others.	Commit	to	becoming	great	at	them.How	to	identify
your	special	areas	of	uniqueness:What	am	I	really	good	at?What	has	been	most	responsible	for	my	success	in	the	past?If	I	could	do	any	job	at	all,	what	job	would	it	be?Focus	on	starting	and	completing	those	key	tasks	that	play	to	your	strengths.	Because	of	your	unique	talents	and	abilities,	you’ll	make	a	significant	contribution.You	cannot	do
everything	but	you	can	do	those	few	things	in	which	you	excel.	Those	are	the	few	things	that	can	really	make	a	difference.#11	Identify	Your	Key	ConstraintsIdentify	your	most	important	goal	in	life	today.“What	one	goal,	if	you	achieved	it,	would	have	the	greatest	positive	effect	on	your	life?”Once	you	are	clear	about	your	major	goal,	ask	yourself,
“What	sets	the	speed	at	which	I	achieve	this	goal?”Whatever	you	have	to	do,	there	is	always	a	limiting	factor	that	determines	how	quickly	and	well	you	get	it	done.Your	job	is	to	study	the	task	and	identify	the	limiting	factor	or	constraint	within	it.	If	it’s	not	obvious,	make	a	list	of	every	step	in	the	process.	This	will	help	you	determine	exactly	what	is
holding	you	back.Now,	focus	all	your	energies	on	alleviating	that	single	chokepoint.#12	Take	It	One	Oil	Barrel	at	A	TimeTo	eat	a	large	frog,	take	it	one	bite	at	a	time.	Discipline	yourself	to	take	it	just	one	step	at	a	time.	Your	job	is	to	go	as	far	as	you	can	see.	You	will	then	see	far	enough	to	go	further.	The	next	step	will	soon	become	clear	to	you.Make	a
list	of	all	the	steps	you	will	need	to	take	to	complete	the	task.	Then,	just	start	and	complete	one	item	on	the	list.	And	then	one	more,	and	so	on.You	can	achieve	financial	independence	by	saving	every	single	month,	year	after	year.	You	become	healthier	by	eating	a	little	less	and	exercising	a	little	more,	day	after	day.#13	Put	the	Pressure
on	YourselfForm	the	habit	of	putting	the	pressure	on	yourself,	and	not	waiting	for	someone	else	to	come	along	and	do	it	for	you.	Choose	your	own	frogs	and	then	make	yourself	eat	them	in	their	order	of	importance.The	standards	you	set	for	your	own	work	and	behavior	should	be	higher	than	anyone	else	could	set	for	you.If	you	had	to	leave	town	for	a
month,	what	would	you	absolutely	make	sure	got	done	before	you	left?	Whatever	it	is,	go	to	work	on	that	task	right	now.Set	deadlines	and	sub-deadlines	on	every	task.	Once	you’ve	set	yourself	a	deadline,	stick	to	it	and	even	try	to	beat	it.Write	out	every	step	of	a	major	job	or	project	before	you	begin.	Then	determine	how	many	minutes	and	hours	you
will	need	to	complete	each	phase.	Schedule	blocks	on	your	daily	and	weekly	calendars	to	work	only	on	these	tasks.#14	Maximize	Your	Personal	PowersThe	raw	materials	of	personal	performance	are	your	physical,	mental	and	emotional	energies.	To	be	productive	and	happy,	guard	and	nurture	your	energy	levels	at	all	times.A	few	guidelines:We	all
have	specific	times	during	the	day	when	we	are	at	your	best.	Identify	yours	and	use	them	to	work	on	your	most	important	and	challenging	tasksTake	one	full	day	off	every	week	and	regular	vacations	each	year.	This	includes	both	long	weekends	and	longer	breaksGo	to	bed	early	five	nights	a	weekBe	careful	about	what	you	eat.	Feed	yourself	as	you
would	feed	a	world-class	athlete	before	a	competitionExercise#15	Motivate	Yourself	into	ActionTo	perform	at	your	best,	you	must	become	your	own	personal	cheerleader.	You	must	develop	a	routine	of	coaching	yourself	and	encouraging	yourself	to	play	at	the	top	of	your	game.95%	of	your	emotions,	positive	or	negative,	are	determined	by	how	you
talk	to	yourself	on	a	minute	to	minute	basis.	It	is	not	what	happens	to	you	but	your	perception	that	determines	how	you	feel.So	to	keep	yourself	motivated,	resolve	to	become	a	complete	optimist:Look	for	the	good	in	every	situationSeek	the	valuable	lesson	in	every	setback	or	difficultySearch	for	the	solution	to	every	problemAccept	complete
responsibility	for	yourself	and	for	everything	that	happens	to	youRefuse	to	criticize	or	blame	others	for	anythingResolve	to	make	progress	rather	than	excusesKeep	your	thoughts	and	your	energy	focused	forward	and	let	the	rest	goContinually	visualize	your	goals	and	talk	to	yourself	in	a	positive	way.	You’ll	feel	focused	and	energized.	And	you’ll
become	more	eager	to	get	started	and	keep	going.#16	Practice	Creative	ProcrastinationCreative	procrastination	is	putting	off	eating	smaller	or	less	ugly	frogs.	Since	you	must	procrastinate	anyway,	decide	today	to	procrastinate	on	low-value	activities.Say	“No”	to	anything	that	is	not	a	high-value	use	of	your	time	and	your	life.	Say	it	early	and	say	it
often	(see	Essentialism)Practice	zero-based	thinking	on	every	part	of	your	life.	Ask	yourself	continually,	“If	I	was	not	doing	this	already,	knowing	what	I	now	know,	would	I	get	into	it	again	today?”	If	no,	it’s	a	prime	candidate	for	elimination	or	creative	procrastination.Continually	review	your	life	and	work	and	find	tasks	that	you	can	abandon	with	no
real	loss.#17	Do	the	Most	Difficult	Task	FirstStart	your	work	by	doing	your	most	difficult	task	first.	This	is	truly	“Eating	your	frog.”How	to	develop	the	habit	of	eating	your	frog:At	the	end	of	your	workday,	or	on	the	weekend,	make	a	list	of	everything	you	have	to	do	the	next	dayReview	this	list	using	the	ABCDE	Method	combined	with	the	80/20
RuleSelect	your	A-1,	your	most	important	taskAssemble	everything	you	need	to	start	and	finish	this	job	and	lay	it	out	ready	for	you	to	start	work	in	the	morningDiscipline	yourself	to	start	on	your	biggest	frog.	Work	without	interruptionsDo	this	every	day	for	21	days	until	it	becomes	a	habit.#18	Slice	and	Dice	the	TaskTwo	techniques	to	use	when	tasks
seem	overwhelming:The	“Salami	Slice”:	lay	out	the	task	in	detail	and	decide	to	do	just	one	slice	of	the	job	for	now.	It’s	like	eating	a	roll	of	salami,	one	slice	at	a	time.	Psychologically,	it’s	easier	to	do	a	single,	small	piece	of	a	large	project	than	to	start	on	the	whole	job.	But	once	you	get	started,	you’ll	feel	like	doing	one	more	“slice.”	Soon,	you	will	find
yourself	working	through	the	job	one	part	at	a	time,	and	before	you	know	it,	the	job	will	be	completedThe	“Swiss	cheese”:	punch	a	hole	into	the	task,	like	a	hole	in	a	block	of	Swiss	Cheese.	You	Swiss	cheese	a	task	when	you	resolve	to	work	for	a	specific	time	on	it.	This	may	be	as	little	as	five	or	ten	minutes,	after	which	you	will	stop	and	do	something
else.	Once	you	start,	you	develop	a	sense	of	momentum	and	a	feeling	of	accomplishment.	And	this	feeling	motivated	you	to	keep	going	until	the	task	is	complete#19	Create	Large	Chunks	of	TimeWork	at	scheduled	times	on	large	tasks.	Important	work	requires	large	chunks	of	unbroken	time	to	complete	(see	Deep	Work).Plan	your	day	in	advance	and
schedule	blocks	of	time	to	work	on	a	particular	task.	They	are	like	work	appointments	with	yourself.	Discipline	yourself	to	keep	them.	During	this	block,	turn	off	your	phone,	cut	all	distractions	and	work	non-stop.Make	every	minute	count.	Use	travel	and	transition	time	to	complete	small	chunks	of	larger	tasks.#20	Develop	A	Sense	of	UrgencyWhen
you	work	on	high-value	tasks	at	a	high	and	continuous	level	of	activity,	you	enter	into	a	state	of	“flow”.	Successful	people	get	themselves	into	this	state	far	more	often	than	the	average.To	trigger	“flow”,	develop	a	“sense	of	urgency.”	This	is	an	inner	drive	and	desire	to	get	on	with	the	job	quickly	and	get	it	done	fast.	You	develop	a	“bias	for	action.”
Rather	than	talking	about	what	you	are	going	to	do,	you	focus	on	the	specific	steps	you	can	take	immediately.Resolve	today	to	develop	a	sense	of	urgency	in	everything	you	do.	If	you	a	tendency	to	procrastinate	in	one	area,	make	a	decision	to	develop	the	habit	of	fast	action	in	that	area.	When	you	see	an	opportunity	or	a	problem,	take	action
immediately.	When	given	a	task	or	responsibility,	do	it	quickly	and	report	back	fast.#21	Single	Handle	Every	TaskSingle	Handling	is	working	on	a	task	without	distraction	until	it’s	100%	complete.	Urge	yourself	onward	by	repeating	the	words	“Back	to	work!”	over	and	over	whenever	tempted	to	stop	or	do	something	else.	Concentrate	single-mindedly
on	a	task	and	you	can	reduce	completion	time	by	50%.The	more	you	work	non-stop	on	a	single	task,	the	more	you	move	down	the	“Efficiency	Curve.”	You	get	more	and	more	high-quality	work	done	in	less	and	less	time.Persistence	is	actually	self-discipline	in	action.	The	more	you	persist	on	a	major	task,	the	more	you	like	and	respect	yourself,	and	the
higher	is	your	self-esteem.And	the	key	is	to	determine	the	most	valuable	thing	you	could	possibly	do	at	every	single	moment.	And	then,	“Eat	That	Frog!”
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