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Copyright 
Copyright © EverythingRebrandable.com All rights are reserved. No part of this report may be 

reproduced or transmitted in any form without the written permission of the author. 

Provided you do not alter the content in any way, you do can redistribute this report as is in any 

way you wish. 

Note: This e-book is optimized for viewing on a computer screen, but it is organized so you can 

also print it out and assemble it as a book. Since the text is optimized for screen viewing, the type 

is larger than that in usual printed books. 

 

Disclaimer 
This report has been written to provide information. Every effort has been made to make this 

report as complete and accurate as possible. However, there may be mistakes in typography or 

content. Also, this report contains information only up to the publishing date. Therefore, this 

report should be used as a guide – not as the ultimate source of information. 

The purpose of this report is to educate. The author and publisher does not warrant that the 

information contained in this report is fully complete and shall not be responsible for any errors 

or omissions. The author and publisher shall have neither liability nor responsibility to any person 

or entity with respect to any loss or damage caused or alleged to be caused directly or indirectly 

by this report. 

If you do not wish to be bound by the above, please return or delete this report. 

https://jvz1.com/c/13914/184809
https://jvz1.com/c/13914/184809
https://jvz1.com/c/13914/184809
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Introduction. 

You’d be surprised by how many people lose track of where their time goes. They might think 

they are focused on a single task, but are they really? One way to find out is to keep track of how 

you spend your time for a week. You might find out you’ve been wasting time on little things like 

checking Facebook once an hour.  

Here are my strategies for improving your focus and increasing your productivity – put these into 

action and see the difference it’ll make! 

 

 

1. Track Your Time. 
Analyze the results after a week. Tweak and get rid of time wasters. 

 

2. Plan your week.  
At the end of your week, find a quiet spot to plan out your week’s tasks. Write down key projects 

and the tasks associated with them. Don’t forget to add in family activities that you participate 

in as well. 

 

3. Prioritize your list.  
Break down your tasks from most important to least important. Use a calendar to mark out blocks 

of uninterrupted time (anywhere from 15 to 60 minutes) to work on each one.  

 

 

 

 

https://jvz1.com/c/13914/184809
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4. Eliminate what isn’t essential.  
Outsource what you can for things you need to do but which aren’t your strengths. This could be 

anything from mowing your lawn to hiring a virtual assistant to take care of your social media for 

the week.  

 

5. Set your goals.  
Break down big or long-term goals into smaller weekly or daily goals to make them easier to focus 

on. 

 

6. Allocate task times. 
Set aside a specific amount of time each day for checking/answering email and social media. It 

could be the first 30 minute task of the day, the last 30 minutes of your work day, or maybe the 

15 minutes before your lunch break. Only do it once a day though. Don’t be stopping in the middle 

of a task to check your email. The same goes for social media channels as well. 

 

7. Do away with multitasking.  
It takes a while to learn how to focus on one project at a time, but stick with it and it will become 

a habit. Finish one project/task before moving on to the next one. Become laser-focused on one 

task at a time. This can really increase your productivity. 

 

8. Make a distraction to-do list.  
The Internet has made it easy for us to become quickly distracted. As soon as we want to look 

something up, we hop on the Internet to do a search. “I wonder what’s happening on Facebook.” 

“What was the name of the actor in that movie?” “How long will it take me to drive to the zoo 

tomorrow?” Anytime we get distracted like this it takes about 25 minutes to get back to the 

original task. So instead, next time you want to look up something or an idea pops in your head, 

jot it down on a piece of paper (or, even better, use Evernote). 

https://jvz1.com/c/13914/184809
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9. Learn to say NO.  
If you already have full day’s task list, don’t feel like you have to take on another project for 

someone else.  

 

10. Create an environment that works for you.  
Do you need a quiet space, free from people, phones and television noise? Set up your office so 

it works for you. Decorate it in soothing colors, inspiring artwork and a comfortable chair. If you 

work best in a neat and clean area, make sure you put away or file papers and magazines. Get rid 

of clutter. If you focus better while listening to music or some kind of ambient noise, be sure to 

have a way to make that happen. 

 

11. Take a break when needed.  
Short breaks help break up boredom and burnout when you’re working on a big project. Get up 

and walk around the room. Do some yoga stretches. 

 

12. Break up or chunk it.  
Break your tasks down into smaller more manageable chunks of time with short breaks in 

between. For example, work on a task in 15 minute chunks. For example, let’s say you’re writing 

an eBook. Don’t try to do the whole thing at once. Break it down. Take 15 minutes to write out 

your outline. Take a short break. Then 15 minutes to research the first chapter. And so on. 

 

13. Use the right app. 
Use an app on your phone to boost your productivity and concentration. Apps like Evernote can 

keep you organized and keep track of distractions. An app like Brainwave can be downloaded to 

your iPhone. In this app, you can choose settings like Concentration Boost and Problem Solving,  

https://jvz1.com/c/13914/184809
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Brainstorming, or Memory Boost and Creative Thinking. There are other apps that help you stay 

focused and productive as well. 

 

 

 

The strategies for becoming more focused are endless. Make lists. Remove distractions. Set up 

your ideal environment. You need to find what works best for your style of working. 

  

https://jvz1.com/c/13914/184809
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Conclusion. 

Being focused on one thing for a certain period of time allows you to do a better quality of work, 

more work gets done quicker, and your creative ideas flow easier. Being focused on one task at 

a time is less stressful on your mind. And being less stressed allows you be happier. 

I hope you found this short report useful, and it has opened up some possibilities for you on how 

to improve your focus and see more success online – and in every aspect of your life. 

If you would like to take the next step to improving your productivity, click the link below now… 

 

 

 

 

 

https://jvz1.com/c/13914/184809
https://jvz1.com/c/13914/184809
http://list2007.theprofix.hop.clickbank.net

