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'FROG!

21 GREAT WAYS TO

STOP PROCRASTINATING
AND GET MORE DONE IN LESS TIME

BRIAN TRACY

Thereisn’'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, and all the things you’ ve been meaning to read. In Eat
That Frog, business consultant Brian Tracy says the answer isto identify your most important task—the
one with the greatest consequences—and do that first each day. It’slike eating a frog: when you have abig
challenge, or frog to eat, it's best to get it out of the way first; everything after that will be easier by
comparison. Based on thisinsight, Tracy offersalist of practical tips for improved productivity and
success.

1-Page Summary of Eat That Frog!

You'll never get caught up or get ahead on everything you have to do, author Brian Tracy contendsin
Eat That Frog. Thereisn’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.
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Relying on productivity toolsisn’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 timeisto ignore most
things—instead,** focus on your most important task first and do it quickly and well**.

If you're able to get the most important things done consistently and efficiently, you can outperform the
smartest person who failsto follow through. Mark Twain had a metaphor for getting hard things done: if
you haveto eat alive frog, do it right away and everything after that will be easier by comparison.

Your most important and consequential task—the one you’re most inclined to put off—isthe frog.

Building on thisinsight, Tracy, a business consultant and trainer, offers practical tips gleaned from
hundreds of books and articles for improving your productivity. Tracy tested the advice he read, and he
compiled the most useful ideas. All are specific things you can do immediately to get results and be
happier. Many of the ideas will also work in your personal life. The more quickly you apply these
principles, the faster you'll advance in your career.

Makelt a Habit

To succeed, you need to devel op success habits. The key one is overcoming procrastination and tackling
your most important task. With diligent practice, it eventually becomes automatic.

Making a habit of getting your most important things done has two payoffs: immediate satisfaction
and long-term success.

Doing hard tasks successfully sets up a positive feedback loop. Completing a big job rel eases endorphins
in your brain that make you feel good. A secret of successisthat you can get addicted to these endorphin-
induced feelings of self-confidence and capability. Subconsciously, you aim to complete more such tasks
because you’ re addicted to success. It’s one of the keysto long-term success and living a happy life.
When you have a success habit, it becomes easier to do the important things than to dodge them.

How to Get Things Done

Here'salist of Tracy’ s favorite strategies for improving your productivity by focusing on the most
important thing. (Shortform note: Although the book doesn’t organize these strategies in any type of
sequence or by theme, we have organized them thematically in the one-page summary to make them
easier to follow. The full summary more closely follows the book’ s organization.)

Prepare

1. Determine your goals. Determine what you want to accomplish, then write down your goals.
There are seven steps for setting and achieving goals.

¢ Defineyour goal: Determine your goals in conjunction with your boss, so you' re clear about
what you' re aiming for/what’ s expected and in what order.
e Writeit down: When you write down agoal, you make it real and concrete. A goal or objective

2/7



Eat That Frog! Book Summary, by Brian Tracy (archive)
by Allen Cheng - https.//www.allencheng.com - Visit for more summaries like this one.

that isn’t put into writing is short-lived.

e List thestepsfor achievingit: It’s easier to achieve your goal when it’s broken into individual
tasks.

e Turnthelist into a plan: Prioritize your tasks, and list things in the order they need to be done.
With awritten goal and a plan, you' Il be far more productive than if you had only a mental list.

* Set adeadlinefor achievingit: Set an overall deadline plus sub-deadlines for steps toward your
goal. A goal needs definite deadlines with specific responsibilities to be compl eted—otherwise,
you'll procrastinate and get little done.

e Act on your plan: Just do something. Y our plan may not be perfect, but it’s better to act on an
average plan than to do nothing with a great plan.

e Do something every day to advance your goal: Put it on your schedule. For example, make a
certain number of cold calls or exercise for 45 minutes. Don’t miss aday. Keep pressing forward.

2. Create wor k-life balance: Determine the three things you do at work that account for the
majority of the value you contribute. Also, set personal or life goalsin three areas:
financial/career, relationship/family, and health/fitness. Focus each day on completing the most
important things at work, so you have time to do what brings you happiness and satisfaction in
your personal life. Your goal should be to do your best at work while not losing sight of the
reasons you' re working: to have strong relationships and a satisfying life.

3. Know what’s expected of you: Identify the key areas of your job where you' re expected to
deliver results, and make sure you focus on them. Y our success and your company’ s depend on
your delivering these results. Grade yourself on each area on a scale of 1-10 to indicate your
strengths and weaknesses. Instead of ignoring or rationalizing your weaknesses, focus on the
expectations you need to meet and develop a plan for excelling in all areas. The better you get, the
more motivated you’'ll be to compl ete the important tasks.

4. | dentify your biggest limitation: Identify the biggest thing that’s holding you, your project, or
the company back and eliminate it. A constraint may be external to your company, internal, or
even personal (everyone has personal limitations). Removing it will significantly speed up your
progress toward your goal. Removing alimiting factor may be your most important task—or frog
to eat—at the moment.

5. Build your skills: Continually upgrade your skillsto increase your value and productivity and
advance your career. Determine what you need to learn in order to do your job better. Identify
your most important tasks and capabilities, then draw up a plan to continually upgrade your skills
in these areas.

6. Plan each day: On a sheet of paper, list everything you have to do. A minute spent planning can
save 10 in implementation. Whenever something comes up, add it to your list. When you work
from alist, you can increase your productivity by 25%—two hours a day. Effective planning
requires lists for different timeframes—daily, weekly, monthly—plus a master list and separate
project lists. Y ou move items between lists as you constantly prioritize.

Prioritize
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7.

10.

Live by the 80/20 rule: 20% of your efforts will produce 80% of your results. Focus on doing the
few things that make the most difference, or better yet, narrow it to one thing. If you have 10
things to do, doing the two most important ones will have a greater impact than doing the other
eight combined. Each of the 10 tasks may take the same amount of time, but a certain one will
generate more value—perhaps as much as 10 times more—than al the others. The most valuable
task is the one you should complete first, or the frog you should eat first.

. Weigh the consequences. The most important thing you can do is the one with the biggest

consequences or greatest impact. Determine which thing that is by asking three productivity
guestions: “What are my most impactful activities,” “What can | alone do that will have a
significant impact,” and “What' s the best use of my time at the moment?’ Do the activity with
the greatest impact first, especialy if the consequences are positive. The greater the potential
positive impact of atask, the more motivated you'll be to stop procrastinating and get it done.

. Beacreative procrastinator: Since you can’'t do everything, you have to put off or eliminate

something. Purposefully procrastinate on small things—for instance, answering non-urgent
emails—so you can get the important things done.

Prioritize your to-do list: Prioritize your to-do list using the ABCDE labeling method to ensure
you get the right things done. Label each task as follows:

A—must do: These are tasks that are very important. They are tasks that you must do—not doing
them will have serious negative consequences. For instance, an “A” task might be something your
boss directed you to do,

B—should do: These are tasks that you should do, such as returning a non-critical call or email.
These tasks have much less dire consequences than “A” tasks—for instance, someone may be
unhappy if you don’t do it.

C—would be nice to do: These are tasks that would be nice to do, but it doesn’t matter whether
you do them or not. Examples include having lunch with a coworker or phoning afriend. These
tasks don't affect your work.

D—delegate: These are tasks you can delegate. Y ou should delegate everything possible so you
can create time to do your extremely consequential “A” tasks.

E—eliminate: These are tasks you can eliminate. They include things that were important at one
time but are no longer relevant, or unnecessary things that have become habits. Any time spent on
one of these tasksistime diverted froman “A” task.

Take Action

11.

Befully prepared: Before you sit down and begin an important task, make sure you have
everything you'll need in front of you so you're not distracted by looking for things later.
Countless projects never get done, or are done haphazardly, because people fail to prepare for the
job in advance. Once you have everything laid out like the ingredients for arecipe, start the task
immediately.
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12. Takeit step by step: Make abig job doable by breaking into smaller steps and focusing on one
step at atime. Imagine your large task is a salami that you' ve cut into thin slices, and you only
need to eat one small sice at atime.

13. Motivate your self: Coach yourself: use your inner voice to encourage and urge you to excel.
Repeat to yourself, “1 have what it takes’ to build confidence and overcome doubt. Push yourself
to complete your most important tasks by giving yourself deadlines and sub-deadlines. Approach
your work with a sense of urgency, or acompulsion to get on with the job and get it done. When
you know what you need to do, just do it.

14. Make technology work for you: Take control of your devices by using the available features to
organize your work, remind you of what’ s important, and keep unimportant things, such as social
media and notifications, from wasting your time.

15. Stay focused: Focus on your most important task for two sustained 90-minute periods each
morning. Use a planner to block out thistime and stick to it. Eliminate interruptions and don’t
multitask. Research indicates that the habit of responding to emails, texts, and callsresultsin a
shorter attention span and a lack of focus, which make it impossible to complete the kind of tasks
vital to your success.

Conclusion

Developing the habit of doing your most important task, or eating your biggest frog, the first thing each
workday primes you for success. Anyone can learn to do it. Following these rules can help you develop
the habit and get on the road to success faster.

Full Summary of Eat That Frog!
Preface

You'll never get caught up or get ahead on everything you have to do, author Brian Tracy contendsin
Eat That Frog. Thereisn’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 toolsisn’'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 timeisto ignore most
things—instead,** focus on your most important task fir...
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---End of Preview---
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21 GREAT WAYS TO

STOP PROCRASTINATING
AND GETMORE DONE INLESS TIME

BRIAN TRACY

Read therest of the” Eat That Frog!" summary at my new book summary product, Shortform.

Here'swhat you'll find in the full Eat That Frog! summary:

e Preface

e Introduction: Eat That Frog

e Exercise: Seizing a Frog

e Chapter 1: Determine Y our Goals

e Exercise: Put Your Goalsin Writing

e Chapter 2: Plan Each Day

e Exercise: Makealist

e Chapter 3: Prioritize—Live By the 80/20 Rule
e Exercise: Prioritizing

e Chapter 4: Weigh the Consegquences

e Exercise: Consider the Consequences

e Chapter 5: Be a Creative Procrastinator
e Exercise: Procrastinate on Purpose

e Chapter 6: Prioritize Your To-Do List
e Exercise: Try the ABCDE Method

e Chapter 7: Focus on Results
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e Exercise: Your Results

e Chapter 8: Create Work-Life Balance

e Exercise: Identify Your Goals

e Chapters 9-10: Be Fully Prepared and Take One Step at a Time
e Exercise: Step by Step

e Chapter 11: Build Y our Skills

e Chapter 12: Identify Y our Biggest Limitation
e Exercise: Overcoming Limitations

e Chapters 13-14, 19: Motivate Y ourself

e Exercise: Be an Optimist

e Chapters 15-16: Master Technology

e Chapters 17-20: Stay Focused

e Exercise: Sharpen Y our Focus

e Conclusion

I've been building Shortform for the past year. It's the book summary product | always wanted for myself.
| was never satisfied with the summaries from what was on the market, and so | built Shortform for
myself and readers like you. If you like my book summaries, you'll love Shortform.

Shortform has the world' s best summaries of nonfiction books and articles. Even better, it helpsyou
remember what you read, so you can make your life better. What's special about Shortform:

The world's highest quality book summaries—comprehensive, concise, and everything you need
to know

Broad library: 1000+ books and articles across 21 genres

Interactive exercises that teach you to apply what you've learned

Audio narrations so you can learn on the go

Discussion communities—get the best advice from other readers

Sound like what you've been looking for? Sign up for a 5-day freetrial here.

Likethisbook summary? Visit www.allencheng.com for more.
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