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Purpose: how to go from ‘living to 

work’ to working (as little, but effec-

tively as possible) and making life as 

big as possible. There is no need to 

wait to retire.  

 

Question: How can you live the mil-

lionaire lifestyle without $1,000,000?  

Goal: free time, automated income.  

DEAL to reinvent yourself:  

 D = Definition, the overall life-

style design recipe  

 E = Elimination, the three luxury 

lifestyle design factor of time  

 A = Automation, the luxury life-

style design factor of income.  

 L = Liberation, the luxury lifestyle 

design factor of mobility.  

 

A successful entrepreneur shifts re-

sources from low-yield areas to high-

er-yield areas. 

 

Step 1: D = Definition 
Money is multiplied depending on 

how you control: 

 what you do 

 when you do it 

 where you do it 

 with whom you do it (the “free-

dom multiplier”) 

Options - see & create options w/ the 

least effort & cost.  

Start by replacing assumptions.  

 

Retirement is a seriously flawed goal:  

 It assumes you dislike what you 

are doing during your most physi-

cally capable years.  

 Most people will never be finan-

cially able to retire.  

 If you are an ambitious, hardwork-

ing machine, you’ll be bored in re-

tirement.  

 

Focus on being productive, not busy: 

Do less meaningless work. Focus on 

things of greater personal importance. 

Ironically, our culture often rewards 

personal sacrifice rather than produc-

tivity.  

 The timing is never right. For all 

the most important things, the tim-

ing always sucks. Conditions are 

never perfect. If it’s important to 

you and you want to do it “eventu-

ally,” just do it and correct course 

along the way.  

 Ask for forgiveness, not permis-

sion.  

 Emphasize strengths. It's way 

more profitable & fun to leverage 

strengths than to fix weaknesses.  

 Money isn't the solution. “If only I 

had more money” is a cop-out.  

 

Distress makes you weaker, less con-

fident, less able: 

 destructive criticism 

 a bad/abusive boss 

 

Instead, seek: 

 role models who push you to ex-

ceed your limits 

 physical training that removes 

your spare tires 

 risks that expand your sphere of 

comfortable action  

 

“Healthful" stress stimulates growth.  

Most people choose unhappiness over 

uncertainty  

Conquering Fear = Defining Fear  

 What steps can you take to repair 

the damage or to begin moving 

forward?  

 What are the probable outcomes or 

benefits, both temporary and per-

manent?  

 If your boss fired you today, what 

would you do?  

 What are you putting off out of 

fear?  

 What is it costing you—

financially, emotionally, & physi-

cally—to postpone action?  

 

Overcome Fear 

 People who avoid all criticism fail. 

But do avoid destructive criticism.  

 Typically, what you most fear is 

what prevents you from doing 

what you must do to succeed.  

 Ninety-nine percent of people be-

lieve they'll never achieve great 

things. Result? They aim for me-

diocre. But competition is fiercest 

for modest goals, making them 

time & energy-consuming. Don't 

overestimate yr competition & un-

derestimate yrself.  

 Chase excitement. Ask yourself: 

What would excite me?”  

 Most people think: “I’ll just work 

until I have X dollars and then do 

what I want.” But X keeps chang-

ing, to avoid fear-inducing uncer-

tainty.  

 

Dream-lining applies timelines to 

what most would consider dreams. It 

differs from goal-setting: 

 Define goals step-by-step. 

 Effective goals are unrealistic.  

 Define activities to fill the vacuum 

created when work is removed.  

 

The most important actions are 

never comfortable. Develop the un-

common habit of making decisions, 

both for yourself and for others.  

 

Step II: E = Elimination  
(the end of time management) 

To accomplish more, DO less. De-

crease yr work & increase revenue. 

Result: Automation, then Liberation.  

Being Effective vs. Being Efficient  

Effectiveness is doing the right 

things well. Efficiency = doing ANY 

job (no prioritizing) economically. 

Efficiency w/o effectiveness is the sad 

norm: 

 Doing something unimportant well 

does not make it important.  

 Requiring a lot of time doesn't 

make it important.  

 What you do is infinitely more 

important than how you do it.  

 Efficiency is important, but use-

less unless applied to right tasks.  

 

The 80/20 Rule: 

 80% of results come from 20% of 

the effort and time.  

 Which 20% of sources are causing 

80% of my problems and unhap-

piness?  



 What 20% of sources are resulting 

in 80% of my desired outcomes 

and happiness?  

 

Spot yr inefficiencies & eliminate 

them. Find yr strengths & multiply 

them.  

 

Most things make NO difference. Be-

ing busy is a form of laziness – lazy 

thinking, indiscriminate action  
 

Overwhelm is both unproductive 

& unpleasant. Being selective – doing 

less – is productive. Focus on the im-

portant few. Ignore the rest. Lack of 

time = a lack of clear priorities. 

  

Parkinson’s Law: work expands to 

fill the time available to complete it.  

Solution: an imminent deadline. If you 

target 6 hours to finish a project, the 

time pressure forces you to focus on 

execution. If you are get a week to 

complete the same task, you'll use it.  

 

To increase productivity:  

 Only do important tasks. 

 Time target each task. 

 Focus only on results. 

 Be ruthless. Cut the fat.  

 Make a “to do” list 

 Make a “not-to-do” list 

 If you could only work 4 hrs/wk, 

what would you do?  

 List the activities you use to fill 

time so you feel productive.  

 

Always have a "to-do" list when 

you start yr day, w/ no more than 2 

critical items to complete that day.  

 If it seems urgent, ask, “What will 

happen if I don’t do this?" 

 What is the best use of my time 

right now?  

 Am I inventing things to do to 

avoid the important? 

 

Do not multi-task. Have, at most, 2 

primary tasks/day w/ short deadlines to 

finish. Do them separately from start 

to finish w/o distraction. Train yrself 

to spot the "little" stuff and ignore it. 

 

Adopt a low-info diet. Yr output 

can only increase if yr input decreases. 

Most info is: 

 time-consuming 

 negative 

 irrelevant to yr goals 

 outside yr influence 

 a waste of your time 

 

Do a 1-week media fast. Ignore 

news, or only look at headlines. Only 

read the sections of a book relevant to 

yr immediate next steps. Eliminate: 

 newspapers 

 news websites 

 television (except for 1 hour of 

pleasure viewing evenings) 

 books (except 1 hour of fiction 

before bed) 

 web surfing (unless necessary to 

complete a work task today)  

 

Constantly ask, “Will I definitely 

use this info for something immediate 

& important?” If not, skip it: 

 Practice “non-finishing”. Starting 

something does not justify finish-

ing it.  

 If you’re reading an article that 

sucks, put it down & don’t pick it 

up again.  

 Problems often solve themselves 

or disappear if you remove your-

self as an info bottleneck and em-

power others.  

 Live a selectively ignorant life-

style. Ignore or redirect all irrele-

vant, unimportant, or unactionable 

info & interruptions. Ruthlessly 

enforce your low-info diet.  

 

Types of interruptions: 

 Time-wasters can be ignored with 

little or no consequence. Spot 

them immediately. (meetings, dis-

cussions, phone calls, most e-mail) 

 Time-consumers are repetitive 

tasks that need to be completed but 

often interrupt high-level work. 

(e.g., responding to e-mail, return-

ing calls, customer service, writing 

reports, personal errands)  

 Empowerment failures (somebody 

needs yr approval to act) 

 

Time-Wasters  

 Severely limit both e-mail con-

sumption & production  

 Turn off audible email alerts 

 Turn off automatic email 

send/receive 

 Check e-mail 2x / day, 4-6 hours 

apart, starting at noon.  

 Never check e-mail early morning. 

Instead, do today’s critical task(s). 

 Suggested e-mail auto-response : 

“Due to high workload, I currently 

check & respond to e-mail 2x/day 

at noon (EST) and 5:00 pm (EST. 

Thank you for understanding.”  

 Screen all calls w/voicemail ... 

which you check 2x/day. 

 

Be a master of evasion & refusal: 

 Replace the “How are you?” greet-

ing with “How can I help you?”  

 Get specific. No stories. 

 Respond now or (better) never. 

 NO productivity interruptions! 

 Avoid meetings, in person or re-

mote, w/ no clear objectives. Train 

yr people to be effective, efficient.  

 Do ONLY what is important.  

 Respond to voicemail by e-mail. 

This trains people to be more con-

cise. Get right to the point in your 

email. Ignore email sent to you 

that doesn't have a clear point.   

 If someone proposes a meeting or 

“set a time to talk on the phone,” 

ask for an e-mail with an agenda 

to define the purpose. Make them 

define the desired outcome of a 

meeting or call. Most questions 

can be answered by email, once 

defined by e-mail. Impose this 

habit on others.  

 If you absolutely cannot prevent a 

meeting or call, specify the end 

time. 20 minutes max.   

 Casual visitors not allowed.  

 

Batch distracting but necessary ac-

tivities to limit set-up time. What 

tasks (e.g., laundry, groceries, mail, 

payments, etc.) can you do at specific 

times each day/week/month & not re-

peat them more often than necessary?  

 



Get rid of empowerment failures – 

the inability to do a task w/o getting 

permission or info. Usually, mi-

cromanagement.  

Entrepreneurs save time: focus & 

grant info & decision-making ability to 

employees or contractors.  

Micromanaged employee? Suggest to 

yr boss that you’ll be more productive 

& interrupt them less. Present “rules” 

that would allow you to not waste their 

time. Suggest a 1-week trial. Ask, “Is 

that reasonable?”   

Use rules, set responses & routines 

to recognize & fight interruption. 
Stop self & others from letting unnec-

essary & unimportant prevent start-to-

finish completion of what’s important.  

 

Step III: A = Automation  
 Eliminate before you delegate.  

 Never automate something that 

can be eliminated.  

 Never delegate something that can 

be automated/streamlined. 

 Refine rules & processes before 

adding people, or you multiply 

problems.  

 Create a process to outsource eve-

ry task possible. 

Get a Virtual Assistant, even if you 

don’t need one. Test projects:  

 web research  

 following up appointments, er-

rands, tasks  

 online shopping  

 document creation  

 proofreading & editing  

 updating databases  

 market research  

 charting a diet plan  

 apologizing and sending flowers 

and cards to spouses of clients  

 

 Indian Virtual/Remote Assistants 

run $4 – $15 per hour (high end 

includes MBA & PhD equivalents) 

 US and Canada: www.assistu.com 

 www.yourvirtualresource.com 

 North America: www.elance.com 

 India: www.b2kcorp.com 

 ($15/hour+)….business stuff on-

ly; www.yourmaninindia.com 

($6.25/hour)….business & person-

al task (more routine)  

Prepare for a Virtual Assistant 

 Look at your to do list. For each 

item, ask, “Could a VA do this 

better?”  

 Outsource your top 5 time-

consuming non-work tasks and 5 

personal tasks.  

 Completely define each delegated 

task.  

 Commit to testing VAs. 

 Test a VA firm or VA with backup 

team rather than a sole operator, 

for more chance of getting it right. 

 VA misuse of financial and confi-

dential information is rare.  

 Check their references. You don't 

want the new guy. 

 

Information theft is inevitable 

online. To limit damage: 

1. Never use debit cards for online 

transactions or with remote assistants.  

2. If your VA will be accessing web-

sites on your behalf, create a new 

unique login and password to be used 

on those sites.  

 

Step IV: L = Liberation  
Create the proper leverage: 

 Demonstrate the business benefit 

of remote working 

 Make it too expensive or painful to 

refuse it.  

Build the value: 

1. Increase investment  

2. Prove increased output offsite  

3. Prepare the quantifiable biz benefit  

4. Propose a revocable trial period  

Getting what you want often de-

pends more on when you ask for it 

than how you ask.  

Entrepreneur’s problem: fear of giv-

ing up control 

Employee’s problem: fear of taking 

control 

 

http://www.assistu.com/
http://www.yourvirtualresource.com/
http://www.elance.com/
http://www.b2kcorp.com/
http://www.yourmaninindia.com/

