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And when I’ve been able to 
single-task consistently, it has 
significantly aided my produc-
tivity. 
 
2. WEEKLY GOALS 
Much of becoming more pro-
ductive involves fighting off 
the various temptations of 
procrastination. One such 
temptation is the “looking 
busy” temptation. “Hey, I just 
responded to 30 junk emails, 
so I must have been produc-
tive.” 
 
But as the great John Wooden 
once said, “Never mistake 
activity for achievement.” 
Short-term goals help us clar-
ify what we actually need to 
achieve so we actually per-
form what needs to be done. 
It could be something specific 
such as “analyze and make 
offer on the Gladstone Apart-
ments,” or it could be just 
keeping to a routine such as 
“work out five times 
this week.” 

multitasking is not as worka-
ble as concentrated times.” 
And furthermore that “Many 
researchers believe that action 
planning represents a 
‘bottleneck,’ which the hu-
man brain can only perform 
one task at a time. Psychia-
trist Edward M. Hallowell has 
gone so far as to describe 
multitasking as a ‘mythical 
activity in which people be-
lieve they can perform two or 
more tasks simultaneously as 
effectively as one.'” 
 
The solution is, of course, to 
single-task. This may sound 
simple, but it’s amazing how 
tempting the Siren of multi-
tasking can be. Make it a pri-
ority to focus on only one 
thing at a time and fight the 
urge to switch to something 
else when you hit a bit of a 
roadblock in whatever you 
are currently working on. I 
went so far as to put a “single-
task” sticky note on the bot-
tom of my computer screen. 

1. SINGLE-TASK 
A lot of people think they are 
good a multitasking, and even 
more than that, they try to be 
good at it. But quite frankly, 
there is simply no such thing 
as multitasking. As Gary Kel-
ler notes in his book The ONE 
Thing: 
 
“Every time we try to do two 
or more things at once, we’re 
simply dividing up our focus 
and dumbing down all of the 
outcomes in the process. 
[And to] bounce between one 
activity and another you lose 
time as your brain reorients 
to the new task. Those milli-
seconds add up. Researchers 
estimate that we lose 28 per-
cent of an average workday to 
multitasking ineffectiveness”. 
 
For its part, Wikipedia agrees, 
“Since the 1990s, experimen-
tal psychologists have started 
experiments on the nature 
and limits of human multi-
tasking. It has been shown 
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Long-term goals are great 
too, but there is a tendency 
for the time it takes to com-
plete a project to expand to 
meet the amount of time you 
allotted to that project in the 
first place. This article is 
about productivity, so the 
focus is on short-term goals 
to keep you on task. 
 
And there is good evidence 
this works, particularly when 
you write it down in a place 
you will consistently see and 
review. A Dominican Univer-
sity study contrasted peo-
ple who wrote their goals 
down versus those that 
who thought about them con-
cluded: 
 
“The positive effect of written 
goals was supported: Those 
who wrote their goals accom-
plished significantly more 
than those who did not write 
their goals”. 
 
3. PARETO’S PRINCIPAL & 
AVOIDING QUADRANT 3 & 
4 
What? Yes, all those words 
actually mean something, and 
they work together. 
 
Pareto’s principal is also 
known as the 80/20 rule. 
Or in other words, it states 
that 80% of your results will 
come from 20% of your 
work. And furthermore, 64%
of your results will come 

 from just 4%of your work, 
and so on. 
 
So how do you figure out 
what activity falls into the 
20% percent and what falls 
into the 80? I believe the best 
method is through the prism 
Stephen Covey laid out in his 
great book The 7 Habits of 
Highly Effective People. 
Namely, he divides activities 
into four groups: 
 
Quadrant 1: Urgent and 
Important 
Quadrant 2: Not Urgent 
But Important 
Quadrant 3: Urgent But 
Not Important 
Quadrant 4: Not Urgent 
and Not Important 
 
Much of his discussion is 
about Quadrant 2 and how 
easy it is to ignore. But here I 
want to focus on isolating 
what activities you consis-
tently do that fall into Quad-
rant 3 and 4. Candy Crush 
and junk email fall into Quad-
rant 4, but Quadrant 3 can be 
more deceptive. Quadrant 3 
is the one to look out for. 
Yes, it may feel urgent to go 
look at that deal 
that wholesaler has been 
hounding you about, but 
given you’re almost certain 
it’s junk, it really isn’t impor-
tant. 
 
One good way to evaluate 

this is to keep track of your 
daily activities for a week on a 
time card of sorts. Then re-
view this at the end of the 
week and try to isolate the 
activities that really were 
important and those that 
were just busy work. 
 
Furthermore, it’s a good idea 
to ask yourself, “How can I 
cut down the amount of time 
some of these simple things 
take?” For example, Ari 
Meisel, in his book Less Doing, 
More Living goes through 
countless ways to expedite 
the little hassles of life. One 
example he gave in an inter-
view was: 

“The average number of steps 
required to pay a bill is 27. 
That may sound crazy… If I 
asked you right now, ‘How 
do you pay a bill?’ you would 
probably just tell me ‘Oh 
well, I just go to the bank 
website and pay it and that’s 
it.’ And you have like three 
things that you do, but the 
truth is it’s more than that. 

You go to the banking web-
site, you login, you go to the 
payee website, is the payee 
already there? If they are not, 
you have to add them. And 
this is the process for adding 
them. This is the account you 
like to use, this is the date you 
like to send them. So on and 
so forth and it very quickly 
get to 27 steps.” 
 
Proactively reviewing things 
like this and trying to create 
systems to reduce the amount 
of steps and thereby time they 
take can drastically increase 
productivity. This is true for 
the routine as well as more 
complicated tasks. 

 
4. GETTING THINGS DONE 
In one of the most cited arti-
cles of all time, George Miller 
noted that: 
 
“Everybody knows that there 
is a finite span of immediate 
memory and that for a lot of 
different kinds of test materi-
als this span is about seven 
items in length.” 

https://tomwoods.com/podcast/ep-376-my-productivity-secret/
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 In other words, you can re-
member keep about seven 
different things in your head 
at once. David Allen found 
that this had a profound im-
pact on modern life. As he 
notes: 
 
“A basic truism I have discov-
ered over twenty years of 
coaching and training is that 
most of the stress people ex-
perience comes from inap-
propriately managed commit-
ments they make or accept”. 
 
That quote comes from Al-
len’s book Getting Things 
Done, which is the same name 
as his system for properly 
managing commitments and 
creating a “mind like water” 
that responds “totally appro-
priately to the force and mass 
of the input.” 
 
5. DELEGATION 
OK, let’s delve into some 
economics. This passage 
comes from Macroeconomics: 
Private and Public Choice: 
“Consider the situation of an 
attorney who can type 120 
words per minute. The attor-
ney is trying to decide 
whether to hire a secretary, 
who only types 60 words per 
minute, to complete some 
legal documents. If the lawyer 
does the typing job, it will 
take 4 hours; if a secretary is 
hired, the typing job will take 
8hours. Thus the lawyer has 

an absolute advantage in typ-
ing compare to the prospec-
tive employee. However, the 
attorney’s time is worth $50 
per hour when working as a 
lawyer, whereas the typist’s 
time is worth $5 per house as 
a typist… Thus the lawyer’s 
comparative advantage lies in 
practicing law [and] the law-
yer will gain by hiring the 
typist. It puts the lie to an old 
adage that “if you want some-
thing done right, you have to 
do it yourself.” Not if you 
want to become wealthy. 
 
Learning to let go and dele-
gate is critical to growing 
your business and increasing 
your productivity. This could 
mean hiring an employee or 
perhaps getting a virtual assis-
tant from a site such 
as Upwork for either business 
or even just for helping you 
with personal tasks. Or it 
could be done by granting an 
employee or partner more 
authority. If it’s about giving 
more authority to someone, 
this comes with risk, but also 
a huge upside. Yes, you will 
need to train and then moni-
tor them, but if you can teach 
them to do part of what you 
are doing, you’ve basically 
replicated yourself. And what 
could be more productive 
than that? 
 
Now go out and be produc-
tive! 

1. The After Repair Value 
Is Based On Google 
Trying to determine the after 
repair value of a home by 
doing an internet search is 
one way of setting yourself up 
for a disaster. 
 
It’s not that you shouldn’t use 
the internet to get an idea of 
how much your ARV will be, 
but your research shouldn’t 
just end there; you should 
meet and speak with a local 
expert real estate agent. A 
real estate agent who knows a 
lot about the area where you 
want to purchase the 
property would be in a better 
position to give you a more 
accurate ARV. 
 
2. You Are Using Eraser 
Math 
There’s a reason the 70% 
rule is so effective — so when 

you start using eraser math to 
figure out your 70%, you 
stand to lose a lot of money. 
 
When you get too excited 
about a house flip and then 
try to adjust the numbers to 
suit your situation, that’s 
when you get into trouble. If 
you find yourself trying to 
adjust the numbers so that 
they can look good on paper, 
that’s likely a sign that you 
are about to get into a bad 
deal. 
 
3. Your Deal Does Not 
Have An Exit Strategy 
Anything can go wrong when 
investing in real estate. 
Without an exit strategy, you 
might find yourself stranded. 
Some of the strategies you can 
employ include: 

1. Renting 

2. Wholesaling to another 

https://www.upwork.com/?vt_cmp=249488945&vt_adg=19670624585&vt_src=google&vt_kw=odesk&vt_device=c&gclid=CKPEuqHB584CFQaNaQodbYMCEA
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3. Leasing 

 
If none of the exit strategies 
mentioned are feasible or you 
cannot formulate one then 
you should let the deal go. 
 
4. You’ve Invested All 
Your Life Savings In The 
Flip 
The bigger the risk, the 
greater the reward, right? But 
are you willing to take the 
risk with your life savings? 
If you want to invest money 
in real estate, you should 
consider using OPM (Other 
People’s Money). You can 
always find people who are 
looking to invest by 
networking and forming 
relationships. A good place to 
start would be at REIA 
meetings. Get investors 
interested by offering them 

good deals. No one will give 
you their hard-earned money 
if you are the only one 
benefiting from it. 
 
5. You Are Managing The 
Rehab Without 
Experience 
Reality TV shows have people 
believing that rehabbing a 
house involves slapping on a 
new coat of paint, hammering 
in a nail or two and selling the 
property for a profit. This 
misconception has people 
believing that anybody can 
renovate a house without 
experience. 
 
If you try to renovate a house 
on your own and you do not 
know what you are doing, 
you risk not renovating the 
home properly. As a result, a 
number of issues can come up 
in the future for the home-

 
 

When staging your kitchen counters, keep this tip in mind: 
Place one vignette or small appliance per section of counter. 

The item should be scale appropriate for that section of counter. 
 

For example: 
You can have your coffee maker on one section, a fruit bowl on another, 

Kitchen tools caddy on another. 
 

Small things for small space, bigger things for larger sections.  
 

 -  Brenda Douglas, Staged Works 

owner. If you don’t have a 
clue as to how to renovate a 
home, find someone who 
does. There are plenty of 
talented contractors who are 
good at their job; you just 
have to find and meet them. 
 
6. Trying To Flip A House 
Alone 
House flipping is a team 
effort. Of course you can do 
it alone, but this usually isn’t 
the best route. In fact, not 
having a house flipping team 
increases the chances of your 
flip being a flop more so than 
if you are new to the 
industry. 
 
Spend at least six months 
networking and forming 
relationships with important 
house flip team members. 
You should form beneficial 

relationships with: 

1. Lenders 

2. Real estate agents 

3. General contractors 

4. Certified public 

accountants 

5. Real estate attorneys 

 
7. Your Gut Tells You 
Otherwise 
Investing in real estate comes 
with a lot of fear, but with a 
few tips you can easily 
overcome it. However, if 
you have an over-
whelming sense of fear 
about purchasing a 
house, then you probably 
shouldn’t. You should 
acknowledge that there’s a 
possibility you are in over 
your head if you your gut 
constantly tells you that the 
deal might not work out well.  

 


