
10 Simple Steps To Focus On What You Want 
(Instead Of Shiny Objects That Are Not What You Want) 

 
Do you find yourself at the end of the day wondering why you did what you did all day 
and nothing “accomplished”? 
Do you procrastinate or get distracted often? 
Do you sometimes think you have ADD? 
Do you find yourself buying something else that you don’t use? 
First lets talk about what a lack of focus means.  
Well, right off, it’s not a lack of focus. It’s a focus on something other than what you 
want to focus on. The only time you’re not focused is when you are asleep. We all must 
focus on something at every moment. Not 2 things. One thing.  
So lets be clear. You ARE focused.  On too many things at one time…. And on things you 
don’t want to be focused on.  
 
What we will do today is talk about how to become more focused on what you want to be 
focused on. 
 
1. Know what you want to be focused on and keep it in front of you. 
Sounds simple, but scattered thoughts primarily come because we haven’t decided what 
to be focused on. And your brain won’t accept a vacuum, so it fills. With whatever is 
bright and shiny and there.  
 
How do you know what to focus on?  What TOOLS! 
Life’s Intentions Inventory - top 3. 
SMART Goals we created… based on those LI’s. 
The NEXT Authentic Action toward each Smart Goal. 
One Small Sweet Step in this moment. This next 15 minutes. 30 minutes. Hour.  
Are you using this tool every single day to be clear on your intention, your 
goal and your plan?  
How much time would it really take to do this?  
 
What about you word of the Year created in our first call this year? Is your 
Stone on your desk? I looked at mine today. My focus is FLOW. Just looking at my stone 
causes me to breath and think in terms of smoothly flowing from one moment to the 
next. One task to the next. One call to the next. It’s great to create your word on your 
stone… The question is, are you USING it? 
What are your Mantra’s or Affirmations?  
I am a client magnet - vs-  I can’t find anyone that wants to buy/sell. 
I give the best service possible to those I work with  - vs - they’ll list/buy with someone 
else anyway. 
I am uplifting and helpful to those I work with  - vs - all these people around me are 
such downers. 
 
A.  Use your stone… use a vision/goal board or book or pinterest board or whatever you 
will use. In the “olden days” Floyd Wickman had everyone going through his program 
put their Smart Goals in the form or pictures or words cut out of magazines on one 



8.5x11 page - 2 sides. Then put it in a plastic sheet protector. And ATTACH to your key 
ring! You had to carry it around with you the entire 12 weeks of the program.  SIMPLE 
and EFFECTIVE.  
Where else can you put pictures and words of your visions and goals?  
B. How often will you look at them? 
One of our great Coaching Clients Ben Slater is an absolute expert in this. Every day Ben 
writes out his schedule for the day and sends it to his coach. He’s actually putting into 
writing every day the small sweet steps of the day that are leading to the Authentic 
Actions that lead to fulfillment of his Smart Goals and ultimately his Life’s Intentions. 
Ben took his kids on a vacation this summer using this technique. And he’s well on the 
way to buying his next home in the school district he wants to be in. Every week he’s 
focused on wha the wants, and he keeps it in front of him all the time.  
C. Put the Authentic Actions in your schedule and work the schedule. Gasp.  Major 
secret out of the bag…   ;)  This is not difficult. This is not complicated.  Take the time to 
do it.  
 
2. Give your DISTRACTING thoughts a place to go. Write them down.  
Buy a $1 pad or notebook - spiral bound is best.   Date the front cover with today’s date 
and your contact info if you leave it somewhere. 
When something enters your head… something you forgot… something you need to get 
done… a great business idea… something you want to look up and research…  
What else gets in your head other than those?  
Now put the notebook where you are working (or playing with your kids, or whatever 
you are being PRESENT doing). And when something distracts... 
Write it down. Just open your notebook and jot it down…. and go back to the thing 
you are supposed to be doing.  
Health magazine says doing this one simple action will allow you to “fully attend” to 
what you intended to. I love it.Simple. Effective.  
 
3. Eliminate Distractions with your Environment and Actions. 
Clear your desk every day. Spend the last 10 minutes of every day cleaning your desk 
OFF...and writing a to-do list for the next day. Print your schedule for tomorrow. Leave 
ONLY those 2 things on your desk.  
Use a double ear headset when ON the phone. And noise canceling headphones for work 
off the phone.  
Shut the door. Hang one of our door hangers.  
Turn off your cell phone while you do a task and back on when you finish. 
Close programs. When focusing on writing or working on a contract or something that 
you don’t need email or the web, close the programs.  Really. You can open them if you 
need them, but until and unless…. they are off.  
Use white noise or “focus music” (google “focus music”)… OR create silence if that’s 
what you need. 
When you see you’ve gotten distracted. Say in your head “NO”. Count to 3 with deep 
breaths. Write down the thing. And get back to plan.  
 



4. Put breaks in the schedule. And USE them. Ever head 
of PERIODIZATION in sports (using mental and physical breaks to reach 
peak performance?) 
Work your schedule and SCHEDULE breaks. Hard work for long periods is a recipe for 
burnout and invitation for distractions. 
If you find yourself distracted or not doing what you want to be doing. Take a break. 
Refocus on #1 - what do I want? 
Key: Plan breaks for every day. 
Meal breaks. 
Not to get weird, but yes...Bathroom breaks. 
Coffee breaks. 
Meditation breaks.  
Walk around-the-building breaks.  
Plan larger breaks for evenings and weekends. 
Plan even larger breaks for 3-4 day weekends a few times a years. 
Plan the largest breaks for 1,2,3 longer holidays.  Not working holidays, but time OFF.  
This creates the best Peak Performance you can achieve overall. And allows 
you better focus when you are working. 
 
5. Unplug Negativity 
Will you all agree that want you want is something Positive in your life. Great. 
Will you all agree that negative things do not help you focus on those Positive things. 
Great. 
Now this is radical.  Are you ready? 
Stop letting the negative in your brain.  
A. Stop watching news. Except the weather. And use a weather app for that. 
Delete/block the feeds into your FB or LI or other media that are bad news. If you have 
friends that re-post from sites that are not what you want to see to move you forward, 
just block the site. They can repost all they want but you won’t see it. My social media is 
EXTREMELY positive. And it didn’t take much to get the crap out of mine. You can do 
it. Simple. Effective.  
B. Say no to negative discussions. Just say no.  “I’m SO sorry… I’m on a positive kick 
this week -my coach is making me- and I just can’t listen to this! Can we talk about 
something else? 
C. Literally find the silver lining. No matter WHAT the input. FIND the positive. As 
Coach Stephanie said last week, play the Glad Game from Pollyanna  If you haven’t seen 
the movie, watch it this week. With your family. They will roll their eyes… it’s ok. Make 
popcorn and watch it. Order it on DVD from Netflix. Or watch on Amazon Prime. Or just 
buy it!  
 
If you are an activist for something, by all means, plug INTO that one thing. But get rid 
of the rest. And if you are NOT an activist, don’t plug into social and world issues at all. 
Those you love and respect will tell you when something seriously important happens. 
 
You will be surprised how much POSITIVE will flow into your life when you UNPLUG 
the negative.  
 



6. The Pomodoro Technique 
No multitasking. Period. Do things in 25 minute timeslots. Use a timer and work your 
butt off with absolute focus for 25 minute chunks. 
NO breaks in this timeslot. Embrace the boredom of doing something for 25 
minutes.  An olympic coach says the difference between winners and losers is 
the "ability to do the work when it’s not easy that separates the top performers from 
everyone else." 
No bathroom, no coffee, no answering the phone, no google searches. JUST the task for 
25 minutes. 
I have ONE Pomodoro Tomato timer and will gift it to the 1st person that send me a 
plans based on our 10 points today. Doesn’t have to be complicated. Just one or two 
sentences about what YOU will do on each of the 10 points. These are HARD to come by. 
Took over 2 months of shipping from Europe at a cost of about $15-20 each with the 
shipping cost. YOU do the 10 points with YOUR plan. And I’ll mail you the timer. GO at 
the end of today’s call.  
 
7. Have a celebration planned for each SSS, each Authentic Action 
completed, each Smart Goal fulfilled. 
Sounds like a lot of “celebration time or cost", but it’s not. 
A. How can we celebrate a SSS? Like completing a 25 minute time block.  
Tell someone we did it (coach, accountability partner, Broker/manager, co-worker, 
husband/wife/kids/sister/mom/dad.  Commit to the SSS to someone and then tell them 
you did it! Send a text or picture of it done. Email them. Call them. -  That’s a 
celebration that costs 0 and is done in a few seconds. 
An M&M.  
One of your planned breaks.  
B. What’s appropriate celebration for a full Authentic Action completed?  This one 
might be something “more”. 
A massage, pedicure, early movie planned for next week (note: planned), special bottle 
of wine, (let them tell me theirs) 
C. What about a full SMART goal completed? 
Trick question… If it’s a real SMART goal… it IS the celebration! :) 
 
What is NOT an appropriate celebration? 
Taking the rest of the day off when you planned to work. 
Sleeping in instead of your morning plan. 
Spending all the $$ you just made on something unplanned. 
These are not celebrations… they are unconscious use of the energy of enjoyment.  
 
8. Delete projects.  
Dave Ramsey says if something stays on your to-do list for more than 2 weeks without 
progress, you have to delete it. If it’s important, it will come up again.  Letting go of 
things is one of the best ways to focus on the few things you should be focused on.  
If it’s TOO hard, put in your calendar to look at in 3 months or 6 months or a year. I’ve 
wanted to work on “Your Morning Matters” since our live event this year… and it 
continues to be on my calendar each month. I will get to it, but don’t have it on my daily 



or weekly calendar right now because what I DO want to focus on is taking up my time 
and focus.  
 
9. Don’t meddle in other people's job.  
Work with good people. Stop giving work to the cheapest people. You want good work? 
Pay for it.  
Staff? 10% more than competition. Give them authority to act. Schedule follow-up time 
with them and DO the follow up (staff meetings, weekly update with lender, monthly 
update with other vendors). And STAY OUT OF their job…..  Do your job and let others 
do theirs.  
 
10. Be GRATEFUL. 
One of the best ways to keep focused on what you want is to mentally and physically be 
grateful for what you have and for the OPPORTUNITY to achieve your next goal.  A lot 
of distracted focus comes from “stuff” that comes up.  A client or vendor or other-side of 
the transaction. What can you be grateful about during these times?  Your 
focus will shift to where you want it when you remember… you remind yourself... what 
you are grateful for.  
 


