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Time is Money: The Smart Leadera??s Guide to Doing Less and
Achieving More

Description

In todaya??s fast-paced business environment, success hinges on mastering the art of
strategic time and task management. This means focusing on high-value tasks that align
with your unique strengths while delegating or outsourcing operational, repetitive, and
low-impact responsibilities. By recognizing the true cost of your time, leveraging tools and
systems to streamline operations, and empowering your team, you can create a
sustainable workflow that fosters growth and innovation. Saying a??noa?[] to distractions
and non-strategic opportunities is equally vital, allowing you to invest your time where it
matters most. Adopting this a??Do It or Get It Donea?[] mindset not only boosts
productivity but also positions you as a leader who drives meaningful, scalable success.
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Do It or Get It Done: Mastering Time and Task Management for Business Success

Introduction

In todaya??s fast-paced, competitive business environment, time is not just a resource; it
is the resource. For entrepreneurs, business owners, and professionals in leadership
positions, effectively managing time can mean the difference between stagnation and
exponential growth. While most people recognize the value of time, few have mastered
the art of leveraging it to its fullest potential.

Intended Audience

This article is designed for entrepreneurs, business owners, mid-to-senior managers, and
professionals seeking to elevate their productivity. These individuals often juggle multiple
responsibilities and face the challenge of balancing strategic leadership with operational
execution. If youa??re someone looking to focus on high-impact tasks while streamlining
or delegating the rest, this guide is tailored for you.

Purpose
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The goal is to help readers recognize the importance of focusing on tasks that align with
their unique skills and strategic roles. By learning to delegate or outsource tasks
effectively, readers can maximize their time, enhance operational efficiency, and achieve
sustainable growth. This article emphasizes actionable strategies to help you prioritize,
delegate, and build systems that free you to concentrate on what truly matters.

Opening Hook

Imagine your time as currency: every hour spent is a dollar invested. Are you investing
your hours in tasks that yield the highest returns, or are you spending them on activities
that could easily be handled by others? The most successful leaders understand that their
value lies in the decisions only they can make and the relationships only they can build. By
strategically delegating, outsourcing, and focusing on high-priority tasks, you can
transform your productivity and unlock your businessa??s full potential.

Time, unlike money, cannot be earned back once spent. Each passing moment is a
reminder that every decision you make should align with your goals, vision, and values.
Whether youa??re an entrepreneur steering a startup, a manager navigating team
dynamics, or a seasoned professional leading complex projects, this article will equip you
with the tools to master the art of task management and turn your limited time into your
greatest asset.
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The Core Principle: 4a??Do It or Get It Donea?[]

At the heart of productivity and efficiency lies a simple yet powerful principle: focus on
what truly matters and either delegate or outsource the rest. This approach allows you to
channel your energy and expertise into high-value tasks while empowering others to
handle the rest. By embracing this mindset, you position yourself and your business for
greater growth, scalability, and success.

The Problem with Doing Everything Yourself

Despite the entrepreneurial ethos of taking charge and wearing multiple hats, the reality is
that attempting to do everything on your own is counterproductive. Herea??s why:

The Myth of Multitasking
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Multitasking is often celebrated as a hallmark of productivity, but research consistently
shows the opposite. Switching between tasks fractures focus, reduces efficiency, and
increases the likelihood of errors. Instead of excelling at any single task, multitasking
spreads your attention thin, leading to mediocre outcomes.

Insight: Productivity isna??t about doing more; ita??s about doing what matters most with
undivided focus.

The High Cost of Handling Low-Value Tasks

Time is money, and every minute you spend on low-value tasksa??scheduling meetings,
managing administrative details, or formatting reportsa??is a minute youa??re not
spending on strategic initiatives. While these tasks are necessary, they do not require your
expertise. Delegating such tasks to a capable team member or outsourcing them to a
professional can save both time and energy.

Example: If your time is valued at $200/hour, spending an hour on a task that can be
outsourced for $20/hour represents a $180 opportunity cost.

The Importance of Focusing on Your Strengths

As a leader, your strengths lie in the unique skills and insights you bring to your businessa
??be it strategic decision-making, client engagement, or driving innovation. Trying to do
everything dilutes your effectiveness and diminishes your impact. Instead, focus on areas
where you add irreplaceable value and let others handle the rest.

What Tasks Should You Focus On?

Determining where to direct your time and energy starts with identifying tasks that align
with your core strengths and long-term business goals.

High-Value Tasks That Only You Can Execute

Some responsibilities simply cannot (and should not) be delegated. These typically
include:

e Strategic Decisions: Charting the course for your business, setting priorities, and
making key financial or operational decisions.

o Client Relationships: Building trust, maintaining high-level client engagement, and
addressing critical concerns that require your expertise.

¢ Vision Setting: Defining the long-term vision, culture, and strategic direction of your
business.
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By focusing on these areas, you ensure that your efforts directly contribute to the growth
and sustainability of your organization.

Visionary Leaders as Examples

Successful leaders across industries thrive because they understand the value of focusing
on their core competencies:

e Elon Musk: While overseeing multiple ventures, Musk prioritizes tasks like setting
vision and guiding innovation, delegating operational details to capable teams.

e Warren Buffett: Known for his disciplined approach to time management, Buffett
focuses on long-term investment decisions and avoids being bogged down by
operational minutiae.

Time as Your Most Valuable Resource

Treat your time like the irreplaceable asset it is. Every hour you spend should have a
measurable return on investmenta??whether ita??s driving revenue, strengthening
relationships, or creating long-term value. When you approach your time this way,
delegating tasks becomes less about cost and more about maximizing impact.

Actionable Insight: At the start of each week, list all tasks on your plate. Categorize
them as:

1. Critical tasks only you can do (retain).
2. Tasks that can be delegated (assign to team members).
3. Tasks that can be outsourced (hire freelancers or agencies).

By systematically applying this principle, youa??Il free up your time for high-value
activities that only you can accomplish, ensuring your business thrives without sacrificing
your focus.
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Why Delegation and Outsourcing Are Essential to Success

Delegation and outsourcing are not just productivity strategies; they are essential
frameworks for building scalable, sustainable, and efficient businesses. Leaders who
understand the value of their time and the importance of leveraging other peoplea??s
expertise can focus on driving growth and innovation, rather than being bogged down by
routine tasks. Herea??s how and why these approaches work.

Understanding the True Cost of Your Time

Time is finite, and every moment spent on tasks that can be done by others at a lower
cost represents lost opportunities to focus on high-value activities. Understanding the true
cost of your time is the foundation of effective delegation and outsourcing.

The Opportunity Cost of Doing Low-Value Work

Consider this: If your time is worth $200/hour but you spend an hour on a task that can be
outsourced for $20/hour, youa??ve effectively a??losta?] $180 in potential value. The
opportunity cost becomes even more significant when you consistently allocate your time
to tasks below your skill level.

Case Study: Business Owner vs. Entry-Level Employee
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Imagine a business owner who spends three hours a week on routine data entry.

e Business Ownera??s Value Per Hour: $150/hour.

e Entry-Level Employeea??s Value Per Hour: $15/hour.
By delegating this task, the business owner could save $405 per week ($450 in
opportunity cost a?? $45 paid to the employee) and use those hours to strategize,
network, or close deals.

Tools to Calculate Your True Value

There are online tools and frameworks to help calculate the monetary value of your time.
To do this manually:

1. Determine your annual income goal.

2. Divide it by the number of hours you intend to work in a year.

3. Use this figure to assess whether a taska??s value justifies your personal
involvement.

The Efficiency of Delegation

Delegation is not about relinquishing control; ita??s about assigning the right tasks to the
right people so you can focus on higher-level responsibilities.

Recognizing Delegable Tasks
Start by identifying tasks that:

e Are repetitive or administrative in nature.
e Do not require your unique expertise or decision-making authority.
e Can be handled with clear instructions and minimal oversight.

Examples include scheduling, email management, data entry, customer support, and basic
content creation.

How Delegation Frees Up Time
By delegating these tasks, you can:

e Focus on scaling your business: Identify new markets, expand product lines, or forge
strategic partnerships.
e Generate revenue: Spend time on high-impact sales calls or networking events.
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e Foster innovation: Dedicate time to brainstorming, prototyping, and refining your
business strategy.

Leadership and Empowerment

Effective delegation is also a hallmark of strong leadership. Empowering team members to
take responsibility builds their confidence, improves their skills, and creates a culture of
trust. When team members feel trusted, they are more likely to excel and take ownership
of their roles, enhancing overall efficiency.

Outsourcing for Cost Efficiency

While delegation involves leveraging internal resources, outsourcing allows you to tap into
external expertise. This approach is particularly useful for tasks requiring specialized skills
or temporary involvement.

When Outsourcing Makes Sense
Outsourcing is often the best solution for tasks that:

e Require expertise not available in-house (e.qg., digital marketing, graphic design, web
development).

e Are project-based or seasonal (e.g., tax preparation, event management).

e Can be executed more cost-effectively by external professionals.

Benefits of Working with Specialists
Specialists bring:

e Speed: Their experience allows them to complete tasks faster than a generalist.

e Quality: Their focus on a specific skill ensures a higher level of precision and
effectiveness.

e Cost Savings: Hiring a specialist on a project basis is often more affordable than
maintaining an in-house team with diverse skill sets.

How to ldentify and Hire Outsourcing Partners
To maximize the benefits of outsourcing:

1. Define Your Needs: Clearly outline the scope, timeline, and budget for the task.
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2. Research Thoroughly: Use platforms like Upwork, Fiverr, or Toptal to find
professionals with proven track records.

3. Evaluate Candidates: Look at portfolios, reviews, and references to ensure a good
fit.

4. Start Small: Test the waters with a smaller project before committing to a long-term
partnership.

Key Takeaway

Delegation and outsourcing are not just productivity hacks; they are strategic tools for
scaling your business, maximizing efficiency, and focusing on high-value activities. By
understanding the cost of your time and leveraging the expertise of others, you can
achieve more while doing less, setting the stage for sustainable growth and success.
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Time is Money: How to Value Your Time and Tasks

The phrase 4?2time is moneya?[] isna??t just a clichA©4&??ita??s a guiding principle for
professionals aiming to maximize their impact and efficiency. By prioritizing high-impact
tasks and embracing focused work, you can achieve more meaningful results while
ensuring your time is spent on activities that drive your business forward. This section
explores how to value your time, prioritize effectively, and create an environment for
optimal productivity.
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Maximizing Your Impact by Prioritizing Your Time

Time is a finite resource, and the way you allocate it directly affects your outcomes.
Prioritizing high-impact tasks ensures you spend your time on activities that align with
your long-term goals rather than getting lost in the day-to-day noise.

High-Impact Tasks Over Urgent Tasks

Urgent tasks demand immediate attention but arena??t always important in the grand
scheme of your objectives. High-impact tasks, on the other hand, create lasting value and
drive meaningful progress.

Example: Responding to routine emails may feel urgent, but developing a strategy for a
new product launch has a far greater impact on your business.

Prioritization Frameworks

1. Eisenhower Matrix: Urgent vs. Important Tasks
o Quadrant 1: Urgent & Important (Tasks to do immediately, e.g., handling a
crisis).
o Quadrant 2: Not Urgent but Important (Tasks to schedule, e.qg., strategic
planning).
o Quadrant 3: Urgent but Not Important (Tasks to delegate, e.g., routine admin
work).
o Quadrant 4: Not Urgent & Not Important (Tasks to eliminate, e.qg., excessive
social media use).
2. Pareto Principle (80/20 Rule)
o 80% of outcomes come from 20% of efforts. Focus on the tasks and activities
that drive the majority of results.
o Example: If 20% of your clients generate 80% of your revenue, prioritize
nurturing those relationships.

Actionable Step: Daily High-Value Tasks
At the beginning of each day:

1. List 3a??5 high-impact tasks that align with your long-term goals.
2. Assign each a priority and allocate focused time to complete them.
3. Eliminate or delegate any tasks that dona??t contribute directly to your objectives.

The Power of Focused Work
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Focused work is a cornerstone of productivity. It involves dedicating uninterrupted time to
tasks that require deep thought and creativity, enabling you to produce higher-quality
outcomes in less time.

Deep Work vs. Shallow Work

Coined by Cal Newport, deep work refers to activities that require full concentration and
push your cognitive limits. In contrast, shallow work consists of logistical, low-value tasks
that can be easily replicated by others.

Example: Writing a comprehensive business plan is deep work, while scheduling meetings
is shallow work.

The Single-Tasking Approach

Multitasking divides attention and diminishes productivity. Instead, adopt a single-tasking
approach:

e Use time blocks to focus on one task at a time.

e Eliminate distractions such as notifications, emails, and unnecessary meetings.

e Ensure you have the tools and information needed to complete the task before
starting.

Case Study: Time-Blocking in Practice
Successful entrepreneurs like Bill Gates and Elon Musk swear by time-blocking:

e Bill Gates: Schedules his day in minute-by-minute increments to maximize efficiency
and focus.

e Elon Musk: Uses 5-minute blocks to tackle tasks with laser focus, ensuring he makes
the most of his time.
Time-blocking helps prioritize deep work while allocating time for necessary but less
impactful tasks.

Key Takeaway

Valuing your time means prioritizing high-impact tasks, eliminating distractions, and
focusing deeply on work that aligns with your long-term goals. By leveraging tools like the
Eisenhower Matrix and the Pareto Principle and adopting practices such as time-blocking,
you can maximize the return on every hour you invest, ensuring that your efforts yield
meaningful, sustainable results.
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Building a Team and Systems to Free Up Your Time

Building a team and implementing robust systems are essential for scaling your operations
and freeing up your time for high-value tasks. With the right people and tools in place, you
can delegate effectively, ensure accountability, and create an ecosystem that operates
efficiently even in your absence.

Delegation Strategies: How to Build a Trustworthy Team

Delegation is only effective when it is supported by a team that understands its roles and
responsibilities. Building such a team requires deliberate planning, clear communication,
and a focus on individual strengths.

Creating a Reliable Team for Operational Excellence

1. Identify Key Roles: Map out all recurring operational, administrative, and low-
impact tasks.
o Example: Assign bookkeeping to a financial assistant, customer inquiries to a
support representative, and content creation to a freelance writer.
2. Recruit for Trust and Capability: Focus on hiring individuals who have the skills
and work ethic to handle tasks independently. Trustworthiness is as important as
technical ability.
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Maximizing Individual Strengths
Every team member should operate in their area of expertise:

e Delegate creative tasks to designers or writers.

e Assign repetitive tasks to administrative personnel.

e Allocate client-facing responsibilities to team members with strong interpersonal
skills.
By aligning roles with strengths, you improve efficiency and morale.

Setting Clear Expectations and Boundaries
A successful delegation strategy requires clarity:

e Role Clarity: Define each persona??s responsibilities to eliminate overlap and
confusion.

e Deadlines and Deliverables: Establish clear timelines and expected outcomes for
every task.

e Accountability Measures: Use performance metrics, regular updates, and periodic
reviews to ensure tasks are completed to standard.

Implementing Systems and Tools for Efficient Task Management

Beyond a competent team, systems and tools are the backbone of an efficient workflow.
They ensure tasks are organized, progress is tracked, and bottlenecks are minimized.

Introduction to Task Management Systems

Task management platforms streamline delegation by offering centralized visibility and
collaboration. Popular tools include:

1. Asana: Great for visualizing project timelines and tracking progress.

2. Trello: User-friendly for small teams, using boards to organize tasks.

3. ClickUp: A customizable platform that combines task management, time tracking,
and reporting.

These tools allow you to assign tasks, set deadlines, attach relevant files, and monitor
progress from a single interface.

Automation and Delegation
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Many repetitive tasks can be automated using software tools, reducing the need for
manual intervention:

e CRM Software: Automates customer relationship management, follow-ups, and
email campaigns (e.g., HubSpot, Salesforce).

e Scheduling Tools: Platforms like Calendly eliminate back-and-forth scheduling by
letting clients book directly into your calendar.

e Invoicing and Payroll: Tools like QuickBooks and Gusto handle financial processes
efficiently.

Automation complements delegation by reducing workload and improving accuracy,
allowing your team to focus on higher-impact tasks.

Establishing Regular Check-Ins and Reviews

To maintain efficiency and quality:

1. Weekly Meetings: Use short, focused check-ins to address progress, challenges,
and upcoming priorities.

2. Performance Reviews: Evaluate individual and team performance monthly or
quarterly to ensure goals are being met.

3. Feedback Loops: Encourage two-way feedback, where team members can share
insights on improving processes.

These reviews build accountability and ensure continuous improvement in workflows and
outcomes.

Key Takeaway

Building a trustworthy team and implementing effective systems are investments in long-
term productivity. By delegating to skilled individuals, automating repetitive tasks, and
leveraging task management tools, you can create an operational framework that

empowers you to focus on strategic growth while ensuring that day-to-day operations run
smoothly.

Tips on delegating responsibilities to team members

Empowering Yourself to Say a??Noa?[]
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In the world of business, the ability to say a??noa?[] is not a rejection but a strategic
decision that reflects focus, clarity, and strength. By setting boundaries and prioritizing
aligned opportunities, you create space for high-impact activities that drive meaningful
results. This section delves into the power of saying no, how to establish boundaries, and
why this skill is indispensable for long-term success.

The Power of Saying a??Noa?[] in Business

Saying a??noa?[] can often feel uncomfortable, but it is an essential tool for maintaining
focus and staying aligned with your business vision. Embracing the art of selective refusal
empowers you to prioritize what truly matters.

Clarity and Strategic Direction

Saying no helps define your boundaries and ensures you only take on tasks or
opportunities that align with your goals.

e Example: A marketing consultant declines requests for low-budget projects to focus
on high-value clients who align with their expertise and rates.
This clarity prevents dilution of effort and ensures resources are allocated effectively.

Avoiding the Trap of Overcommitment
When you say yes to everything, you risk:

e Stretching yourself too thin.
e Compromising the quality of your work.
e Losing sight of strategic priorities.

Preserving Time for High-Impact Activities

Declining non-essential requests ensures your energy is reserved for tasks that push the
business forward.

Scenario: Instead of attending every networking event, prioritize the ones that attract
your target audience or industry leaders.

Setting Boundaries: Saying No Without Guilt

While saying no can feel uncomfortable, it is a skill that grows with practice. Setting
boundaries allows you to turn down requests confidently and constructively.
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Clear Communication of Boundaries

1. With Clients: Politely decline requests outside the scope of your services or
expertise.
o Example: a??l appreciate the opportunity, but this falls outside my area of focus.
May | recommend a specialist who can assist you?a?[]
2. With Employees: Delegate requests to appropriate team members when they do
not require your direct involvement.
o Example: a??This is an excellent idea for the operations team to handle. Let me
connect you with them.a?[]

Saying No to Preserve Relationships

Saying no doesna??t have to be abrasive. Approaching refusals with respect and empathy
strengthens your professional relationships:

e Provide a reason: Explain why the task isna??t feasible for you right now.
o Offer alternatives: Suggest resources, tools, or people who can help.

Case Study: The Strategic Decline

Case: A startup founder was overwhelmed by requests to participate in non-critical
industry events. By declining low-ROlI invitations, they redirected time toward investor
meetings and product development, resulting in a successful funding round.
Takeaway: Strategic declination allowed the founder to prioritize long-term business
objectives without burning out.

Establishing Personal Values and Priorities

Your personal and professional values act as a compass for decision-making. By defining
what matters most, you can quickly assess whether an opportunity aligns with your vision.

e Example: If your priority is scaling your business, you might decline pro bono work
unless it enhances your brand or networking.

Steps to Establish Priorities:

1. List your top 3a??5 business goals for the year.
2. Align every new opportunity against these goals. If it doesna??t contribute, say no.
3. Regqularly review priorities to adapt to evolving circumstances.
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Key Takeaway

Saying a??noa?[] is not about rejectiona??ita??s about intention. By embracing this skill,
you preserve time, energy, and focus for opportunities that truly matter. Setting clear
boundaries, communicating effectively, and aligning decisions with your values empower
you to lead with clarity and drive, fostering sustainable business growth.

The Strategic Advantage of Task Management for Business Growth

Task management is not just about handling to-do lists; ita??s a strategic tool for fostering
growth, improving outcomes, and maintaining focus. Understanding the clienta??s
perspective and recognizing your value as a leader are pivotal in leveraging task
management for long-term success.

The Clienta??s Perspective: Why They Cana??t Do Everything In-House

Clients often face constraints that prevent them from handling every aspect of a project
internally. By understanding their limitations, you can better position yourself as a
valuable partner.

Resource and Expertise Gaps
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e Limited Resources: Clients often operate with tight budgets, minimal staff, or
limited time, making it inefficient to manage everything in-house.

o Example: A small business may lack a dedicated marketing team and require
external expertise for SEO or social media campaigns.

e Specialized Expertise: Some tasks demand niche skills that the clienta??s team
doesna??t possess. Delegating these tasks to specialists leads to higher-quality
outcomes.

o Example: A complex financial audit is better handled by an experienced CPA
than an internal accountant.

Delegation Drives Better Outcomes
When clients delegate tasks to capable specialists:

1. They benefit from faster, higher-quality results.
2. They can redirect their focus to core business operations like strategy, sales, or
customer service.

A Broader Perspective
Clients hire experts to focus on tasks that align with their own strategic goals.

e Example: A tech startup outsources app development to a software agency, allowing
the startupa??s internal team to concentrate on securing investors and refining the
business model.

Your Value as a Leader

As a leader, your role transcends task execution. Effective task management helps you
focus on high-impact areas like growth, strategy, and innovation.

Focusing on Strategy and Growth

e Your highest value lies in shaping the direction of your business, not
micromanaging tasks.
o Example: A CEO who delegates daily operations to a COO has more time to
develop partnerships and expand market reach.
e Strategic focus enables:

1. Scaling operations efficiently.
2. Improving customer experiences.
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3. Driving long-term profitability.
The Ripple Effect on Your Team and Organization

By managing your tasks strategically, you set a standard that cascades through your
organization:

1. Enhanced Team Productivity: Delegating non-core tasks empowers your team to
take ownership of their roles.

2. Improved Morale: Teams thrive when they see leadership prioritizing growth and
innovation rather than micromanagement.

3. Organizational Efficiency: Structured task management fosters a culture of
accountability and streamlined workflows.

Creating Time for Visionary Work

e Visionary worka??like launching new products, exploring untapped markets, or
innovating existing servicesa??requires uninterrupted focus and creativity.
o Case Study: Elon Muska??s ability to juggle multiple ventures stems from
delegating operational tasks to trusted teams, allowing him to focus on big-
picture goals.

Key Takeaway

Effective task management is not just about getting things done; ita??s about focusing on
what truly drives growth. By understanding the clienta??s need for external expertise and
embracing your role as a strategic leader, you can ensure that your time and resources
are allocated toward high-impact activities. This approach fosters better outcomes for
clients, empowers your team, and positions your business for sustained success.

3 Keys to Effective Delegation - RightPath
Conclusion: Shifting from a??Do Ita?[] to a??Get It Donea?[]

Time and task management are the cornerstones of effective leadership and business
growth. Embracing the philosophy of a??Get It Donea?[] empowers you to focus on what
truly matters, ensuring both personal and organizational success.

Recap: The Core Principles of Mastering Time and Task Management
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1. Prioritize High-Value Tasks: Concentrate on activities that align with your
strengths and strategic vision.

2. Delegate Effectively: Trust others with tasks that dona??t require your unique
expertise.

3. Outsource Wisely: Engage specialists or external partners for areas outside your
core competencies.

4. Value Your Time: Treat time as your most valuable resource, investing it only in
high-return activities.

5. Say No Strategically: Decline non-aligned opportunities to preserve focus and
energy for impactful work.

Actionable Takeaways

To integrate these principles into your workflow, start implementing these steps
immediately:

1. Evaluate and Delegate:
o Review your daily tasks regularly to identify areas for delegation.
o Assign operational or repetitive tasks to team members or external resources.
2. Use Time Management Frameworks:
o Apply tools like the Eisenhower Matrix or Pareto Principle to prioritize tasks.
o Begin each day by identifying 3a??5 high-value tasks that align with your goals.
3. Streamline Operations with Systems:
o Leverage task management tools like Asana, Trello, or ClickUp to simplify
delegation.
o Automate routine processes (e.g., scheduling, invoicing) to save time.
4. Empower Your Team:
o Foster a culture of trust and accountability by empowering team members with
responsibilities.
o Provide clear guidelines and feedback to ensure tasks meet quality standards.
5. Learn to Say No:
o Establish boundaries and turn down opportunities that dona??t contribute to
your long-term vision.
o Develop a decision-making framework based on your values and strategic goals.

Participate and Donate to MEDA Foundation

The MEDA Foundation is dedicated to empowering individuals by creating self-sustaining
ecosystems. Your support can help us continue our mission to assist those in need, foster
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self-sufficiency, and build communities of opportunity.
Join us todaya??donate or volunteer to make a difference in the lives of many.
Together, we can create a ripple effect of positive change.
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5. a??The One Thinga?[] by Gary Keller and Jay Papasan a?? A roadmap to
identifying and focusing on what matters most.
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