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INTRODUCTION

The Attention Problem
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You sit down to write one email. Forty minutes later you have answered three messages, skimmed the news, checked a notification that turned out to be nothing, and the email is still unwritten. Sound familiar?

You are not lazy, and you are not broken. You are working inside an environment that competes for your attention every minute of the day: phones that buzz, feeds that never end, and tabs that multiply. Focus has become a skill that most of us were never taught, and it can be learned.

This book is a 7-day reset. Each day you make one small, specific change. By the end of the week you will know where your attention goes, you will have an environment that protects it, and you will have a simple system for spending your best hours on the work that matters.

What you will need


•  A notebook and a pen (or a notes app you trust)

•  Your phone, which you will keep, but use differently

•  About 20 minutes a day for seven days

•  A willingness to experiment and adjust


Remember:  The goal is not to be productive every minute. The goal is to give your best attention to the things that matter most to you.
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CHAPTER 1

Why Focus Feels So Hard
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Your attention is limited. At any moment you can only deeply engage with a small number of things, and your brain is constantly deciding what deserves that space. Three forces make that decision harder than it needs to be.

1. Novelty pulls you away

Human brains are tuned to notice what is new, because in the past new things could mean food or danger. A fresh notification or headline triggers that same instinct, even when it is trivial.

2. Distraction is easier than effort

Starting a hard task takes energy. Opening a feed takes one tap. When both options are available, the easy one wins far more often than we would like to admit.

3. Habits run on autopilot

Many habits follow a loop: a cue (boredom, a pause, a buzz), a routine (pick up the phone), and a reward (something new to look at). Repeat it enough times and it happens without any decision at all.

Key insight:  Focus is less about willpower and more about design. Change what surrounds you, and the right behaviour becomes the easy one.
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CHAPTER 2

The Hidden Cost of Switching
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Switching between tasks feels harmless. A quick glance at a message takes seconds. But your mind does not move instantly from one thing to the next.

Researcher Sophie Leroy described this as attention residue: part of your mind stays stuck on the previous task even after you have moved on. Work by Gloria Mark and colleagues on interruptions in the workplace points the same way, suggesting that returning to deep work after an interruption can take a surprisingly long time.

The result is a day full of shallow effort. You are busy from morning to night, yet the important work keeps slipping to tomorrow.

Three kinds of interruption


•  External: notifications, calls, people stopping by your desk

•  Internal: the sudden urge to check something, or a worry that pops up mid-task

•  Self-inflicted: opening another tab, grabbing the phone, or starting a different task because the current one is uncomfortable


Most people can reduce all three. This week you will deal with external interruptions through your environment, and with internal ones through simple habits.

Try this now:  The next time you pick up your phone, pause and ask yourself, “What was I doing ten seconds ago?” That one question builds the awareness you need for Day 1.

DAY 1

Audit Your Attention

You cannot fix what you cannot see. Today you simply observe. Keep a notebook beside you and, each time you notice you have been pulled away from a task, write one line.

	Time

	What pulled me away

	What triggered it

	Minutes

	9:15

	Checked a news app

	Boredom after an email

	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


Tonight: three review questions








Design Your Environment


Your workspace checklist








The two-minute start-up ritual




Tame Your Phone


	
	
	
	
	
	

	
	
	

	
	
	

	
	
	


Five quick wins










Build Your Focus Blocks



How to run a focus block







Choose your best time




Use the Rule of Three


	
	
	
	

	
	

	
	


How to choose your Must


Add a not-to-do list




Recharge Your Energy


The basics







Micro-break menu (2 to 5 minutes)










Review and Lock It In


	
	
	
	

	
	

	
	

	
	

	
	

	
	


Four review questions










Common Obstacles and Fixes












The Focus Toolkit Cheat Sheet


	
	
	
	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	



Your 7-Day Checklist


	
	
	
	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	

	
	
	




The 30-Day Maintenance Plan


	
	
	
	
	
	

	
	
	

	
	
	

	
	
	


Monthly review






Signs it is working







Final Words


Your seven days in one glance
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