
The Focus Blueprint: A Step-by-Step Guide to Prioritizing
the Right Tasks and Maximizing Your Results

Introduction: Why Most People Aren’t Focused on the Right Things

Most people think they’re working hard—but they’re busy, not productive. There’s a massive
difference.

As Alex Hormozi often emphasizes:

“80% of the things you do won’t move the ball forward. It’s the 20% that truly
matters.”

The issue is that we confuse activity with progress. We feel accomplished because we check
boxes off a to-do list, but often those tasks aren’t the most impactful. You can spend hours
replying to emails, organizing files, or handling low-priority problems and still get nowhere.

Here’s the harsh truth:

1. Most tasks don’t matter.
2. Most people avoid doing the real work because it’s hard.
3. Real growth comes from focusing relentlessly on the one most important thing—and

doing it until it’s done.

This guide will teach you how to identify what matters most and walk you through the process of
putting all your focus into it.

Step 1: Identify the ONE Most Important Task

The Problem

You have a long list of tasks, projects, and responsibilities. It feels overwhelming.

The Solution

1. Make a List:Write down everything you need to do today or this week. Don’t filter
it—dump every task onto paper.

2. Identify the Impact: Ask yourself:
○ Which of these tasks will make the biggest impact on my business or life?



○ If I only completed ONE thing, which task would move me closest to my goals?
○ Which task is tied to revenue, growth, or solving a big problem?

3. Pick ONE Task: Find the single most important thing—and only one.

“If you try to chase two rabbits, you’ll catch none.” – Alex Hormozi

Step 2: Forget Everything Else (For Now)

The Problem

Even when we identify the most important task, we get distracted. Emails, social media, other
“urgent” but low-value tasks creep in and pull us away.

The Solution

● Say No to Distractions: Forget about everything else for the time being.
○ Turn off notifications.
○ Put your phone on airplane mode.
○ Shut your email inbox.

● Create a Controlled Work Environment:
○ Sit in a quiet room.
○ Have only the tools/resources you need for the ONE task in front of you.
○ Eliminate clutter and noise.

Remember: If you’re not working on the one thing that matters, you’re procrastinating.

Step 3: Work on It Relentlessly Until It’s Done

The Problem

Most people underestimate how much work they actually have in them. When a task feels hard,
they quit too soon or jump to something easier.

The Solution

● Commit to the Task: Tell yourself: I will work on this task until it’s done—no matter how
long it takes.

○ Sit for 2 hours, 5 hours, or even 11 hours if you need to.
○ Progress happens when you go deep and focus on solving hard problems.



● Adopt the Right Mentality:
○ Focus is a skill. Most people avoid deep work because it’s uncomfortable.
○ Train your mind to stick with one problem, even when it gets tough.

“The real work is the boring work. It’s doing the same hard thing for hours until you
break through.” – Alex Hormozi

Step 4: Break It Down Into Smaller Steps

The Problem

Big tasks can feel overwhelming, which makes you avoid starting.

The Solution

● Break It Down: Divide the big task into smaller, bite-sized pieces.

○ Example: If your big task is “Build a marketing funnel,” break it into steps:
1. Write the headline.
2. Draft the offer.
3. Write the email follow-up sequence.
4. Create the ads.

● Focus on One Step at a Time: Only work on Step 1 until it’s complete, then move to
Step 2.

By breaking tasks down, you reduce overwhelm and create momentum.

Step 5: Evaluate and Refocus

The Problem

After completing the big task, many people lose momentum. They either jump back into random
busy work or stop prioritizing.

The Solution

1. Reflect on Progress: At the end of the day or week, ask yourself:
○ Did I work on the most impactful task?



○ What did I accomplish?
2. Pick the Next Most Important Task: Repeat Steps 1–4.

Example: The “Too Much to Do” Scenario
Imagine you run a small business and have the following tasks:

● Respond to 20 emails.
● Work on client invoices.
● Launch a marketing campaign.
● Fix a recurring issue with customer support.
● Create a new offer that will generate more revenue.

The Focus Blueprint in Action:

1. Identify the Most Important Task: Launching the marketing campaign will bring in new
leads and revenue. That’s the #1 priority.

2. Forget Everything Else: Turn off your phone. Ignore emails. Tell your team you’re
unavailable.

3. Work on It Relentlessly: Spend 5–8 hours building the campaign—writing copy,
creating ads, setting up landing pages—until it’s complete.

4. Break It Down: Start with Step 1 (headline), then Step 2 (ad copy), and so on.
5. Evaluate: Once the campaign is done, review results and pick the next big task.

The Mental Shift You Need
● Most people quit too early: Real progress happens in long stretches of deep focus.
● Busy ≠ Productive: If you’re not working on the 20% that matters, you’re wasting time.
● Focus is your superpower: Those who learn to prioritize and stick with the hardest,

most impactful work will always win.

“You don’t have a time problem. You have a focus problem.” – Alex Hormozi

Final Note: The “One Thing” Rule
Every day, ask yourself:

What is the ONE thing I can do today that will move me closest to my goals?



Write it down. Block off time. Do it until it’s done.

Action Steps to Implement This Program Today:
1. Write down all of your tasks.
2. Identify the ONE most impactful task.
3. Forget about everything else. Turn off distractions.
4. Work on the ONE thing relentlessly until it’s complete.
5. Repeat.

Remember: The most successful people are not the busiest. They are the most focused.

👉 If you want to win in business, master your focus.


