
Transform Your Habits, Transform Your Life

Empower yourself with actionable steps and thought-provoking
prompts to live a life of purpose, productivity, and balance.

A Guided Practice for: 
The 7 Habits of Highly Effective People 

By Stephen R. Covey



Focus: Take responsibility for your actions and choices.

Action Items:

Write down three areas in your life where you can take more responsibility for your actions.

Identify a recurring situation where you react emotionally. Reflect on how you can respond
more thoughtfully.

List one proactive step you can take this week to improve a challenging situation.

Prompts:

How can I focus on what is within my control rather than blaming external circumstances?

What is one small step I can take today to move closer to a goal?

BookBriefs

The 7 Habits of Highly Effective People

Habit 1: Be Proactive



Focus: Define your vision, values, and long-term goals.

Action Items:

Draft a personal mission statement outlining your core values and guiding principles.

Think about your legacy—what do you want people to say about you at your 80th birthday?

Identify one long-term goal and list three actions you can take to move closer to achieving it.

Prompts:

What does success look like for me in my personal and professional life?

Are my daily actions aligned with my ultimate vision?
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Habit 2: Begin with the End in Mind
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Focus: Prioritize tasks based on importance rather than urgency.

Action Items:

List your top three priorities for the week. How can you dedicate time to them daily?

Review your daily schedule and identify one task you can delegate, postpone, or eliminate.

Block out time for one activity that directly aligns with your long-term goals.

Prompts:

Am I spending too much time on tasks that feel urgent but aren’t important?

How can I make time for what truly matters to me?

The 7 Habits of Highly Effective People

Habit 3: Put First Things First
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Focus: Seek mutual benefit in all relationships and interactions.

Action Items:

Write down three relationships where you can foster a win-win mindset.

Identify a recent disagreement. Reflect on how you can approach it with mutual benefit in
mind.

Make a list of ways you can build trust in a key relationship.

Prompts:

How can I collaborate with others to create mutually beneficial outcomes?

In what ways can I demonstrate empathy and build trust in my interactions?
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Habit 4: Think Win-Win
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Focus: Practice empathetic listening and effective communication.

Action Items:

Who’s one person to practice empathetic listening with this week? Focus entirely on their
perspective.

Reflect on a recent conversation. Were you truly listening, or were you formulating a response?
Write down how you can improve.

Ask someone to share a challenge they’re facing, and listen without offering advice unless
they ask.

Prompts:

Do I listen to understand, or do I listen to reply?

How can I make others feel heard and valued in my conversations?
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Habit 5: 
Seek First to Understand, Then to Be Understood
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Focus: Collaborate and value diverse perspectives.

Action Items:

Identify a team or group where collaboration could be improved. What can you do to
encourage better teamwork?

Reflect on a time when working with others led to better results than working alone. What
made it successful?

List three ways you can encourage and leverage diverse perspectives in your team or
community.

Prompts:

How can I create an environment where everyone feels comfortable sharing ideas?

What unique strengths do I bring to a group setting, and how can I amplify others’
contributions?
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Habit 6: Synergize
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Focus: Renew and balance your physical, mental, emotional, and spiritual well-being

Action Items:

Plan one activity for each dimension of well-being: physical, mental, emotional, and spiritual.

Schedule a self-care day or dedicate time to rejuvenate in an area you’ve neglected recently.

Reflect on how balancing these dimensions has positively impacted your overall
effectiveness..

Prompts:

Am I dedicating enough time to rest, reflection, and personal growth?

What habits can I adopt to ensure I’m consistently renewing myself?
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Habit 7: Sharpen the Saw
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