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			Context

			Stephen R. Covey’s The 7 Habits of
					Highly Effective People, first published in 1989, is one of the
				bestselling self-help books of all time, spending 250 weeks on the New York Times bestseller list, and selling more than 25
				million copies worldwide. The appeal of the Seven Habits may lie in their
				simplicity. While researching the history of self-help for his doctorate at Brigham
				Young University, Covey found that advice literature in the first 150 years of
				America’s existence focused on building character, and discussed ethical traits like
				integrity, industry, and courage. Conversely, the self-help books of the past fifty
				years consisted of what Covey referred to as “shallow pandering.” By returning the
				focus to the “Character Ethic,” Covey’s Seven Habits reintroduced traditional values
				of success into modern management theory.

			Covey’s emphasis on the character and self-determination found in early American “success literature,” rather than specific management skills, led critics to accuse the author of simply stating the obvious. One reviewer went so far as to accuse him of “peddling banal truisms.” Covey is rumored to have responded: “What’s common sense just isn’t common practice.” In other words, although the Seven Habits are founded on common-sense principles, they offer readers strategies for implementing these “truisms” into their daily lives.

			The message clearly spoke to readers. In 1996, Time listed Covey as one of the twenty-five most influential Americans. In addition to many other self-help titles, Covey published two follow-ups, The 7 Habits of Highly Effective Families in 1997 and The 8th Habit: From Effectiveness to Greatness in 2004. The 7 Habits of Highly Effective People remains a perennial top seller in the genres of business writing and self-help, and its message of self-management continues to be put into action by individuals and organizations around the globe.

		

	
		
			Overview

			The 7 Habits of Highly Effective
					People opens with the words, “There is no real excellence in all this
				world which can be separated from right living.” This quote from David Starr Jordan
				introduces the main idea of the Seven Habits: Being an effective person means being
				principle-driven. If you want to adapt your behaviors to achieve personal and
				professional goals, you must shift your perspective of the world so that it aligns
				with your own deep-rooted principles.

			The Seven Habits provide a step-by-step process to take a person from dependence to independence, and, ultimately, to interdependence. The habits are:

			Habit 1: Be Proactive.

			Habit 2: Begin with the End in Mind.

			Habit 3: Put First Things First.

			Habit 4: Think Win/Win.

			Habit 5: Seek First to Understand, Then to Be Understood.

			Habit 6: Synergize.

			Habit 7: Sharpen the Saw.

			The first three habits fall into the category of “private victories,” and are concerned with self-mastery. They help you realize that you are in control of your own responses, and offer a way to organize your life around core values. Habits 4 through 6 fall under the category of “public victories” and provide strategies for engaging with those around you. The sixth habit, “synergy,” occurs when all of the first five habits are being put into practice. The seventh habit allows the first six to happen on a continual basis, as it focuses on renewing the wellspring of the individual.

		

	
		
			Summary

			Part One: Paradigms and Principles

			Inside-Out

			In his many years of working in leadership training, Covey has encountered numerous types of personal and professional problems: family and career balance; trouble meeting personal and life goals; difficulty relating to people interpersonally; and parenting and marriage troubles. Advice literature, which mostly gives tips for how to change behavior, is ultimately ineffective, Covey believes, because it does not strike at the root of the problem. In order to change how they act, people need to change how they think.

			Covey uses an example from his own life as an illustration. At one point, his school-age son was struggling socially, academically, and athletically. Covey and his wife were desperate to help, and tried several methods, including positive reinforcement—when he struck out in a baseball game, they assured him, “With hard work, you’ll do better next time!” But their efforts were fruitless, and, when he did not improve, his self-esteem suffered even more. Covey realized that the problem lay not in his son’s performance, but in his and his wife’s perception of their son as somehow “inadequate.” If they wanted things to change, they had to change their perceptions. This meant valuing their son for who he was, rather than comparing him to other children or measuring him according to the expectations of others. This constituted a paradigm shift.

			The Power of a Paradigm

			A paradigm is a way to see the world, a model or framework for interpreting our experiences. A paradigm is a tool, a map for how to navigate circumstances. We each have two types of mental maps: one for the way things are (reality), and one for the way things should be (values). We rarely question these maps, but it is important to examine our paradigms and be open to changing them. Although we can focus on changing behaviors, without changing our paradigms, real, significant change will never happen.

			The Personality and Character Ethics

			Much recent self-help literature offers superficial ways to make simple changes. In contrast, older “success literature” focused on strong moral character. These two different approaches can be divided by the two “ethics.”

			The Personality Ethic is mainly concerned with public image, status, and superficial interactions. It relies on simple, manipulative techniques to get people to like you, or intimidate people into respecting you.

			The Character Ethic is based on principles such as integrity, humility, courage, justice, and patience. It focuses on fundamental values that drive behavior. This ethic is not concerned with social status, but with living according to universal principles of humane existence. When you base your paradigm on the Character Ethic, you learn to set goals according to these fundamental principles, and, as a result, to find a new level of thinking.

			A New Level of Thinking

			People who work according to an outside-in paradigm view themselves as the victims—victims of other people’s flaws, or of less-than-optimal circumstances. This paradigm operates according to the Personality Ethic. It allows people to be fooled into thinking that there are easy fixes to fundamental problems. By shifting to the paradigm of inside-out thinking, we can begin to view ourselves as responsible for our own circumstances. The inside-out approach uses core values and principles to guide all changes. In other words, all change begins with the self, and then moves outward.

			Need to Know: In order to change, it’s not enough to alter our daily activities. Instead, we must shift how we view the world in general, and our own situation in particular. Inside-out thinking allows us to remake our paradigm so that decisions and actions align with core values and goals.

			The Seven Habits—An Overview

			Covey offers his definition of a habit as “the intersection of knowledge, skill, and desire.” To create a habit, you need the knowledge of what to do and why, the skill to be able to do it, and the desire or motivation to implement it. It can be difficult or painful to change, but the process itself can lead to happiness.

			The Seven Habits function in harmony—you cannot pick and choose which habit works. They also exist on a continuum of maturity. At the low end is the paradigm of dependence, which insists, “You are responsible for what happens to me.” The more mature individual functions within the paradigm of independence, and says, “I am self-reliant and can choose to exert control over what happens to me.” Society deeply values independence, but the peak form of maturity is interdependence. Being interdependent means that you are self-reliant and have control, but that you choose to be emotionally and intellectually connected, to accept love and ideas from other people.

			The Seven Habits are concerned with effectiveness. Effectiveness requires maintaining a balance between production (“P”) and production capability (“PC”). For example, in the parable of the goose that lays the golden egg, the golden egg is the “P,” or the thing that is produced. The goose is the “PC,” the asset that has the capacity to produce. If you are too focused on P and not PC, or, if you do not invest in PC, P will suffer. For example, if you run a machine too intensely, or push your workers too hard, with the intent of producing more, you will eventually find that the product is not as good: the machine will wear out or the employees will perform at substandard levels due to fatigue. P/PC balance means investing in all levels of the production process. The Seven Habits allow for optimal P/PC balance.

			The habits are also sequential: one leads to the next. The first three habits establish a firm inside-out, principle-centered paradigm and create self-mastery. Habits 4 through 6 lead to strong relationship-building. The seventh habit renews the first six. All of the habits, when taken together, allow you to be both independent and interdependent.

			Part Two: Private Victory

			Habit 1: Be Proactive

			Principles of Personal Vision

			Being proactive means taking responsibility for one’s own life. Proactive people are “response-able,” because they view themselves as in control of how they respond to circumstances. Proactivity is contrasted with a view of oneself based on the theory of determinism, which can be broken down into three subcategories: genetic determinism, which explains that you are who you are because of your DNA; psychic determinism, which says your experiences in childhood have permanently established your character structure; and environmental determinism, which says your environment determines your situation in life. People who allow their own lives to be governed by such forces are “reactive.”

			Between Stimulus and Response

			As human beings, we have several unique qualities: self-awareness, imagination, conscience, and independent will, or the ability to act on the first three qualities. As a result, we are free to choose how to view our circumstances. An example of a proactive person is Victor Frankl, a Jewish psychiatrist forced into a Nazi death camp in WWII. Although he endured the worst forms of physical and mental torture imaginable, Frankl relied on his self-awareness, imagination, and conscience to exercise the only freedom available to him: to choose how he would respond his circumstances. He realized that there could be a space between the stimulus and the response, where the individual chooses how to react to a given stimulus. Frankl relied on imagination and memory to find meaning in his suffering. As a result, he became an inspiration to others, and exemplified the first habit.

			Act or Be Acted Upon

			Proactive people focus their time and energy on their Circle of Influence, which includes only those things that they can exert control over. Conversely, reactive people focus their efforts on things over which they have no control, including other people’s behaviors and unavoidable circumstances. They tend to belabor the flaws of other people and spend time thinking about how their lives would be better if only they had something they wanted, e.g., a better job or a different boss. This reactive approach looks from the outside-in, rather than inside-out. Reactive language focuses on “having” rather than “being.” Oftentimes, language that emphasizes what is going wrong in one’s life can become a self-fulfilling prophecy.

			Although we can choose our actions, we cannot choose the consequences, which are beyond our sphere of control. When things go wrong, or when we experience setbacks or make mistakes, undesired consequences operate outside of our Circle of Influence. The proactive approach requires acknowledging and learning from a mistake, but not allowing it to change the resolve to move forward. Instead of dwelling on what cannot be changed, a proactive person focuses on what they can do, which includes making and keeping commitments.

			Need to Know: Becoming proactive means changing how you perceive and talk about your problems, and shifting where you focus your energies. Proactive people do not immediately react to stimuli, but instead use the human faculties of imagination, self-awareness, and conscience to choose how to respond. A proactive person doesn’t waste energy trying to control things beyond the Circle of Influence, but instead tries to change from within.

			Application Suggestions

			
					Throughout the day, listen to how many times you employ reactive phrases such as “I can’t” or “If I only had …”

					Choose a problem you are having at work or in your personal life. Identify the first step you could take in solving that problem by focusing on your Circle of Influence, or on what is within your power to control. Can you shift your response to this problem? Can you choose to react differently?

					The 30-Day Test: Attempt to follow the guidelines of being proactive for 30 days, and then assess how successful you have been at making changes in your Circle of Influence.

			

			Habit 2: Begin with the End in Mind

			Principles of Personal Leadership

			Imagine you are at your own funeral. Visualize the speakers—what would you want them to say about you? How would they describe your character and your achievements? This exercise is the first step toward beginning with the end in mind, as it will reveal some of your fundamental values. When you consider what you would want said of you at the end of your life, you can use this as a framework for how to examine everything else. By imagining your ultimate goals, you establish a basis on which to evaluate your daily activities.

			Many people get caught up trying to climb the ladder of success, without stopping to contemplate what their true goals are. Some people work hard to earn a higher income or gain recognition in their field without stopping to consider what truly matters to them. They are very busy but not very effective, and their victories are usually empty ones. It is only when we identify what is deeply important to us that we can be truly effective.

			Leadership and Management—The Two Creations

			Habit 2 is based on the concept that “all things are created twice.” First, there is a mental creation, such as a blueprint for a building, followed by a physical creation, such as the construction of that building. In creating a business, one must first define the business goals, and then organize all elements of the business around that objective. This also applies to other aspects of life, such as parenting. Parents who wish to raise responsible children with good self-esteem must keep these goals in mind every day, and treat their children in ways that do not undermine these values.

			Habit 2 is also based on the principle of personal leadership. Leadership is the first (mental) creation, and management is the second (physical) creation. In other words, leadership is the vision, or blueprint, whereas management is the construction. A personal mission statement is essential for personal leadership. A mission statement should reflect:

			
					Character: Who you want to be

					Contribution: What you want to do

					Achievements: The values and principles upon which actions will be based

			

			A personal mission statement gives you a solid foundation to be the leader of your own life, so that you will no longer function according to other people’s scripts.

			At the Center

			Each of us has a center of our lives that serves as a core paradigm. Different centers include family, money, work, pleasure, or religion. We can even allow an enemy to become the center of our lives, to consume our thoughts and influence our decisions. People often have several centers, or shift between centers. The ideal is to create one clear center, which is based on correct principles. Principles are “deep, fundamental truths,” and as such will not change based on external circumstances.

			Writing and Using a Personal Mission Statement

			Writing a personal mission statement requires deep introspection and cannot happen overnight. It requires that you tap into both sides of the brain, and expand your perspective. It also requires visualizing what you want to accomplish, and affirming your belief that you can accomplish those goals. It helps to identify what roles you already occupy that are meaningful to you, and what goals you have for each of those roles.

			Need to Know: Habit 1 tells you that you are in control of your life, and Habit 2 allows you to write your own script. To begin with the end in mind, start each day by visualizing your life goals. This means projecting not merely what you want to do, but who you want to be, and what principles you want to guide your life. Writing a personal mission statement allows you to identify what these character goals are, which will help you organize your life to meet those goals.

			Application Suggestions

			
					Visualize your funeral, and imagine what you would want said of you at the end of your life. Write down what impressions you have.

					Set aside time to begin working on your mission statement. Make notes regarding your values.

					Identify an upcoming project and apply the principle of mental creation by sketching out your desired outcomes. Organize this project before you begin by outlining steps that will lead to those results.

			

			Habit 3: Put First Things First

			Principles of Personal Management

			Habit 1 empowered you to be the creator, and Habit 2 allowed for the first, mental creation. Habit 3 is the “second creation,” the physical creation that follows from the development of principles and a principle-centered vision. The most important of the human qualities, after self-awareness, imagination, and conscience, is independent will. To develop this will requires integrity, which allows us to keep our commitments.

			Habit 3 requires time-management skills, but it is important to emphasize self-management over time management. There are four basic types of activities, which Covey divides into four quadrants of time management:

			Quadrant I: Important and Urgent

			Quadrant II: Important but Not Urgent

			Quadrant III: Urgent but Not Important

			Quadrant IV: Not Urgent and Not Important
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			The goal of effective self-management is to maximize the amount of time spent on Quadrant II. Spending more time on this quadrant reduces the likelihood that things will crop up for Quadrant I. In order to make more time for Quadrant II tasks, we must learn to say no to activities from Quadrant III and IV.

			Moving into Quadrant II

			Quadrant II contains the “first things” that should be put first. When organizing time, we should set priorities that are based on principles and personal mission. The best way to achieve this is to organize your life on a weekly basis, rather than a daily basis. A weekly planner will allow you more balance than a daily one. Time organization that emphasizes Quadrant II involves four key activities:

			
					Identifying
					Roles: Write down the various roles you have to play throughout your life in the
					week ahead.

					Selecting Goals: Think of one or two goals you can meet in each role during the next week.

					Scheduling: Schedule time to achieve each goal.

					Daily Adapting: Plan out your daily activities.

			

			Delegation: Increasing P and PC

			Effective management also requires delegation. There are two types of delegation. Gofer delegation involves directing every move. Stewardship delegation means trusting those who have been delegated tasks enough to let them take responsibility for themselves. This latter type of delegation initially requires more time on communication, but allows for better results in the end. Early on, the manager should communicate desired results, guidelines, resources, accountability, and consequences.

			Need to Know: Effective people organize their time around principles and personal mission, and they spend much of their time completing tasks that are important to their overall goals. The “first things” you prioritize should be those are most worthwhile to you as an individual.

			Application Suggestions

			
					Draw a time-management grid and keep a log for three days, placing each activity you engage in in its respective quadrant. Are you satisfied with how you spend your time? If not, how can you change it? How can you shift your time so that you focus more on Quadrant II activities?

					Organize your week according to the four activities described above. Write out your roles and goals, and schedule time for each of these during the week. At the end of the week, evaluate how well you implemented this schedule. Commit to organizing your time along these lines every week.

					Identify tasks that could be delegated, and begin a plan for stewardship delegation.

			

			Part Three: Public Victory

			Paradigms of Interdependence

			Interdependence cannot exist without real independence. To maintain healthy interactions, an effective person must keep an Emotional Bank Account—essentially, a storehouse of good will with another person or people. One makes payments into this bank account through meaningful interactions. There are six major ways to make deposits into this account:

			
					Understanding the individual

					Attending to the little things

					Keeping commitments

					Clarifying expectations

					Showing personal integrity

					Giving unconditional love (following the laws of love and life)

			

			Need to Know: Only those who have mastered the first three habits and are truly independent are capable of interdependence. The paradigm of the Emotional Bank Account allows individuals to develop habits of public victory, or success in working with others.

			Habit 4: Think Win/Win

			Principles of Interpersonal Leadership

			Some managers believe that pitting employees against one another will lead to success, but this rarely leads to the desired results. A Win/Win paradigm seeks mutual benefit in interpersonal interactions, such that everybody stands to benefit when one person succeeds. This is a more principle-driven paradigm, as it seeks to ensure the success of all parties.

			There are five dimensions of Win/Win:

			
					Character: The three character traits essential to Win/Win are integrity, maturity, and the abundance mentality. Maturity allows an individual to balance their own feelings with those of another person, and to think beyond simple dichotomies. The abundance mentality operates from the belief that there is enough for everybody. It comes from a deep inner sense of personal worth and security.

					Relationships: Character builds relationships. The trust that comes from a secure Emotional Bank Account is essential to Win/Win. Mutual trust allows for cooperation, and makes it easier to deal with differences in perspective.

					Agreements: Strong relationships lead to the agreements that, in turn, lead to Win/Win. In Win/Win agreements, five elements must be made explicit: desired results, guidelines, resources, accountability, and consequences.

					Supportive Systems: Win/Win requires systems within an organization to support it. These include training, communication, budgetary, and compensation systems that support Win/Win.

					Processes: Win/Win cannot be achieved using a means that is either Win/Lose or Lose/Win. It requires operational processes that follow the same paradigm as the ends—that is, Win/Win processes. These particular processes will be discussed in Habits 5 and 6.

			

			Need to Know: The Win/Win paradigm posits that life and business are not zero-sum games. It moves beyond either/or binary thinking, and seeks a balance between courage and consideration—that is, between one’s own desires and the thoughts and feelings of others. Under this paradigm, self-worth is not based on comparison with another individual. For Win/Win to work, one must have the maturity to look out for others as well as for oneself.

			Application Suggestions

			
					Select a particular relationship wherein you would like to implement a Win/Win paradigm. Imagine yourself in the other person’s shoes, and write down how you think that person would like to see this agreement work out. Then, write down your own desires. Make a list of ways to achieve both desired outcomes. Finally, try to communicate with this other person to see if you can reach an agreement for how to come to a Win/Win solution.

					Reflect upon your own way of thinking about solutions. Do you tend to follow a script that does not allow for a solution in which all parties benefit? Consider why, and whether or not this script has served you well.

					Make a list of obstacles that prevent you from implementing Win/Win solutions. Find a way to work within your Circle of Influence to eliminate or overcome these obstacles.

			

			Habit 5: Seek First to Understand, Then to Be Understood

			Principles of Empathic Communication

			Communication is the most important skill in life. However, few of us know how to listen in an honest, thoughtful way that enables deep understanding of another person, which is exactly what you need for effective communication.

			Empathic Listening

			Most people do not listen to understand, but rather listen only because they wish to speak. They are always ready to offer their own experiences as a model for others, even when that model does not fit. This projects one’s own thoughts and experiences onto other people. Empathic listening means listening with the intent to understand. This is different from “active” or “reflective” listening, which leads to repetition rather than comprehension. Empathic listening means entering another person’s frame of reference. You might not agree with that person, but you understand that person on an emotional and intellectual level.

			Empathic listening is a large deposit into the Emotional Bank Account. People need to feel understood and affirmed, and so, when you listen empathically, you fulfill a human need.

			Diagnose Before You Prescribe

			The phrase “diagnose before you prescribe” means that you must take the time to fully understand the other person’s problem before you find a solution for it. When you prescribe before you diagnose, it is a sign you are projecting your own autobiography onto another person. Reading other people autobiographically does not lead to optimal results, because you have not truly understood the other person. Only when you listen deeply and begin to understand another person can you appreciate your differences in perception. And it is only by acknowledging these different viewpoints that individuals can work cooperatively to achieve a Win/Win solution.

			Then Seek to Be Understood

			It is equally important to be understood. Once again, you must balance courage and consideration. Seeking to understand takes consideration, while seeking to be understood takes courage. In order to be understood, you must present ideas in a way that is comprehensible to other people, and takes into account what you already understand about their paradigms and concerns. You must understand what the objectives and concerns of the other person are, and communicate in a way that speaks to those objectives and concerns. Both listening to understand and seeking to be understood require a great amount of effort up front and, often, one-on-one time, but the combination leads to better results.

			Need to Know: Most people use their own life story as the only way to view another person’s experiences. But in order to truly understand another person, you must listen with the intention of seeing things from their perspective. Only then can you adequately make yourself understood.

			Application Suggestions

			
					Think about a current relationship in which you feel that you have overdrawn your Emotional Bank Account. When you see this person, try to listen in a way that allows you to understand the other person’s perspective. Were you making assumptions?

					Observe two other people having a conversation. What is being communicated non-verbally? Do you see either person listening to understand?

					Try to catch yourself in the act of projecting your own autobiography onto another person’s experiences. Stop probing that person, advising, or evaluating. Instead, make a deposit into your Emotional Bank Account: apologize for not listening appropriately and start over.

			

			Habit 6: Synergize

			Principles of Creative Cooperation

			Exercising Habits 1–5 leads to Habit 6. Synergy refers to creative collaboration in which the whole is greater than the sum of its parts. It requires high levels of trust, cooperation, and effective communication. It is the essence of teamwork and cooperation.

			Synergistic Communication

			Communicating synergistically means opening your mind to new possibilities instead of being defensive or protective. It operates at a higher level than even respectful communication, in which individuals can respect but do not fully understand one another’s paradigms. Respectful communication can lead to compromise or low-level Win/Win, but it does not have the creative spark of synergistic communication.

			Fishing for the Third Alternative

			The third alternative refers to an entirely new way of thinking—neither your way, nor my way, nor a compromise. Instead, one is open to new possibilities, and to a new, cooperative method for finding solutions. In order to achieve a third alternative, you must be open to new approaches or influences. This is a truly collaborative and creative way of thinking.

			Need to Know: Synergy relies upon the differences between people. Everybody has something to contribute. By valuing the difference between people, you stop trying to change them, and can work together to transcend limits created by different viewpoints. Synergy emerges when all of the first five habits are applied.

			Application Suggestions

			
					Identify somebody in your personal or professional life who views things differently from you. How could you work with this person synergistically? How can you use your differences to come together to find a third alternative? Such a solution might involve listening to this person’s different ideas and viewpoints, and applying these other insights alongside your own.

					Think of situations where you would like to work synergistically. Make a list of changes you could implement or methods you could use to implement synergy in this situation.

					During a disagreement with someone, try to understand things from their point of view, and apply these differences in perspective to finding a creative solution that is not just a compromise, but is mutually beneficial.

			

			Part Four: Renewal

			Habit 7: Sharpen the Saw

			Principles of Balance and Self-Renewal

			Habit 7 makes all the other habits possible. It is self-preserving and self-enhancing. Sharpening the saw refers to renewal in the four dimensions of life:

			
					Physical: This means caring for our physical body, eating well, and getting a proper amount of rest. It also involves building up endurance and strength. Exercise should be part of Quadrant II, because, although it is never urgent, it can prevent health problems and keep our energy up.

					Spiritual: This dimension is related to Habit 2, as spirituality provides leadership, and is part of your core value system. Possible methods to renew this dimension include meditation, prayer, reading great literature, listening to music, or being in nature. All of these are Quadrant II activities.

					Mental: After finishing our formal education, many of us stop engaging in rigorous intellectual activity. But continuing education outside of the classroom can expand one’s mind. Activities that contribute to mental renewal include reading, expanding cultural awareness, writing, organizing, and planning.

					Social/emotional: This fourth dimension relates to the “public victories” of Habits 4, 5, and 6. Interdependent living is important both for intrinsic personal security and for creating meaning in one’s own life.

			

			Organizational theory embraces these four dimensions by focusing on four motivations within an organization: Economic (physical); how people are treated (social); how people are developed and used (mental); and the service, job, or contribution of the organization (spiritual).

			Balance in Renewal

			When you “sharpen the saw,” you express all four motivations and exercise all four dimensions of life on a regular basis. It is important to balance all of these dimensions, and make time for renewal in each one without neglecting another. An organization that neglects any of these dimensions—one that focuses too heavily on the economic motivation, for example, and ignores important facets of interdependence—will lose efficacy.

			Need to Know: It is important not to get so busy sawing that you don’t realize how blunt your tool is. You will not be able to follow through on Habits 1–6 without renewing your physical, spiritual, mental, and social faculties. Activities necessary for maintaining a strong body and mind should be considered part of Quadrant II, and should be scheduled into your week.

			Application Suggestions

			
					Identify one aspect of your life where you feel you do not have P/PC balance. What dimension of life does this refer to? Is it mental, physical, social, or spiritual? Make a list of activities you could partake in that would offer renewal in this area.

					Look over the weekly schedule you created for Habit 3. Do you have enough activities that feed you in the four dimensions of your life? If not, schedule those activities into your week.

					Keep a list of your Daily Private Victory and your Daily Public Victory.

			

			Inside-Out Again

			When you work from the inside-out, you are driven by your own core values and principles, rather than by circumstances or by other people. When you focus on the environment instead of your inner self, you get locked into ineffective behaviors and patterns. Operating from the inside-out means that you can take time to find a space between stimulus and response. This occurs first inside yourself, and then shifts outward, as behaviors and patterns begin to change.

			Intergenerational living is an important component of the inside-out paradigm. Striking a balance between work and family life, and showing interest in both older and younger generations, allows you to be a transition person. A transition person does not continue to pass on ineffective and harmful scripts to the next generation. It is often difficult to change the scripts that have been handed down to us from previous generations, but a proactive person can do it. To rewrite the script means to change how you view yourself in relation to others, and then change attitudes and behaviors.

			The highest goal of an effective person is to achieve unity within the self and in interactions with others. This requires building character. There is no quick fix, but it is possible. Setbacks happen. It is not easy. However, by living according to your principles and implementing new habits, you can become an effective steward of your own life.

		

	
		
			Quoting Effective People

			Principles and Paradigms

			“There is no real excellence in all this world which can be separated from right living.” —David Starr Jordan

			David Starr Jordan (1831–1931), a professor of natural history and zoology, became the nation’s youngest university president at 34, when he took on the role at Indiana University. He went on to become founding president of Stanford University, where his tenure lasted from 1891–1913. He was a peace activist who opposed the US involvement in WWI. This quotation opens the entire book with the idea of “right living.” In the context of the Seven Habits, “right living” is principle-driven action derived from the Character Ethic.

			Habit 1

			“I know of no more encouraging fact than the unquestionable ability of man to elevate his life by conscious endeavor.” —Henry David Thoreau

			Henry David Thoreau (1817–1862) was an American essayist, philosopher, and poet, and a key part of the Transcendentalist movement. His most famous work, Walden, gives an account of the two years he spent living in a small cabin he built on Walden Pond in Concord, Massachusetts. The book is an example of self-reliant living, and offers many examples of being proactive. Thoreau left behind “civilization” to live according to his values and principles, and, while living in nature, he viewed himself as the creator of his own reality.

			Habit 2

			“Management is doing things right; leadership is doing the right things.” —Peter Drucker

			Peter Drucker (1909–2005) was an Austrian-born American management consultant who wrote about and taught theories of management. His 1954 book The Practice of Management introduced the idea of “management by objectives” (MBO). According to this practice, an organization defines its objectives so that it can communicate them clearly to everybody, and can structure the organization around meeting these objectives. MBO is relevant to Habit 2, which asks the individual to consider their own larger values and goals, and structure their lives accordingly.

			Habit 3

			“Things which matter most must never be at the mercy of things which matter least.” —Johann Wolfgang von Goethe

			Johann Wolfgang von Goethe (1749–1832) is one of the most famous German writers of all time. He wrote epic and lyric poetry, fiction, criticism, and scientific treatises. This quote strikes to the heart of Habit 3, and describes the importance of focusing energy on Quadrant II activities. The “things which matter least” are Quadrant III and IV activities, which should never take precedence over the things that we truly value.

			Habit 4

			“We have committed the Golden Rule to memory; let us now commit it to life.” —Edwin Markham

			Edwin Markham (1852–1940) was an American poet. His work was socially conscious and highlighted the plight of the working poor. The idea of the “golden rule,” or doing unto others as you would have them do unto you, is important in creating the Win/Win paradigm.

			Habit 5

			“The heart has its reasons which reason knows not of.” —Blaise Pascal

			Blaise Pascal (1623–1662) was a French mathematician, scientist, and Christian theologian. Despite his exposure to enlightenment thinking, he remained deeply religious, and believed that reason could not explain everything about the human condition. Habit 5, which involves seeking to understand others, relies much more on “the heart,” or emotional intelligence, than it does on pure reason.

			Habit 6

			“I take as my guide the hope of a saint: in crucial things, unity—in important things, diversity—in all things, generosity.” —George H. W. Bush

			George H. W. Bush (b. 1924) was the 41st president of the United States. This quote comes from the 1989 inaugural address of his first and only term as president. The elements mentioned here, when all working together, form an example of synergy.

			Habit 7

			“Sometimes when I consider what tremendous consequences come from little things … I am tempted to think … there are no little things.” —Bruce Barton

			Bruce Barton (1886–1967) was an author and US Congressman from New York. He wrote advice columns for magazines about optimism and success, which were collected into several volumes. His bestselling book The Man Nobody Knows portrayed Jesus as an enterprising young executive who achieves corporate success. “Little things” are the small tasks that add up to the very “big thing” of “sharpening the saw.”

		

	
		
			Direct Quotes and Analysis

			“In the words of Thoreau, ‘For every thousand hacking at the leaves of evil, there is one striking at the root.’ We can only achieve the quantum improvements in our lives as we quit hacking at the leaves of attitude and behavior and get to work on the root, the paradigms from which our attitudes and behaviors flow.” 

			“Hacking at the leaves” is a metaphor for fruitless attempts to implement superficial changes. It is useless to try over and over to change how we act without looking at the deeper reasons for why we act as we do. Resolving to make surface-level changes will not be effective. Instead, you must look to the root problem. Often, the “strike at the root” is achieved through a paradigm shift.

			“When other people disagree with us, we immediately think something is wrong with them. But … sincere, clearheaded people see things differently, each looking through the unique lens of experience.”

			Facts do exist, but they can be interpreted differently. It is easy to dismiss another person’s viewpoint because it does not reflect your own experiences. But the other person might not be “wrong,” they might simply view things differently. Rather than dismissing the other person’s viewpoint, it can be helpful to try to see through their paradigm.

			“It’s not what happens to us, but our response to what happens to us that hurts us.”

			Terrible things do happen, but a person’s internal character can always remain intact. If we choose to respond in ways that are harmful to ourselves, we will, of course, be hurt terribly. However, if we choose to respond in ways that can help us—even if only mentally or spiritually—we will be better equipped to cope with, and even overcome, difficult circumstances.

			“Sow a thought, reap an action; sow an action, reap a habit; sow a habit, reap a character; sow a character, reap a destiny.”

			This maxim is essential to Covey’s understanding of the primacy of thoughts. Our paradigms—the way we think about things—determine how we act. These actions are the basis of habits. It is also important to note that Covey links habit with character. Thoughts, habits, and character are all part of the same process of managing one’s life.

			“Proactive people focus their efforts in the Circle of Influence. They work on the things they can do something about.”

			The difference between proactive and reactive people boils down to implementing changes (proactive) as opposed to blaming others (reactive). This requires looking at what can be done to fix a problem, and then working to make changes that are possible.

			“How different our lives are when we really know what is deeply important to us, and, keeping that picture in mind, we manage ourselves each day to be and to do what really matters most.”

			To begin with the end in mind means to structure our lives around the things that are truly important to us. To do so changes our lives, because it helps us to see how our daily activities might not be contributing to our ultimate goals. Once we have identified the picture of who we really want to be from the inside out, we can begin to create a plan for how to live according to these goals and values.

			“Renewal is the principle—and the process—that empowers us to move on an upward spiral of growth and change, of continuous improvement.”

			The “upward spiral” cannot continue without constantly replenishing internal resources. This idea of renewal returns to Covey’s initial concept of P/PC balance. You cannot have continued growth and change (P) without caring for yourself (PC).

		

	
		
			Trivia

			
					The earliest form of “self-help” writing was an ancient Egyptian genre of pharaonic literature called “sebayt” (or “teachings”).

					The 20th-century self-help boom can be traced back to Dale Carnegie’s How to Win Friends and Influence People, published in 1936.

					In 2014, spending on corporate training reached $70 billion in the United States and $130 billion worldwide. The main area of spending is management and leadership.

					Covey developed his passion for leadership training during his stint as a missionary in England, where he trained new leaders in the Mormon Church.

					Covey was highly influenced by Peter Drucker, who saw a key overlap between management and entrepreneurship, and argued both should be socially relevant.

					The audiobook of the 7 Habits of Highly Effective People is the bestselling nonfiction audiobook of all time.

					To help people understand paradigm shifts, Covey uses a famous drawing known as “My Wife and My Mother-in-Law” by William Ely Hill, first published in a humor magazine in 1915. This drawing is a type of optical illusion known as the “ambiguous image,” and shows a different woman depending on how the viewer perceives it.

					The story of the goose that laid the golden egg, which Covey uses as an example of P/PC imbalance, originally comes from Aesop’s Fables. The moral of the original story is a warning against the all-consuming dangers of greed.

					In 1994, President Bill Clinton met with Covey to discuss implementing the 7 Habits into his presidency. Clinton endorsed the book, saying American workers should read it to increase productivity.

					Covey admitted that he had the most difficulty with Habit 5: “Seek First to Understand, Then to Be Understood.”

			

		

	
		
			What’s That Word?

			Circle of concern: Refers to everything you care about. These could be personal concerns, such as your career, home life, and health, or political and global concerns, such as national affairs or the health of the economy.

			Circle of influence: Those things that you have the power to influence, or concerns over which you can exert control. A proactive person does not dwell on those things that are within the Circle of Concern but outside the Circle of Influence. Once you have identified what is within both circles, however, you can set about implementing changes.

			Emotional Bank Account: Like a regular bank account, the Emotional Bank Account keeps a balance, accepts deposits, and allows withdrawals. Instead of money, however, it stores trust. Everything we say and do in a relationship can constitute a withdrawal or a deposit. Acts of kindness, understanding, and goodwill make up deposits. When the balance is high, the relationship is one of trust and confidence.

			Interdependence: The highest paradigm, in which you work cooperatively within your relationships to achieve that which is not achievable independently. You must be independent before you choose to become interdependent. Interdependence allows for meaningful associations and greater productivity.

			Paradigm shift: A fundamental shift in worldview, or change in underlying beliefs and assumptions. Oftentimes, changes in habits must begin with a paradigm shift.

			Production /Production Capacity (P/PC) balance: When there is a good balance of attention to production and production capacity. It is unwise to focus too much on the product or too much on the maintenance of the organization or individual. Effectiveness requires attention to the product and the producing apparatus.

			Self-management: Covey contrasts self-management with time management. Managing one’s time is important, but self-management requires more than simply scheduling tasks, like a simple to-do list. Self-management prioritizes the activities of Quadrant II, things that are important but not pressing. It involves organizing time around those goals, roles, and values that are most important to us.

			Synergy: The cooperation of two or more people, organizations, or systems that leads to greater achievements than would be possible otherwise. Synergy requires openness, and implementing the first five habits leads to synergy, which is the essence of interdependence.

			Win/Win: A result in which all parties are satisfied.

		

	
		
			Critical Response

			
					A New York Times bestseller 

					A Time Magazine’s 25 Most Influential Business Books

					A Christian Science Monitor’s 10 Best Self-Help Books of All Time

					A Forbes magazine 20 Most Influential Business Books of All Time

			

		

	
		
			About Stephen R. Covey

			Stephen R. Covey was born in 1932 in Salt Lake City, Utah. He earned a degree in business from the University of Utah, and then spent two years as a missionary in England, where he trained new leaders of Mormon congregations. This experience convinced him to begin a career in leadership training. He returned to the United States and earned an MBA from Harvard, followed by a doctorate in religious education from Brigham Young University. His dissertation examined the history of “success literature” in the United States.

			While working as a professor at BYU, Covey also formed his own training and consulting firm, the Covey Leadership Center, which eventually became known as the firm FranklinCovey. In 1989, he published The 7 Habits of Highly Effective People, which remained on bestseller lists for five years. He became a highly sought-after management guru. His other titles, all of which expand upon or follow the core ideas of The 7 Habits, include First Things First, The Speed of Trust, and The 8th Habit. His son Sean Covey published a related title, The 7 Habits of Highly Effective Teens, in 1998.

			Covey’s books continue to speak to new generations of young managers. The 7 Habits of Highly Effective People has sold over 25 million copies since 1989, and has entered the national lexicon. Covey continued to conduct seminars and lectures until his death, at the age of 79, in 2012.

		

	
		
			For Your Information

			Online

			“The 7 Habits of Highly Effective People: Resources and Tools.” Franklin Covey.

			“7 Reasons ‘7 Habits of Highly
					Effective People’ Lives on 25 Years Later.” Entrepreneur.

			“The Only Thing You Need To Remember About The Seven Habits of Highly Effective People.” Forbes.

			“Stephen R. Covey Revisits The 7 Habits of Highly Effective People.” Forbes.

			Books

			Emotional Intelligence by Daniel Goleman

			Getting Things Done by David Allen

			How to Win Friends and Influence People by Dale Carnegie

			A New Earth: Awakening to your Life’s Purpose by Eckhart Tolle

			The Power of Habit by Charles Duhigg

			The Power of Positive Living by Norman Vincent Peale

			The Practice of Management by Peter F. Drucker

			Think and Grow Rich byNapoleon Hill

			Who Moved My Cheese? by Spencer Johnson

			Other Books by Stephen
					Covey

			The 7 Habits of Highly Effective Families

			The 8th Habit: From Effectiveness to Greatness

			First Things First

			The Leader in Me

			Principle-Centered Leadership
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