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GOALS 
Productivity Tip 1: 

Write down your goals, outcome 
measures, specific tasks & deadlines. 
Writing them down is the key. 

Productivity Tip 2: 

Games have a vision, goal, purpose, 
rules, execution plan, reward and 
conclusion. Is your life missing these 
elements? Establish your rules. 

Productivity Tip 3: 

Stop. Align your activities and actions 
with YOUR current top 5 life priorities. 
Eliminate irrelevant actions. Start. 

Productivity Tip 5: 

Skip stuff that isn’t important. Tip 4 
wasn’t important so we skipped it. 

Productivity Tip 6: 

Productivity increases if you know 
exactly what to do now and what can 
be delayed. Get clarity on your 
purpose. 

Productivity Tip 7: 

checkpoint: VISION: where are you 
going? MISSION: how are you going 
there? PURPOSE: why are you going 
there? Write. 

Productivity Tip 8: 

Make your next 90-day goals specific 
and clearly identifiable. Target 
accomplishment over mere activity. !
MEASURES 
Productivity Tip 22: 

Measure your progress. By quantity, 
quality or time. Measures enable 
improved decisions to maintain 
goalward direction. 

Productivity Tip 23: 

Set regular checkpoints: Review What 
You Do. Change what doesn't work 
first, THEN improve what does. 
Journal insights. 

Productivity Tip 25: 

If a repeated task has several distinct 
parts, time yourself for each part. 
Comparatively, which can you improve? 

Productivity Tip 26: 

Use the stopwatch in your phone or 
iPod, or buy one. Time the various 
things you do. Journal & respond to 
the results.

TIME 
Productivity Tip 9: 

The work always expands to fill the 
time available. So give yourself less 
time for each piece you wish to 
complete. 

Productivity Tip 10: 

Allow twice as long to do a task as you 
initially estimate. Completion builds 
momentum, incompletion builds ToDo 
lists. 

Productivity Tip 11: 

Book regular times in your calendar to 
for tasks to be COMPLETED. This 
appointment is with you and your task. 

Productivity Tip 12: 

Use 1st 90mins of day on most 
important, hardest or most put off item 
on your "Too Due" list. http://twurl.nl/
jfxvfr 

Productivity Tip 13: 

Set a timer for 12 minutes & begin 
your task. Journal the result, any 
distraction and any emotion. 

Productivity Tip 14: 

Email is a deferrable workload. Don't 
make it immediate. Check email only 3 
times a day. Keep replies short. Else 
call. 

Productivity Tip 15: 

Don't defer a phone call to voicemail if 
you can take it. To listen to it and then 
call back doubles the call length. 

Productivity Tip 16: 

Schedule time offline. Isolate work you 
can complete offline and go 
"disconnected" for 2 hours. Compare 
productivity.

PROCRASTINATION 
Productivity Tip 17: 

Procrastinate your procrastination. 
Increase self-control. Delay immediate 
gratification for better long term 
rewards. 

Productivity Tip 18: 

Manage your distractions. Turn off the 
phone, chat, alerts, even the Net if you 
don't need it immediately. 

Productivity Tip 20: 

Concentrate. Work for your outcome. If 
distracted activate a solution. 
Schedule it for later if need be. The 
outcome! 

Productivity Tip 21: 

Love games? Use them as a reward 
for effort complete not a procrastinator 
for effort next week. 

!
STAKEHOLDERS 
Productivity Tip 40: 

Need more than 24hrs in a day? Buy 
someone else's time. You do the 
complex, they do easily trainable, 
systemized tasks. 

Productivity Tip 41: 

Sit with your staff for the day and help 
them complete tasks. Ask for feedback 
on how you can help them help you. 

Productivity Tip 42: 

Outsource work you are neither good 
at or don't enjoy ONLY if the saved 
time is used for more profitable 
productivity 

Productivity Tip 43: 

Get 2 or 3 people together & agree to 
POWERWORK for 24 minutes, even 
on different tasks. Then update, 
reward & repeat. 

Productivity Tip 44: 

Ask for help. Expand your network, 
include a broad range of skilled 
individuals. 

Productivity Tip 45: 

Reduce frequency or duration of 
meetings by 50%. Why? Most start 
late, expand unnecessarily, and are 
unprofitable.
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PRESSURE 
Productivity Tip 76: 

Go and tell someone what you are 
going to get done in the next hour and 
ask them to hold you accountable to 
deliver. 

Productivity Tip 77: 

Commit to a giant presentation where 
an audience are paying to come to 
see you... 

Productivity Tip 78: 

Work on your laptop in another room 
without your power pack. Battery life 
will be your countdown timer. NB: 
Save often. 

Productivity Tip 79: 

Send out the invitations! There's 
nothing quite like arriving guests to 
ensure that delivery is complete. 

EFFORT 
Productivity Tip 72: 

Just Do It... for 12 minutes. Give 
yourself permission to stop after 12 
minutes & remove the Prolonged Effort 
barrier. 

Productivity Tip 73: 

If you were paid ONLY by results, not 
for your time, what would you do 
differently? What's not important? 

Productivity Tip 74: 

Diminishing return for tweaking work 
needing approval. Stamp DRAFT at 
80% complete. Send for feedback to 
direct effort. 

Productivity Tip 75: 

When you learn a Productivity Tip, try 
applying it for 3 days. If it works for 
you, keep doing it, else try another. 

DELEGATION 
Productivity Tip 46: 

Delegate up, down and across. UP: 
have manager re-prioritise conflicting 
task delivery dates based on 
estimated effort. 

Productivity Tip 47: 

Delegate up, down and across. 
DOWN: assign it. But if only you can 
do it, invest. Develop others to help 
you. Win-win. 

Productivity Tip 48: 

Delegate up, down and across. 
ACROSS: ask peers to help you 
complete, or to show you how to do, 
tasks faster. 

Productivity Tip 49: 

If you're delegating, help the recipient 
prioritise and plan their workload. Else 
their yes, then no, makes you slow. 

Productivity Tip 50: 

Understand your gift, and give it. Don't 
waste your gift-giving time by trying to 
do what others are gifted at. 

Productivity Tip 51: 

Encourage. Be sure to acknowledge 
your recognition of their internal effort 
and choices they made to complete 
tasks. 

Productivity Tip 52: 

Open new email msg. Review your 
staff's work. Dot point each TWEAK. 
Reorder to priority. Send.

ORGANISATION 
Productivity Tip 65: 

The key to going the distance is the 
discipline of running every day. 
Develop systems for prepared 
productive output. 

Productivity Tip 66: 

Prepare your environment. Working 
without clutter enables greater 
dedication of focus through minimising 
distractions. 

Productivity Tip 67: 

Divide your workday into 4 "Specialist" 
90-min chunks. Then BE a Specialist: 
email, sales, staff time...20 chunks/
week! 

Productivity Tip 68: 

Add 4 columns to your task list: $ now, 
$ later, fun, length of task. Rank the 
columns: 0-5 (a lot). Priority clear? 

Productivity Tip 69: 

Create a folder of templates or a 
document of frequently used 
sentences or paragraphs. Organise, 
cut, paste, add, send. 

Productivity Tip 70: 

Constant customisation is costly in 
time and effort. Build a reusable 
proposal. Market it. Then customise 
the bites. 

Productivity Tip 71: 

Have at least 2 monitors for your 
computer. Think Batman. 75 screens. 
Very productive. 

!
CELEBRATION 
Productivity Tip 92: 

You've high standards for yourself, 
good. But balance self-criticism. 
Celebrate YOUR wins MORE. Practice 
thanking YOU. 

“Excellence is an art won by training and habituation. 
We do not act rightly because we have virtue or excellence, but we rather have those because we have acted rightly. 

We are what we repeatedly do. Excellence, then, is not an act but a habit.” Aristotle
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