DEFINE PRODUCTIVITY STRATEGY (1.2)

BEGIN PRODUCTIVITY
STRATEGY DEFINITION

1.2.1

IDENTIFY
PRODUCTIVITY

IMPROVEMENT
AREAS

Evaluate your daily
actions and identify
areas in which you seek
to improve productivity

1.2.8
DEVELOP TEAM
PRODUCTIVITY YES
TARGETS

Identify and document the goals and
measurable targets for each of your

staff members / tfeams

TIP: Where possible, try fo mirror your own
productivity goals to help accountability

within your organization

1.2.9
TRAIN / EDUCATE

ON PRODUCTIVITY
INITIATIVES

Be sure to review the productivity targets
with your staff and organizational feams.
Provide training and offer solutfions to
help your team achieve the targets

Study and find methods for
improving your productivity in the
areas that you have identified

PRODUCTIVITY

An important part of your productivity strategy should

be developing and adhering to a firm (but reasonably
flexible) work schedule. Doing so will help you to focus
and produce work in the allotted time frames

1.2.3
DEVELOP A SET

1.2.2

EDUCATE

YOURSELF ON

SOLUTIONS WORK SCHEDULE

Make sure that all of your actions are

devoted to tasks and activities that are
important. Unimportant tasks keep you
“busy,” but rob you of your productivity
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IMPORTANT VS.

UNIMPORTANT
TASKS

Spend some time identifying and writing your personal productivity goals on paper.
Example: Reduce the amount of time that you spend on unproductive e-mail or web surfing

Tip: Refer to our Email Survival Cashmap Package at http://cashmap.com/store to help you
minimize your time spent on email

1.2.6
SET PERSONAL
PRODUCTIVITY
TARGETS

For each goal you have identified,
set individual, specific, clear and
measurable targets

Example 1: No opening e-mail
before 10AM

Example 2: Spend less than 30
minutes on email per day

NO

1.2.10
MEASURE /

TRACK TEAM
PERFORMANCE

All productivity goals/targets must YES
have measurable criteria in order
to document, frack and evaluate
actual progress toward the targets

PRODUCTIVITY
STRATEGY DEFINED
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CREATE '2®
PERSONAL

PRODUCTIVITY
GOAL LIST

Are the measured performance results
meeting the productivity targets?2

ADJUST 212

PRODUCTIVITY

NO STRATEGY /

TARGETS

If you (or your team or your teammates)
are not meeting your productivity targets,
look first for methods to help achieve the
targets. As a last resort, you may consider
adjusting the targets themselves




