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PRODUCTIVITY STRATEGY

Do you have a deliberate
strategy for increasing and
maintaining your productivity?

Is your will strong? An effective 
mindset is a core foundation of 
productivity. Establish and set one

Productivity can be enhanced or severely 
limited by your energy levels. Implement 
methods to be consistently energetic

Consider developing and following a planning 
system that addresses both long-term goals 
and short-term (daily) actions

An organized workspace helps you mentally, 
aesthetically and in the eyes of others. An 
organized workspace will minimize distractions 
in your daily actions and will reduce the amount 
of time wasted searching for misplaced items

Reduce wasted time by reducing the time it 
takes to locate important files on your computer

Once you have systematized 
your actions, identify those 
areas that you can outsource 
or delegate to improve your 
personal productivity

Do you enjoy multi-tasking 
as a core part of your 
daily activities?

Learn how to remove yourself from the multitasking 
environment and to eliminate distractions that 
destroy your focus and productivity

Change to: Look to build systems that enable 
you to easily repeat, mechanize, expedite or 
automate your actions as necessary. 
Document them so that you can continuously 
improve throughput and productivity

You must define and commit 
to following a productivity 
strategy to help you increase 
your productivity and then 
maintain high performance

BEGIN
PRODUCTIVITY
IMPROVEMENT

YES

YES

NO

NO

HAVE
PRODUCTIVITY

STRATEGY?

1.1

MULTI-TASKING?

1.8

PRODUCTIVITY
IMPROVEMENT

REALIZED

BOOST DAILY
ENERGY

1.4

DEVELOP
PRODUCTIVE

MINDSET

1.3
IMPLEMENT
PLANNING

SYSTEM

1.5

IMPLEMENT
SINGLE FOCUS

APPROACH

1.9

DEFINE
PRODUCTIVITY

STRATEGY

1.2

ORGANIZE YOUR
WORKSPACE

1.6

ORGANIZE YOUR
COMPUTER FILES

1.7

SYSTEMATIZE
YOUR ACTIONS

1.10

OUTSOURCE /
DELEGATE ACTIONS

1.11


