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• Intro 
 

• Productivity is what we are talking about this morning.  In my mind there are three primary 
enemies of productivity and three enablers of productivity.  The design is to provide you 
with tools and ideas to avoid the former, and embrace the latter: 

• Enemies 
• Trying to just remember, keeping tasks/actions in your mind and not 

on paper 
• Multi-Tasking 
• Staying in your comfort zone 

• Enablers 
• Creating margin in your day for purposeful interruptions 
• Being an active listener 
• Getting out of your comfort zone and embrace alternate viewpoints 

 
• The Recipe and The Chef 

• Concept from Winning from Within: Erica Ariel Fox 
• Following the path without restricting creativity 

• What you have learned through LR classes is critically important.  It serves 
as the foundation for success, I truly believe that.  But what I also believe is 
that you have to be creative, embrace change, and customize processes to fit 
your lifestyle and work environment 

• Before changing the recipe though, you have to know what the meal tastes 
like when you follow it exactly.  After that, you should make changes to your 
process…it should evolve over time. 

• “Listen to your mother.  A meal becomes good by starting with quality 
instructions.  It becomes great when you add a quality chef” 

 
• Tools to embrace productivity enhancers and avoid productivity enemies 

   
• Distraction: a thing that prevents someone from giving full attention to something else 

• Multitasking is being distracted 
• Recent studies have shown that multi-tasking drops your IQ more than 

twice as much as smoking marijuana 
• Interruption: To break the continuity or uniformity of 

• Allow for margin in your work day productive interruptions (with limits). 
• Client conversations 
• Staff conversations 
• Meetings 
• Thoughtful email responses 
• Spouse conversations 
• Kid conversations 

• Be an active listener, ask questions…then ask more questions 
 



 
• How do we do this? 

• Find an effective way to plan your work week and your work day. You have to be 
able to get the ideas and distractions rattling around in your mind OUT. Can’t just 
rely on remembering. 

• My process 
• Use LR principles to set purposeful and SMART goals 

o Distill down to monthly and quarterly 
• Transfer action items 
• Embrace your company CRMs, Outlook, Email management systems etc. 

o Simplify those processes 
o Empty your inbox three times a day 

 Delete, respond (briefly if necessary) or archive to 
pending folders 

• Simple excel sheet to map out weekly to dos and high payoff activities 
• Use planner daily and transfer no less than 5 no more than 10 action items 

from your week excel sheet tracker to your daily planner 
o Use the right hand side of your planner for new action items 

that come up during the day 
• Transfer back to your weekly excel sheet at the end of the day, and LEAVE 

WORK AT WORK.  Go home and engage with your family. 
 

 
• All of this creates margin for personal growth: Challenge yourself to reach your full 

potential.  Three primary components to this 
• Never use comfortable activity as a smokescreen to effectiveness 

• Determine your comfort zone, and then leave it once each day or every other 
day.  Just once. 

• If you think of an opportunity and it elevates your heart rate, that is what 
leaving your comfort zone looks like 

• Open your mind to an alternate viewpoint once each day.  Just once. 
• Ask people your respect and admire questions…then ask more questions 
• Read trade journals, recommended books that are provocative 
• Don’t succumb to confirmation bias 

• Assume 100% responsibility for actions and attitudes 
• Nature is either growing or decaying.  One or the other.  The same is true 

with humans. 
• What do I have to give up to make tomorrow different than today? 

 
 
 
 
 
 
 
 
 
 
 



• Conclusions 
• Three takeaways 

• Be a chef; don’t be afraid to tear apart the process to fit your unique life.  But 
know what the meal tastes like following the recipe first. 

• Actively download the thoughts in your mind to paper.  Find a tool. 
• Create margin for productive interruptions  
• This will help you be an active listener 

• Challenge yourself to reach your full potential by stepping outside your 
comfort zone once each day or every other day.  Learn a new viewpoint 

 
 

• Book recommendations: 
 

o Switch: Dan and Chip Heath.   
 In Switch, the Heaths show how everyday people—employees and managers, parents and 

nurses—have united both minds and, as a result, achieved dramatic results: 
o Charge: Brenden Burchard 

 In The Charge, Brendon argues that the only way to measurably improve the quality of your life is 
to learn how to activate the very 10 drives that make you most human. These drives are your 
desires for more control, competence, congruence, caring, connection, change, challenge, 
creative expression, contribution, and consciousness. 

 


