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The Excelerated Productivity™ Workbook

A Guide to Improving Efficiency and Effectiveness

"Productivity is never an accident. It is always the result of commitment, focus,
and intentional action.”

Introduction

This workbook is designed to help you integrate Excelerated Productivity™ into your life in a practical,
sustainable way. Productivity, as defined here, is not about doing more; it’s about doing what matters
most, with clarity and consistency.

Each chapter focuses on a key aspect of productive living, offering reflection questions and action steps
that help you move from intention to execution. The goal is not perfection, speed, or constant output,
but aligned progress - steady movement toward meaningful goals.

What Is Excelerated Productivity™?

Excelerated Productivity™ is the practice of maximizing effectiveness by focusing your time, energy, and
attention on high-impact activities that align with your priorities, values, and goals.

This practice rejects busyness for its own sake. It emphasizes clarity over volume, progress over activity,
and purpose over pressure. Productivity problems rarely come from a lack of effort; they come from
misdirected effort. Excelerated Productivity™ helps you correct that.

When practiced consistently, Excelerated Productivity™ allows you to:
e  Work with intention rather than urgency
e Reduce overwhelm and decision fatigue
o Make steady progress without burning out

How to Use This Workbook

Each chapter in this workbook includes:
e A Key Concept that frames the focus of the chapter
e Reflection Questions to help you assess your current patterns
e Action Steps to turn insight into behavior

You don’t need to complete everything at once. The power of this workbook lies in small, consistent
application. One insight applied is worth more than ten pages read.
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Suggested Pacing
Move at a pace that allows you to put what you learn into practice.

Suggested options:
e One chapter per week for steady momentum
¢ Two weeks per chapter if you want deeper habit change
¢ Monthly review cycles for long-term integration

There’s no prize for finishing fast. The goal is to finish changed.

Tracking Your Progress

Keep a simple journal or notes page as you work through this workbook. Track:
e What’s working
e  Where you're stuck
e  What feels easier than before
e What still needs attention

Progress in productivity often shows up subtly at first: less stress, clearer priorities, smoother follow-
through. Pay attention to those signals.

Making the Most of This Journey

Approach this workbook with curiosity rather than judgment. Productivity challenges are not character
flaws; they are skill gaps. Skills can be learned, practiced, and refined.

Expect resistance at times. That’s normal. Change always challenges old habits. Stay patient, stay
engaged, and keep returning to what matters most.

The Mindset of Productivity

Key Concept: Productivity begins with clarity, not effort. Being productive is less about working harder
and more about making wise choices. When your mindset shifts from “How can | get more done?” to
“What deserves my best energy?”, everything changes.

Reflection Questions
e What does “being productive” currently mean to me?
e  Where do | confuse busyness with progress?
e What would productive days look like if they aligned with my values?

Action Steps
e Write a one-sentence definition of productivity that reflects your values.
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¢ Identify one habit that creates busyness without meaningful results.
e Commit to evaluating your days by impact, not activity.

Clarifying What Matters Most

Key Concept:
You can’t be productive without knowing what deserves your effort.

Reflection Questions
e What are my top three priorities right now?
e  Where am |l investing time that doesn’t support those priorities?

Action Steps
o  Write down your top three priorities for this season of life.
e |dentify one task this week that directly supports each priority.

Choosing High-Impact Work
Key Concept:
Not all tasks are equal. Some move the needle, most don’t.
Reflection Questions
e  Which activities create the greatest results for me?
e  What low-value tasks consume most of my time?
Action Steps

e Identify one “high-impact” task to prioritize each day.
e Delay, delegate, or eliminate one low-impact task this week.

Planning with Intention

Key Concept:
Productivity improves when planning replaces reacting.

Reflection Questions
e Dol plan my days? Or do they plan me?
e When am | most focused and energized?

Action Steps
e Plan tomorrow today. Identify your top task before the day begins.
e Block time for focused work during your best energy window.
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Managing Energy, Not Just Time

Key Concept:
Energy is your most valuable productivity resource.

Reflection Questions
e When do | feel most alert and effective?
e What drains my energy unnecessarily?

Action Steps
e Schedule demanding work during peak energy times.
e Build in short recovery breaks to sustain focus.

Reducing Distractions and Friction

Key Concept:
Distractions aren’t random; they’re often designed.

Reflection Questions
e What distracts me most during focused work?
e What boundaries do | need to protect my attention?

Action Steps
¢ Silence nonessential notifications during focus time.
e Create a simple, distraction-reduced workspace.

Following Through Consistently

Key Concept:
Productivity compounds through completion.

Reflection Questions
e  Where do | start, but not finish?
e What causes me to lose momentum?

Action Steps

e Finish one small task completely before starting another.
e Track completed tasks to reinforce progress.

Reviewing and Adjusting Regularly

Key Concept:
Productivity improves through reflection and refinement.
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Reflection Questions
e What worked well this week?
e What didn’t and why?

Action Steps

e Schedule a weekly productivity review (10-15 minutes).
e Choose one small adjustment for the coming week.

Final Thoughts & Next Steps

Excelerated Productivity™ is not about squeezing more out of yourself. It's about working with
intention, alignment, and sustainability.

As you move forward, ask yourself often:
e  What matters most right now?

e What's the next right step?

Productivity, practiced this way, becomes not a source of pressure but a source of freedom.

TheExceleratedLife.com

A life of flourishing, well-being, meaning, purpose, and service.

5



Resources

Achor, Shawn. The Happiness Advantage. New York: Crown Publishing Group, 2010.
Allen, David. Getting Things Done (Revised Edition). New York: Penguin Books, 2015.
Allen, Mary E. The Power Of Inner Choice. Fawnskin, CA: Personhood Press, 2005

Avital, Oded. "Effectiveness, efficiency, and productivity: what do they mean?." Knowmail. Knowmail,
September 4, 2015. Web. June 15, 2020.
<https://www.knowmail.me/blog/effectiveness-efficiency-and-productivity-what-do-they-really-
mean/#:~:text=Productivity%20is%20a%20more%20complex%20term%20as%20it%20combines%20effe
ctiveness%20and%20efficiency.&text=Being%20productive%20means%20that%20you,in%20order%20t
0%20be%20productive.>

Babauta, Leo. The Power Of Less. Carlsbad, CA: Hay House, 2009

Bahra, Manj. "The Five Essential Components of Productivity." The Startup. Medium.com, March 22,
2019. Web. June 10, 2023.
<https://medium.com/swlh/the-five-essential-components-of-productivity-4c7317c33822>

Baumeister, Roy F. and John Tierney. Willpower - Rediscovering The Greatest Human Strength. New
York: The Penguin Press, 2011.

Burkeman, Oliver. Four Thousand Weeks: Time Management For Mortals. New York: Farrar, Straus and
Giroux, 2021.

Chandler, Steve. Time Warrior: How to Defeat Procrastination, People-Pleasing, Self-Doubt, over-
Commitment, Broken Promises and Chaos. Anna Maria, FL: Maurice Bassett, 2011.

Christensen, Clayton M. How Will You Measure Your Life? New York: HarperCollins Publishers Inc., 2012.

Chu, Charles. “Peter Drucker on How to (Actually) Manage Your Time.” Observer. Observer Media, 13
April 2017. Web. 23 May 2019.
<https://observer.com/2017/04/peter-drucker-on-time-management-productivity/>

Covey, Stephen R. The Seven Habits Of Highly Successful People. New York: Simon & Schuster, 1989
Covey, Stephen R., A. Roger Merrill, Rebecca R. Merrill. First Things First. New York: Fireside, 1994.

Drucker, Peter F. Managing for Business Effectiveness. Harvard Business Review. Harvard Business
School Publishing, May 1963. Web. June 18, 2020.

Dweck, Carol. "How can you change from a fixed mindset to a growth mindset?", 3 Apr. 2016.
<http://mindsetonline.com/changeyourmindset/firststeps/index.htm|>

Dweck, Carol. Mindset: The New Psychology Of Success. New York: Random House, Inc., 2007.

TheExceleratedLife.com

A life of flourishing, well-being, meaning, purpose, and service.

2


https://www.knowmail.me/blog/effectiveness-efficiency-and-productivity-what-do-they-really-mean/%23:~:text=Productivity%20is%20a%20more%20complex%20term%20as%20it%20combines%20effectiveness%20and%20efficiency.&text=Being%20productive%20means%20that%20you,in%20order%20to%20be%20productive.
https://www.knowmail.me/blog/effectiveness-efficiency-and-productivity-what-do-they-really-mean/%23:~:text=Productivity%20is%20a%20more%20complex%20term%20as%20it%20combines%20effectiveness%20and%20efficiency.&text=Being%20productive%20means%20that%20you,in%20order%20to%20be%20productive.
https://www.knowmail.me/blog/effectiveness-efficiency-and-productivity-what-do-they-really-mean/%23:~:text=Productivity%20is%20a%20more%20complex%20term%20as%20it%20combines%20effectiveness%20and%20efficiency.&text=Being%20productive%20means%20that%20you,in%20order%20to%20be%20productive.
https://www.knowmail.me/blog/effectiveness-efficiency-and-productivity-what-do-they-really-mean/%23:~:text=Productivity%20is%20a%20more%20complex%20term%20as%20it%20combines%20effectiveness%20and%20efficiency.&text=Being%20productive%20means%20that%20you,in%20order%20to%20be%20productive.
https://medium.com/swlh/the-five-essential-components-of-productivity-4c7317c33822
https://observer.com/2017/04/peter-drucker-on-time-management-productivity/
http://mindsetonline.com/changeyourmindset/firststeps/index.html

Dweck, Carol. "What Is Mindset?", 3 Apr. 2016.
<http://mindsetonline.com/whatisit/about/index.htm|>

Guise, Stephen. Mini Habits: Smaller Habits, Bigger Results. CreateSpace Publishing. 2013

Hardy, Darren. “The 12 Attributes Of The A-Team: Number Eight.” Darren Daily: Daily Mentoring With
Darren Hardy. Darren Hardy, LLC,. Web. Dec. 4, 2018.
<https://dd.darrenhardy.com/a-team-attributes-8>

Huskey, Steven (2017). The Zen Of Productivity.
<http://theexceleratedlife.com/wp-content/uploads/2017/06/The-Zen-of-Productivity.pdf>

Indeed Editorial Team. "What Is Productivity and Why Is It Important?." Indeed. Indeed, November 30,
2022. Web. November 4, 2023.
<https://www.indeed.com/career-advice/career-development/what-is-productivity>

Keller, Gary with Jay Papasan. The ONE Thing: The Suprisingly Simple Truth Behind Extraordinay Results.
Austin, TX: Bard Press, 2012

Makabenta, Yen. "Doing things right vs doing the right things." The Manila Times. The Manila Times,
April 10, 2018. Web. January 22, 2022.
<https://www.manilatimes.net/2018/04/10/opinion/columnists/topanalysis/doing-things-right-vs-
doing-the-right-things/391686>

McKeown, Greg. Essentialism: The Disciplined Pursuit Of Less. New York: Crown Publishing Group,
2014.

McWilliams, Peter. Do It! Let's Get Off Our Buts. Allen Park, Ml: Mary Books / Prelude Press, 1994.

Newport, Cal. Deep Work: Rules For Focused Success In A Distracted World. New York : Grand Central
Publishing, 2016.

Nightingale, Earl. "Lead The Field.” PDFDrive. Asaha Inc., . Web. Date July 17, 2020. PDF file.
<https://www.pdfdrive.com/lead-the-field-e186040772.html>

O'Brien, Barbara. "Right Action and the Eight Fold Path." Learn Religions. Dotdash Publishing, April 03,
2018. Web. January 23, 2022.
<https://www.learnreligions.com/right-action-450068>

Pandey, Nikhil. "What is Productivity and Why it Matters." Emeritus. Emeritus, October 18, 2023. Web.
November 4, 2023.
<https://emeritus.org/in/learn/what-is-productivity-and-its-importance/>

Pang, Alex Soojung-Kim. Rest: Why You Get More Done When You Work Less. New York: Basic Books,
2016

TheExceleratedLife.com

A life of flourishing, well-being, meaning, purpose, and service.

3


http://mindsetonline.com/whatisit/about/index.html
https://dd.darrenhardy.com/a-team-attributes-8
http://theexceleratedlife.com/wp-content/uploads/2017/06/The-Zen-of-Productivity.pdf
https://www.indeed.com/career-advice/career-development/what-is-productivity
https://www.manilatimes.net/2018/04/10/opinion/columnists/topanalysis/doing-things-right-vs-doing-the-right-things/391686
https://www.manilatimes.net/2018/04/10/opinion/columnists/topanalysis/doing-things-right-vs-doing-the-right-things/391686
https://www.pdfdrive.com/lead-the-field-e186040772.html
https://www.learnreligions.com/right-action-450068
https://emeritus.org/in/learn/what-is-productivity-and-its-importance/

Petty, Louise. "Time Management Matrix." PDF File. February 23, 2015
<https://www.highspeedtraining.co.uk/hub/wp-content/uploads/2015/02/Time-Management-

Matrix.pdf>

Pigliucci, Massimo and Gregory Lopez. A Handbook For Stoics: How To Thrive In A World Out Of Your
Control. New York: The Experiment, LLC, 2019.

PlanPlus Blog. "Productivity, Effectiveness, Efficiency What is the Difference?" PlanPlus Online. PlanPlus
Software, a Trademark of Complete XRM, Inc.,. Web. June 15, 2020.
<https://www.planplusonline.com/productivity-effectiveness-efficiency/>

Ryan, James E. Wait, What? And Life's Other Essential Questions. New York: HarperCollins Publishers
Inc., 2017.

Seligman, Ph.D., Martin E. P. Authentic Happiness. New York: Free Press, 2002

Shatz, PhD, Itamar. “Productive Procrastination: How to Procrastinate in a Structured Way.” Solving
Procrastination. Solving Procrastination,. Web. December 24, 2022.

Smith, Hyrum W. The 10 Natural Laws Of Successful Time And Live Management. New York: Warner
Books, Inc., 1994

Smith, Hyrum W. and Richard L. Godfrey.The 3 Gaps - Are You Making A Difference? Oakland, CA:
Berrett-Koehler Publishers, Inc., 2015.

Stack, Laura. "True Performance: Five Ways to Avoid Fake Productivity." Laura Stack, The Productivity
Pro. Laura Stack, March 10, 2021. Web. January 22, 2022.
<https://theproductivitypro.com/blog/2021/03/true-performance-five-ways-to-avoid-fake-

productivity/>

Steel, PhD, Piers. The Procrastination Equation - How To Stop Putting Things Off And Start Getting Things
Done. New York: HarperCollins Publishers. 2011.

Thibodeaux, Wanda. "Why Working in 90-Minute Intervals Is Powerful for Your Body and Job, According
to Science." inc.com. Mansueto Ventures LLC, 27 Jan 2019. Web. 28 May 2019.
<https://www.inc.com/wanda-thibodeaux/why-working-in-90-minute-intervals-is-powerful-for-your-
body-and-job-according-t.html>

Thomas, Maura. “How to Stop Procrastinating and Improve Productivity.” Maura. Regain Your Time,
January 3, 2020. Web. November 10, 2020.
<https://maurathomas.com/productivity/stop-procrastinating-6-ways/>

Tracy, Brian. Eat That Frog! San Francisco, CA: Berrett-Koehler Publishers, Inc., 2007.

Tracy, Brian. “Four Rules Of Time.” Brian Tracy International. Brian Tracy International,. Web. 21 August
2019.
<https://www.briantracy.com/blog/personal-success/four-rules-of-time/>

TheExceleratedLife.com

A life of flourishing, well-being, meaning, purpose, and service.

4


https://www.highspeedtraining.co.uk/hub/wp-content/uploads/2015/02/Time-Management-Matrix.pdf
https://www.highspeedtraining.co.uk/hub/wp-content/uploads/2015/02/Time-Management-Matrix.pdf
https://www.planplusonline.com/productivity-effectiveness-efficiency/
https://theproductivitypro.com/blog/2021/03/true-performance-five-ways-to-avoid-fake-productivity/
https://theproductivitypro.com/blog/2021/03/true-performance-five-ways-to-avoid-fake-productivity/
https://www.inc.com/wanda-thibodeaux/why-working-in-90-minute-intervals-is-powerful-for-your-body-and-job-according-t.html
https://www.inc.com/wanda-thibodeaux/why-working-in-90-minute-intervals-is-powerful-for-your-body-and-job-according-t.html
https://maurathomas.com/productivity/stop-procrastinating-6-ways/
https://www.briantracy.com/blog/personal-success/four-rules-of-time/

Vaden, Rory. Take The Stairs: 7 Steps To Achieving True Success. New York: Penguin Group, Inc., 2012.

Young, Sean D. Stick With It. New York: HarperCollins Publishers Inc., 2017.

TheExceleratedLife.com

A life of flourishing, well-being, meaning, purpose, and service.

5



Disclaimer:

The material in this document is intended for informational and educational purposes only and
is not a substitute for professional advice in medical, psychological, legal, or financial matters.
No specific results are promised or guaranteed.

The author and The Excelerated Life, LLC are not responsible for any loss or damage, direct or
indirect, resulting from the use or misuse of the information contained in this document.

Applying any information from this document is solely your responsibility and at your own risk. If
you believe you may have a condition requiring professional assistance, please seek appropriate
care.

The purpose of this document is to educate and inspire. Following the techniques, suggestions,
or strategies presented does not guarantee success.
Copyright © 2026 by The Excelerated Life, LLC. All rights reserved.

You are welcome to print a copy of this document for personal use. Please keep the document
intact, including contact and copyright information.

Except for personal use, no part of this publication may be reproduced, stored, or transmitted by
any means—electronic, mechanical, photocopying, recording, or otherwise —without prior
written permission from the author, except as permitted under Sections 107 and 108 of the
1976 United States Copyright Act.

For permission requests, please contact: steven@my-excelerator.com
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