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Productivity 
•  “Output for a unit of input” 
•  “Putting ideas to work” 
•  “Feeling that I have achieved something” 
•  “Value/Time” (Labor productivity) 
•  National (economic) productivity – measured by 

Gross Domestic Product 
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Prevent work from taking over your 
life 

1.  Manage your time ruthlessly, and set clear 
priorities 

2.  Draw up a list of things to eliminate 
3.  Push back against your boss 

 

 
           - Gill Corkindale from Guide to Managing Stress, Harvard Business Review 

 - HBR Guide to Managing Stress at Work 

Can we find new ways to boost our energy, and become more productive? 
You’ll learn how to: (1) Harness stress so that it spurs your productivity, (2) 
Renew yourself physically, emotionally, mentally, and spiritually, (3) Juggle it all 
by proposing a flexible work schedule that will benefit you—and your company, 
(4) Manage your online time—or step away from it, (5) Leave a bad day at the 
office at the office, (6) Calm your frayed nerves by venting, meditating, and/or 
giving yourself a time out, (7) Vacation without your laptop—and without guilt, 
(8) Stretch at your desk to ease the physical tension of spending too much 
time at your computer, (9) Help your people manage stress by giving them jobs 
with purpose, eradicating meaningless tasks and injecting fun into the 
workplace, and (10) Boost productivity by providing places to nap 



10 laws of productivity   
1.  Break the seal of hesitation 
2.  Start small 
3.  Prototype, prototype, prototype 
4.  Create simple objectives for projects, and revisit them regularly 
5.  Work on your project a little bit each day 
6.  Develop a routine 
7.  Break big, long-term projects into smaller chunks or “phases” 
8.  Prune away superfluous meetings (and their attendees) 
9.  Practice saying “no” 
10.  Remember that rules – even productivity rules – are made to be 

broken 
            - Behance Team 



Time	  management	  and	  produc;vity	  

•  7	  Lessons	  from	  “Ge@ng	  Things	  Done”	  by	  David	  Allen	  
•  My	  approaches:	  

–  Desktop	  
–  Calendars	  
–  To	  do	  lists	  
–  E-‐mail	  management	  
–  File	  management	  

•  Your	  approaches?	  
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“Ge@ng	  Things	  Done”	  
•  Lesson	  1	  (prepare)	  

–  Set	  aside	  ;me	  	  
•  3	  hrs	  to	  1-‐2	  days,	  ini;ally	  (*desktop,	  one	  file	  drawer,	  room	  in	  
house,	  etc.)	  

•  1	  hr	  /week,	  thereaVer	  
–  Get	  your	  hardware	  in	  place	  

•  File	  folders	  
•  In-‐boxes	  or	  in-‐baskets	  
•  List	  management	  system	  
•  Calendaring/scheduling	  system	  

–  Create	  a	  personal	  filing	  system	  (see	  114-‐117)	  	  

6	  Faculty	  Leadership	  Program	  2013	  



“Ge@ng	  Things	  Done”	  
•  Lesson	  2	  (act;	  page	  32):	  

– Do	  it	  
– Delegate	  it	  or	  
– Defer	  it	  
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“stuff” 

In-basket 

What is it? 

Is it actionable? No 

Trash 

Someday/maybe 
(tickler file; hold for review) 

Reference 
(retrievable when required) Yes 

Next actions 
(to do as soon as I can) 

What’s the next action? 

Will it take less than 2 minutes? 

Yes No 

Do it Delegate it Defer it 

Waiting 
(for someone else to do) 

Calendar 
(to do at a specific time) 

Projects 
(planning) 

Project plans 
(review for actions) 

Multistep 
projects 

ACTION 

From David Allen – Getting Things Done 2001 



“Ge@ng	  Things	  Done”	  
•  Lesson	  3	  (organize;	  pages	  139	  and	  140):	  

– Seven	  types	  of	  things	  to	  track	  and	  manage:	  
•  “Projects”	  
•  Project	  support	  material	  
•  Calendared	  ac;ons	  and	  informa;on	  (e.g.,	  a	  mee;ng)	  
•  “Next	  ac;ons”	  
•  “Wai;ng	  for”	  list	  
•  Reference	  material	  
•  “Someday/maybe”	  list	  	  
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“Ge@ng	  Things	  Done”	  

•  Lesson	  4	  (create	  ac1on	  reminders;	  page	  144):	  
– Organize	  ac;ons	  by	  context	  

•  “calls”	  
•  “at	  computer”	  
•  “errands”	  
•  “office	  ac1ons”	  
•  “at	  home”	  
•  “agendas”	  
•  “read/review”	  
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“Ge@ng	  Things	  Done”	  
•  Lesson	  5	  (ge8ng	  e-‐mail/in-‐box	  to	  empty;	  page	  
152):	  
– Re-‐use	  personal	  filing	  system	  approach	  (e.g.,	  by	  
projects)	  

– Add:	  
• @ACTION	  
• @WAITING	  FOR	  

– See	  lesson	  2	  (do	  it,	  delegate	  it,	  defer	  it,	  OR	  delete	  it)	  
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“Ge@ng	  Things	  Done”	  
•  Lesson	  6	  (review	  weekly—”empty	  your	  head”;	  page	  
184):	  
–  Loose	  papers—collect	  in	  in-‐box	  for	  processing	  
–  Notes	  
–  Previous	  and	  upcoming	  calendar	  	  
–  Review	  “projects”	  
–  Review	  “next	  ac;ons”	  
–  Review	  “wai;ng	  for”	  
–  Review	  “someday/maybe”	  list	  
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“Ge@ng	  Things	  Done”	  
•  Lesson	  7	  (plan;	  page	  71):	  

–  Capture	  your	  ideas	  
•  Mind-‐mapping	  is	  a	  strategy	  that	  works	  
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“Ge@ng	  Things	  Done”	  
1.  Prepare	  
2.  Act	  
3.  Organize	  
4.  Create	  ac;on	  reminders	  
5.  Empty	  your	  inbox	  (get	  email	  to	  empty)	  
6.  Empty	  your	  head	  (review	  weekly)	  
7.  Plan	  	  
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My	  approaches	  
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Doodle	  
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Email productivity 
•  Schedule uninterrupted time to deal with email 

–  Process 1 item at a time starting at the top (or bottom) 
•  Reduce the amount of time you spend on email 

–  1, 2, or 3X per day 
•  4 D’s 

–  Delete it, Do it, Delegate it, Defer it 
•  Reduce the amount of incoming email 

–  Unsubscribe to any email lists that lack value 
–  Filter and prioritize emails 

•  Set up a logical folder reference system 
–  Action_January2012 
–  @Project_Ecology paper 
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Filtering	  of	  email	  
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File	  management	  
•  1	  folder	  per	  hanger	  
•  Printed	  labels	  
•  Purge	  dead	  folders	  1X	  per	  year	  
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Your	  ;me	  management	  and	  produc;vity	  	  
tools	  and	  approaches	  
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Email etiquette 
1.  Use a descriptive subject  

a)  “Status of DataONE annual report 2012” 
b)  “Executive team meeting January 12, 2012” 

2.  Answer swiftly  
3.  Be concise and to the point 
4.  Use proper spelling, grammar, and punctuation 
5.  Use proper format 
6.  Do not write in CAPITALS 
7.  Don’t leave out message thread 
8.  Read the email before you send it 
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Email etiquette 
9.  Do not overuse “Reply to All” 
10. For mailings, use the “bcc” field 
11. Minimize use (be mindful of) abbreviations and 

emoticons 
12. Do not forward chain letters, virus hoaxes, and spam 
13. Do not request delivery and read receipts 
14. Do not copy a message or attachment without 

permission 
15. Do not use email to discuss confidential information 
16. Avoid long sentences 
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Email etiquette 

17. Never send or forward email containing libelous, 
defamatory, offensive, racist, sexist, or obscene 
remarks 

18. Keep language gender neutral 
19. Don’t reply to spam 
20. Use cc: field sparingly 
21. Make it personal 
22. Do not overuse high priority option 
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