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The Performance Enhancement Quotient: Making Everything You Do Bigger 

and Better Starting Now 

 

Participant Name Web site  Recommended Books 

Nancy Ratey  http://www.nancyratey.com/ 
http://www.thedisorganizedmind.com/ 

 

The Disorganized Mind: 
Coaching your ADHD Brain 

to Take Control of Your 
Time, Tasks and Talents  

Jim Murphy http://www.afterburner.com  Flawless Execution  
Business is Combat 

Jan Yager, Ph.D.  http://www.drjanyager.com/ 

 

Work Less, Do More: the 14-

Day Productivity Makeover 

Dave Crenshaw http://www.davecrenshaw.com 
 

The Myth of Multitasking 

Julie Morgenstern  http://www.juliemorgenstern.com/ 

 

Organizing from the Inside 

Out  
Time Management from the 

Inside Out  
Shed Your Stuff, Change 

Your Life  

Never Check Email in the 
Morning  

Neil Fiore, Ph.D.  http://www.neilfiore.com/ 

http://www.hypnosiswork.com 
http://www.neilfiore.blogspot.com 

 
 

Awaken Your Strongest Self: 

Break Free of Stress, Inner 
Conflict and Self-Sabotage 

 

 

How the Ideas from this Panel get translated into Business Growth 

This action document is designed to help you increase your credibility and the trust of 

your target market. We have synthesized the key points from the panel discussion into 

the specific actions you can take to use trust and credibility for business growth.  
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 An Overview of this Action Document 

 

What we‘re focusing on here are our relationships, as entrepreneurs and business 

owners, to time; to our vision and the related goals, and ourselves. With the guidance 

of our panelists, and in taking the actions outlined here, you‘re better equipped to 

understand the forces, both external and internal, that drive you to either greater 

success or greater frustration. Not only will you have a deeper understanding, but you‘ll 

be better equipped to make the necessary changes which will lead you, and your team, 

to higher levels of achievement and success.  

 

The graphic above illustrates these relationships, on a fairly basic level. We‘ll explore 

each of the three areas, self-awareness, time, and vision/goals, as they relate to your 

performance as an entrepreneurial business owner. Each area will include activities or 

questions to lead you to greater awareness, and heightened overall performance.  

 

 

 

Relationship with 
Time 

Self-Awareness

Entrepreneurial 
Performance

Vision and Goals
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Your Level of Self-Awareness  

Before we go any further, we‘d like you to take the time to engage in Dr. Fiore‘s self-

awareness exercise, a tool to ―awaken your strongest self.‖ We believe this is a great 

place to start this process of self-realization and peak entrepreneurial performance.  

Step #1 

Pick up a book, or a cup, and hold it out at shoulder height, extending your arm 

completely. Notice what that feels like. It‘s exhausting, in just a short period of time. 

You get tired, and distracted by desires.  

That represents what Dr. Fiore calls ―the arrogant, lonely struggle of conscious 

identity.‖ It‘s the ego, working alone. It‘s the entrepreneur, doing it all, alone.  

Step #2 

Now, pull your elbow in, close to your body, at your hip line. The weight immediately 

becomes easier to hold, because they‘re connected to the larger self. Take the next 

step, if you can, and put your free hand underneath the cup or book. This represents 

your subconscious genius, which is always accessible. Take a deep breath now, and 

sink into a chair, with your feet flat on the ground.  

You‘re now fully supported; you‘re no longer operating from a separated 5% of your 

brain. You‘re now connected left brain with right brain; conscious with subconscious. 

That‘s the beginning to peak performance; working from more than your struggling 

ego.  

The Importance of Choosing 

When you choose to do something, such as engaging in the activities and exercises in 

this Action Document for Panel 5, you‘re effectively becoming a leader. Your prefrontal 

cortex is telling your lower brain that ‗the leader has arrived, and the leader knows 

where we are going.‘ To keep up your motivation, you need to tell your mind, and your 

body, when to start, rather than thinking about the future, and all the potential 

problems it will hold.  
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 ―Effective entrepreneurs speak in terms of choice, self-responsibility, and the 

leadership brain functions of putting out a vision, making a risk/benefit analysis, 

developing alternative plans, and choosing when to start.‖ ~ Dr. Neil Fiore 

―Choose to start for 15 minutes,‖ declared Dr. Fiore. And this is a good time to do so, 

don‘t you think?  

A Common Entrepreneurial Dilemma  

Nancy Ratey struck a chord when she noted that entrepreneurs with ADD ―work off 

their intuition and a strong sense of passion and will. They‘ve got sheer grit and a lot of 

resiliency.‖ We think those are characteristics all entrepreneurs share, to varying 

degrees.  

But then Nancy shared this fact – which gives us something to consider. ―When it 

comes to breaking down the pieces to make a plan, and then to sustain momentum 

over time, that‘s where they fail.‖  

The key to success, she reminded us (because I believe we all know this, but forget the 

fundamental truth of it), is in understanding your brain, how it works; its strengths, its 

weaknesses, and how they affect you on a daily basis. ―Without that knowledge, you‘re 

just going to be doomed and you‘ll never realize your true potential.‖  

Consider this table of symptoms and outcomes. While Nancy was discussing those 

manifested by ADD, it‘s possible –and most likely probable – that you‘ll see a bit of 

yourself somewhere here.  

―An enormous number of people who are drawn to entrepreneurialism tend to manifest 

some tendencies, but they don‘t know it and there‘s a real tragedy there. They can get 

so much more performance, results, fulfillment and satisfaction if they just knew how to 

maximize, manage and minimize the negatives.‖ ~ Jay Abraham  

 

Are These Familiar?  

Symptom  Outcome 

Poor sense of time Always late 
Poor record of accomplishment 
Viewed by many as undependable 

Difficulty in setting priorities  Disappoint others 
Work on wrong projects 

Avoiding meaningful tasks 
 

Spotty employment record 
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Acting before thinking 
 

Can‘t maintain relationships 

Getting bored Intolerance to boredom 
Easily sidetracked 

Being inflexible  Always must be in control 
Easily agitated when forced to transition 

 

If you think you may have ADD, and not just sinking into the abyss of entrepreneurial 

overwhelm, we suggest you visit some of the sites on Nancy‘s Web list of resources: 

http://www.nancyratey.com/adhdresources. You can also visit her ADD assessment, 

found on the companion site for her book, The Disorganized Mind: 

http://www.thedisorganizedmind.com/adhdquestions/.  

Whether you‘re officially diagnosed with ADD or AD/HD, or not, it‘s critical to remember 

that peak performance means being able to direct one‘s attention and intention at any 

desired moment. 

Discipline or Vigilance?  

Many people, when faced with what they perceive as personal or professional failings, 

think they need to be more disciplined and that through sheer will they should be able 

to overcome these limitations, and achieve more in their chosen field of endeavor. But, 

that‘s not true.  

So, if it‘s not self-discipline, then what is it? Honesty. Being honest about whether 

you‘re living a truly balanced life. Whether you‘re truly pursuing your dreams. And then 

taking the actions you need to take to make the changes that will lead you to balance 

your day-to-day life.  

―Periodically, you have to take a deep breath and ask yourself is what I‘m doing what I 

want to be doing?  Or, what should I be doing in the first place?‖ ~ Jan Yager 

A First Important Step 

Adding exercise to your life is one thing you can do right now to shift the way you do 

business – because ―to operate at an optimal level you must have a balanced life, and 

exercise.‖ It energizes the brain, and gives you more energy to get things done. 

What exercise can you do – every day?   

If you turn to Nancy‘s Web archive, you‘ll find a copy of her article, Get on the Move 

(http://www.nancyratey.com/files/get_on_the_move.pdf). In it, she and her co-author, 

http://www.nancyratey.com/adhdresources
http://www.thedisorganizedmind.com/adhdquestions/
http://www.nancyratey.com/files/get_on_the_move.pdf
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Jennifer Goring, share quick ways to build exercise into your day – some without ever 

leaving your office. To fit in short bursts (10-minutes) of exercise: 

 Buy a jump rope, and clear enough physical space to safely practice your skills. 

 Do several sets of jumping jacks.  

 Buy elastic resistance bands and consult the user guide for ideas on how to use 

them. 

 Do ‗windmills‘ with your arms, while standing. Circle your arms in both clockwise 

and counterclockwise directions, for 1 or 2 minutes in each direction.  

 Do pushups, either on the floor, or against the wall.  

You can always take a vigorous ―power‖ walk during your break or lunch time. Or, only 

use the stairs – instead of elevators – if you work in a high-rise office building. 

What Physical Exercise Can You Add to Your Life?  

1.  

2. 

3.  

  

The greater clarity of thought, and increased energy brought by adding short bursts of 

exercise into your days will lead directly to another component of success – one which 

replaces discipline. Nancy was clear when she said, ―What they need, instead of 

discipline, is vigilance – to be able to follow through on strategies that need to be put 

into place, to limit the diversions and distractions.‖  

 

And let‘s not forget recreation; those activities that refresh the spirit and renew our 

enthusiasm for life. All too many times entrepreneurs become workaholics, and lose  

sight of the true importance of family and friends; reading, theater, art, music, sports – 

all those wonderful ways to enrich our lives. What is it you‘re missing out on, right now?  

1.  

2. 

3. 

4. 
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As you create your unschedule in the upcoming section on Your Relationship with Time, 

be sure to build time for some or all of these renewing experiences.  

 

Your Relationship with Time  

―Change your perception of time.‖ That‘s the one thing that Julie Morgenstern wanted 

of every entrepreneur who is wrestling with achieving peak productivity. ―Our 

perception of time,‖ she shared, ―is our biggest obstacle to really taking control and 

boosting our productivity.‖  

Dave Crenshaw reminds his clients – and us –about the essential truth of time: there 

are only 24 hours in a day, and only 60 minutes in each hour. ―The average 

entrepreneur is not at peace with the truth of time – they try to cram 25 hours of living 

into a 24 hour day.‖ And to do this, they turn to multitasking, which is a critical mistake. 

Why? Three things happen:  

 Everything takes longer. 

 The number of mistakes increases.  

 Your stress level increases.  

Assess Your Current Relationship with Time 

Dr. Neil Fiore provides the visitors to his Web site with a Time Management Quiz, which 

can be accessed here: http://www.neilfiore.com/article6.shtml. It‘s an easy way to get 

a sense of your relationship with time. We‘ve taken the liberty of including it here, to 

make it easier for you to incorporate this activity into your peak performance plan:  

Notice which of these statements best describes your attitude about time and your 

current time management behavior: 

1. You start working on projects early - often, the same day, and are rarely late for 

a flight or a meeting. You decide when to leave so you can anticipate problems 

and can arrive on time. You are seldom anxious about deadlines because you 

start - at very least, making some notes - on top priority tasks almost 

immediately. 

2. You delay starting on projects and often feel rushed and anxious about 

deadlines, even though you usually meet them. Nevertheless, you wish you had 

a "little more time" to do them right. You are sometimes late for flights & 

meetings by a few minutes and arrive breathless and worried. 

http://www.neilfiore.com/article6.shtml
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3. You often feel overwhelmed, out of control about time, and are frequently late 

on projects and calls. You try to finish "one more thing" before leaving. You think 

of yourself as a procrastinator or workaholic who "Works best under pressure."  

4. You're often frantic about dead-lines and are frequently late by more than 30 

minutes. You fail to adjust for traffic conditions when planning. You try to juggle 

several tasks at once and seem to lose sight of the big picture and the essential, 

top priority projects. 

5. You're unaware of time and refuse to be "controlled" by time or deadlines. You 

never think about "start times," so deadlines often take you by surprise. You're 

often late by as much as an hour because you're easily distracted by email, calls, 

and other projects. It's difficult for you to make the decision to let go of some 

activity you don't have time for. 

Scoring: If you identify with: 

#1 and #2: You're doing quite well. But, those who feel chronically rushed and 

anxious about deadlines will find that a few Time Management techniques and 

some coaching could rapidly lower their anxiety and put them in control of their 

time. 

#3 and #4: You could benefit from a new perspective on time, priorities and the 

possibility of positive changes in attitude and behavior.  

#5: You may initially resist the need to learn Time Management skills, but no 

doubt you and those around you suffer the consequences of your difficulty in 

acknowledging that there's a limited amount of time. Coaching is highly 

recommended to end denial and to ignite the motivation to learn Time 

Management skills that will make your life easier, more productive, and more 

efficient.  

How to Self-Assess Your Personal Productivity 

Julie makes it simple for us to measure our own productivity – whether on the personal 

or professional level. ―Map your time, by keeping a log. Actually track where your time 

goes. Then, you‘ll know where you need to increase or decrease time spent. She has a 

really useful download on her Web site, Sample Time Maps.  

http://juliemorgenstern.com/blog/files/downloadable_form12/Time_Map_Sample_Bookl

et_JM_1-11-09_JC.pdf 

http://juliemorgenstern.com/blog/files/downloadable_form12/Time_Map_Sample_Booklet_JM_1-11-09_JC.pdf
http://juliemorgenstern.com/blog/files/downloadable_form12/Time_Map_Sample_Booklet_JM_1-11-09_JC.pdf
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Dr. Neil Fiore agreed. However, his strategy is to pinpoint the unscheduled time in your 

week first – that time you spend in recreation, with your family, or in rest. His sample 

Unschedule, part of The Now Habit, is available on his site at: 

http://www.neilfiore.com/nowhabit.shtml. We‘ve included a template for you below.  

Blank Un-schedule1 

 

 
 

                                        
1 http://www.neilfiore.com/nowhabit.shtml 

 
 

http://www.neilfiore.com/nowhabit.shtml
http://www.neilfiore.com/nowhabit.shtml
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―We have…created an instant 

response culture and a sense of 

chatter 24 hours a day, 7 days 

a week, so that we‘ve lost the 

edges of our workday and our 

workweeks.‖ ~ Julie 

Morgenstern 

 

The Three Questions 

Once you‘ve documented where your time is going, you‘ll be able to answer the 

following critical questions:  

1. What am I spending too much time on?  

2. What am I not spending enough time on?  

3. What am I juggling my time between?  

Intuitively, you may already know the answers to 

these questions, but keeping a time map, or an 

unschedule, will be a valuable way to get clearer.  

 Check email only after you‘ve spent your first hour on your most critical 

concentrated task.  

 Decide what that task is the night before. Ask yourself: ―What is the one thing I 

could accomplish tomorrow that would give me the greatest sense of 

achievement?‖ Write it down: that‘s your focus for your first work hour the next 

day.  

 Only then do you ―roll up your shades for business.‖  

What will this do for you?  

 ―Suddenly there is an energy surge, a sense of accomplishment, and you start doing 

everything else with more clarity, confidence and speed,‖ declared Julie. And we agree.  

MVA: Most Valuable Activities 

These are the things that you do which are most difficult to replace; those things that 

lead you to your goals of increased revenue or a larger client base. You can begin to 

get a handle on this by doing three things:  

 Figure out how many hours you‘re working in an average week, based on the 

last month. This figure should include the time you spend thinking about work 

over the weekend or in the evenings – a true drain on your entrepreneurial 

energies.  

 Determine the two activities that you perform which are most valuable; based on 

those goals you listed earlier.  

 Now do the math so you can answer the question: how many of those hours 

worked were spent in the two most valuable activities?  
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―Certainly, before email, before 

faxes; before cell phones; out 

of transactional necessity you 

had to be much more critical of 

a thinker before you responded 

to anything. The quality, of 

deep concentrated thinking has 

been compromised, and that‘s a 

tragedy.‖ ~Jay Abraham 

 

According to Dave, it‘s usually about 1/3 of your work time, which means that 2/3 of 

your hours are spent in non-goal oriented activities. While this fact is sobering, it‘s also 

very valuable –it gives you the opportunity to get more productive time, and to ―make 

yourself more profitable as an individual with the time you spend.‖ 

1. How many hours a week do you work?  

 

2. Based on your list of goals derived in the previous section, what are the two 

most valuable activities in your business?  

 

 

3. How many of the hours in that average week are spent on those activities?  

 

 

Plan for Tomorrow, the Day After, and 

Three Weeks Ahead 

Planning is one of the common denominators of 

the highly-successful entrepreneur. 

Julie tells us, ―Spend part of every evening in 

making plans for tomorrow, and two days‖ hence 

– a three-day arch, if you will. Then, spend part of 

every Friday planning for the next week, plus two; 

so you always have a three-week arch in front of you.  

Don’t Get Caught Up in Unnecessary Urgencies 

The only way you can step out of the entrepreneurial trap of reacting to urgency is to 

set up your system of operation; a standardized routine of action – a ritual, if you will – 

that leads from one thing to another smoothly. It could look something like this:  

Early morning: strategic planning  

Mid morning through late afternoon: client service 

End of the day: administrative activities 
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Map your time in relation to your own energy cycle. ―If you build your time map around 

your natural energy cycle and brain power, which is really what time management is all 

about, your productivity can quadruple.‖  

This requires that you first think about your own energy cycle. When are you ‗best;‘ 

mornings, or evenings? Maybe it‘s that mid-arc of late morning and mid-afternoon.  

I‘m at my best during the ________________________________.  

I‘m not a clear thinker during the __________________________.  

I‘ve got the most energy during the ________________________.  

Based on your responses, you‘ll map your workdays to maximize that natural energy 

cycle.  

 

Good Strategies for Dealing with Procrastination 

Are you a procrastinator? Most of us are, and our panelists all shared different 

perspectives on the value, manifestations, and revelations of procrastination.  

―The thing about procrastination, shared Julie Morgenstern, is there‘s always a reason 

for it.‖ In order to overcome procrastination, you have to ask yourself ‗why am I 

procrastinating right now?‘ It could be one of three things:  

1. You‘ve not broken down the project into doable steps.  

2. Afraid of the consequences of completion.  

3. You‘re not the right person for the job.  

4. You‘re missing information that you need in order to complete the project.  

Ask the question. Be honest in answering it. And then problem solve. Break the project 

down into very specific steps, each taking less than two hours. ―Chunk it down,‖ as 

Nancy Ratey would say. She‘s provided other strategies on her site, 

www.thedisorganizedmind.com, which we‘ve included here.  

There are many well-used strategies for procrastination,‖ declared Nancy. But you need 
to find the ones that work for you – and one way to do this is to ask yourself some 
significant what and how questions2: 

                                        
2 http://www.thedisorganizedmind.com/adhdquestions/ 

http://www.thedisorganizedmind.com/
http://www.thedisorganizedmind.com/adhdquestions/
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 What is the issue? 
 What can I do about it? 
 What strategies that are effective ―there‖ can I use ‗here‖? 
 How can I maintain progress? 
 How can I set up accountability? 

Another approach to finding a strategy for procrastination is as follows: 

Start the day by writing down your primary goal. At the end of the day, list as many 
things as you remember doing that day and put a check next to each one that was 
connected to your goal. It will give you a clear picture of the relationship of your goals 
to your actions. It will also show you the kinds of things that pull you off course, so you 
can learn to identify barriers. 

Here are just a few strategies from the more extensive list in the book, The 
Disorganized Mind: 

 Chunking 
 Creating accountability partners 
 Engineering the environment 
 Identifying barriers 
 Keep the goal in mind 
 Co-coach your way forward 
 Separate the setup from the task 
 Establish and meet the minimal goal 

And then there’s Creative Procrastination  

The definition of creative procrastination given to us by Jan Yager is ―electing to do 

something else‖ – while it could be a priority task for this or another project; it could 

also be exercise, or a diversion such as a jigsaw or Sudoku puzzle. You‘ll allow for these 

delays – have a timer, allow yourself a short delay – but then get back on task.  

And, give yourself a motivating reward. It could be something tangible, like a copy of 

one of our expert panelists‘ books, or it could be intangible (yet highly-valuable), like 

time with your spouse, or children.  

Discover the optimal time frame for the project, or step within the project. Limit 

yourself to that period of time, schedule it, and set a deadline. If it usually takes you 45 

minutes to write an article or business letter, then set your schedule for that amount of 

time –and no more. In other words, stay accountable, if only to yourself.  
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Task Saturation – Another View of Procrastination 

Jim Murphy brought his own perspective on procrastination to bear during his interview. 

For him, and the Afterburner team, procrastination is linked to task saturation – which 

they call the ‗silent killer to great execution.‘ In this view, the tendency to procrastinate 

comes from the simple fact that we are overloaded with tasks – we‘ve decided that 

there‘s too much to do, and not enough time, tools or resources to do it in. So, we 

shrug our shoulders, and do nothing, or focus on the easiest (and often the less-

important) tasks.  

To combat task saturation, you really need to know the most important things you need 

to complete, on a daily, weekly, monthly or even quarterly basis. Earlier you iterated 

the goals and most valuable activities. But when you arm yourself with the most 

important priorities, you can come back to them as reference points. Based on that 

idea, list the top priorities of your business. They could be increased sales, or lead-

generation; marketing-related, or product creation.  

 

1.  

2.  

3.  

4.  

 

This way, when you‘re feeling overwhelmed, saturated with tasks, and unsure of what 

to do next, you can refer to this list of priorities, and get right back on track.  

Note: the list ties directly to your future picture, a concept we explore soon, in the 

Vision section. So, if you‘d like to jump ahead to work on that before returning to your 

priorities, we urge you to follow your intuition. That too is part of being a successful 

entrepreneur.  

 

 

 

Multitasking 

Ah, the trap of multitasking. Dave Crenshaw wants to dramatically illustrate the flaw in 

thinking that this practice increases productivity, and he‘s made it easy for you. Go to 

the free quiz he‘s made available to us, and see for yourself:  
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http://www.davecrenshaw.com/free-multitasking-exercise.php?jayandrich 

You have the option of taking the quiz online or printing out a PDF version and doing it 

with paper and pencil –either way Dave is sure that you‘ll agree with him when you‘re 

done: ―multitasking is worse than a lie.‖ 

Basically, this practice involves hundreds of switches; transitions between tasks that eat 

up time, and sap your attention, energy, and enthusiasm. There are two types of 

switches which can affect even the most well-meaning, motivated entrepreneur: 

passive switches, and active ones. Those are ones we do to ourselves; those new ideas 

that derail our train of thought – and as innovators, we‘ve got a million of ‗em. So write 

them down on a white board, and release them.  

The passive ones, however, are the ones you‘re faced with unexpectedly: ringing 

phones, people knocking on your office door with seemingly endless questions. While 

you can‘t completely rid yourself of these distractions that force us to switch gears over 

and over again, you can minimize them. First, you need to identify them. Write down 

which of these passive switches affect you the most:  

1.  

2.   

3.  

If it‘s the phone, turn the ringer off, and schedule a time in your workday (perhaps in 

that end-of-the-day administrative time) to listen to messages and respond where 

necessary. Or delegate these tasks to your assistant.  

If it‘s people coming to you with questions, Dave suggests the one-on-one huddle: a 

scheduled time each day or each week when you connect with this person. He 

considers a good place to start to be 2 meetings a month, for about 50 minutes per 

meeting. Naturally, it depends on how needy the person is; you could choose to 

schedule shorter, more frequent meetings instead.  

―This strategy works magic, because all of a sudden those interruptions just magically 

disappear. People realize they have a clear time when they‘ll have a chance to talk to 

you,‖ and you‘re time is more your own. 

The Cost of Transition 

Whenever you attempt multitasking, what‘s happening is that you‘re having to 

transition from one task to another – and that costs you time, energy and focus. You 

http://www.davecrenshaw.com/free-multitasking-exercise.php?jayandrich
http://www.davecrenshaw.com/pdfs/multitasking-quiz.pdf
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lose, every time. This is also true for those entrepreneurs who are continually 

interrupted, by their team members, or their children (if they‘re working at home); even 

the ringing phone, when not ignored, can cause you to forget what you were doing, 

and leave things undone, or (at best) badly executed.  

A breakthrough concept is that organizing your time is exactly like organizing space. 

―Entrepreneurs are idea machines. When you don‘t have a structure to your day, you‘re 

shoving in more to your day than can possibly fit – it‘s like a cluttered closet: you can‘t 

find anything; you don‘t know what you have, vis-à-vis what you need. So think of your 

time and your day as a closet that is only going to fit so much – and ask yourself the 

critical, overlooked question: how long is that going to take? And the corollary question, 

what‘s the return on the investment of my time?  

The bottom line:  

You don‘t spend time on things that take a lot of time with very low payoff.  

But how can you accurately know how much time something will take? By keeping good 

records of the time you spend on any given project – and then extrapolating from that 

knowledge.  

―You‘ve also got to step away from your work and define your goals. You‘ve got to 

define them for the year, and work backward from there.‖  Here are the suggested 

questions that will lead you to clearer goal statements:  

1. What is it that I‘m going to spend my time on?  

 

2. What are my outcomes for the year?  

 

3. What is my revenue line for the year?  

 

 

4. How am I going to measure results this year, or this quarter? Perhaps they 

are the number of clients, or billable hours; or more product sales.  

 

That way, you can answer this question more accurately: ―Is the time I‘ll spend going 

to take me immediately to that goal?‖  
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Ego-Related or Task-Oriented?  

A tool advocated by Dr. Fiore is to separate your thoughts into categories, and in so 

doing, you allow yourself to shift quickly into action.  

The first category is that of Ego Defensive thinking. Those are thoughts that are self-

critical, involve the past; recriminations for things you should have done and didn‘t. 

They even include the ―What will happen if….?‖ Thoughts that literally freeze you in 

place, forcing you into inaction.  

We‘ve all had thoughts like these – just take a moment to write a few down. We‘ve 

included one to get you started:  

1. I shouldn’t have wasted so much time yesterday morning deciding what to do. 
 

2.  

 

3.  

 

4.  

 

5.  

 

Then, there are those Task-Relevant thoughts. These are actions you can take, right 

now. Because the now is all we really have. In shifting your thoughts from ego-related 

to task-oriented, you‘ll effectively jumpstart your mind (just as you would a car 

battery), so you can move forward from the inertia produced by the ego. Here‘s one to 

start:  

1. I’ll take the next 5 minutes and set my priorities, so I’ll know what I should 

focus on tomorrow.  
2. 

 

3. 

 

4. 

 

5. 
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Dr. Fiore also made his Centering exercise available to you, which we‘ve included in the 

Appendix of this Action Document. It‘s a one-minute, twelve-breath exercise that 

transitions your mind from fretting about the past and future to being focused in the 

present — where your body must be to achieve your goals! It‘s a good practice to add 

to your entrepreneurial toolkit, especially useful when you‘re trapped in ego defensive 

thinking.  

 

 Your Vision 

 

―We believe that flawless execution starts with a clear, compelling, high-resolution 

future picture.‖ ~Jim Murphy 

Most entrepreneurs are bombarded with conversations about their vision, their mission, 

and then the goals they should set to make their vision a reality. But our guest Jim 

Murphy, of Afterburner, claims that a future picture is different. It‘s a detailed picture or 

a place where you –and your team –need to execute into. ―If you expect good detailed 

execution today, day-in-and-day-out, the folks that are executing need to know exactly 

where you, as leader, would like them to be.‖  

With that said, what would your future picture look like? You‘re the leader; even if 

you‘re a team of one, where are your efforts intended to lead? Remember to include 

the details! These could include the answers to the following questions:  

 

 How many people will work on your team?  

 How many clients will you serve?  

 How much revenue will you bring in?  

 What days of the week will you work, and for how long each day?  

 

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________

_______________________________________________________________________ 

http://www.afterburnerseminars.com/
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Once you have this detailed future picture (you did include sufficient detail, right?), how 

do you assess your levels of performance, related to that comprehensive vision? Jim 

shared the four point process:  

1. Plan 
2. Brief 
3. Execute 
4. De-brief 
 
According to him, the most important step – and the one many companies neglect to 

do, is Step #4: the de-briefing. It‘s easy to plan, share the plan in a briefing, and then 

execute the plan – but it‘s in the de-briefing that the biggest opportunity to accelerate 

future performance lies.  

―Call ‗time-out‘ immediately when the activity is over, recommends Jim, ―and have an 

open environment where people can freely admit their successes and their errors; get 

those lessons out in the open, and then put them right back into the next plan to make 

it tighter.‖  

 

The Power of Execution Rhythm 

Related to the future picture, and the four assessment points, is a concept Jim calls 

execution rhythm. This is a process, which begins with a project checklist, and 

continues with scheduled short ‗execution gap‘ meetings to keep the team on track. 

During these short sessions, the focus is on: who was supposed to do what, and where 

are we at this point in time? Such meetings defeat procrastination, and help to 

determine the gaps – which you can then work to close. Projects come in on time, and 

the de-briefing (step#4) can then occur.  

―The act of opening a project checklist speaks to the individual and the team, sending 

the message that there is a deliberate intent to be disciplined. This intent is often a self-

encouraging step that results in improved performance. This occurs in addition to 

eliminating the obvious errors of omission for which the project checklist is designed.‖ 

~Brigadier General Charles Campbell, Retired 

 

There‘s an article on the Afterburner site, Execute Rhythm in Six Steps with an Easy-to-

Implement Strategic Planning Process, and we recommend you read it for a more 

detailed idea of this productivity tool. In fact, we think a review of each of the articles 

on the site would be really useful, as the concepts of Flawless Execution and the related 

http://www.afterburner.com/strategic-mission-planning.htm
http://www.afterburner.com/strategic-mission-planning.htm


23 
 

 

―In the midst of…the economic 

crisis that we‘ve got going 

globally...it‘s giving everybody 

an opportunity to go back to 

their core competencies and 

their core values; to become 

less over-extended and 

scattered.‖ ~Julie Morgenstern 

 

processes are complex. Grounded in military, aviation, and medical applications, 

Flawless Execution methodology will bring detailed planning and team accountability, 

and the knowledge to accelerate business growth, to the forefront of your 

entrepreneurial leadership.  

Why is this important? ―The most productive entrepreneurs have an unwavering ability 

to stay on task,‖ declared Jim during our interview.  

 

 

 Peak Performance Re-Examined 

 

Each of our panelists was given the opportunity to identify those characteristics which 

define us; the most common mistakes we make, and those habits that bring the most 

success. The habits that led them to peak performance.  

―Being an entrepreneur is a gift and a blessing. It‘s also one of the hardest ways to 

work and achieve sustained success. The entrepreneur really has to make his/her peak 

productivity a maxim, a defining way to approach their 

entrepreneurship.‖ ~ Jan Yager 

 

Key Entrepreneurial Habits to Avoid  

Jan Yager advocates avoiding what she calls the ―5 

Ps.‖ These are: procrastination, perfectionism, poor 

planning, poor pacing, and petulance. We‘ve covered 

procrastination pretty thoroughly, and our experts had 

some excellent suggestions to limit, or honor (when 

the situation calls for it) this phenomenon.  

Perfectionism is related to ego; anticipating negative reactions or consequence – which 

can paralyze us into inaction. Dr. Fiore discussed training our minds to move with 

lightening speed, from ego-driven to task-oriented thoughts; like an athlete. That 

training involves recognizing the ego when it gets in our way, and stepping out of that 

trap. 
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Poor planning? It‘s related to poor pacing –and both have to do with time, and time 

management. We‘ve covered both of those with the call for creating time maps based 

on our own natural energy cycles.  

But what about this petulance thing? Here‘s what Jan had to say: ―It‘s my way of saying 

attitude really counts. It‘s not just attitude; waking up and saying ‗whoa, today is a new 

day; I‘m really going to make the most of it.‘ It‘s also being careful that you don‘t 

surround yourself with people who are negative or doomsayers.‖  

Peak Performance Habits 

Jan believes that an entrepreneur who exhibits a really positive attitude, with a 

commitment to productivity as part of what they do; and being focused on productivity 

– they‘re ahead of the game.  

Engineer Your Environment 

When you know your natural energy cycles, you can manage your time. And seek to 

have a work space that facilitates productivity. Select those team members that 

complement your abilities and weaknesses. Create an adaptive environment, rich with 

personal support. ―Give yourself permission,‖ says Nancy Ratey, ―to know and accept, 

and work with, your strengths and weaknesses.‖ After all, we all have them.  

Be a Best-Practices Role Model 

Jim Murphy argues that to expect flawless execution from your team, you need to 

model that for them. What does it look like? It could be as simple as coming into the 

office on time; or it could be stepping into their shoes and doing what you‘ve asked 

them to do, side-by-side, flawlessly. In this way, you‘re committed to peak 

performance, and you‘re showing them the power within that commitment. And, you‘re 

not asking them to do anything you wouldn‘t do – you‘re in it for the long haul, and 

doing what it takes to achieve your future picture.  

 Communicate the plan every single day to your organization. That way no one 

has to question what is expected of them today.  

 Eliminate task saturation by having clear priorities, based on a detailed future 

picture.  

 When the mission is over, always debrief before moving on to the next one.  

Create Systems 

Systems bring consistency to our actions. ―The entrepreneurs that I have seen that 

really are most productive,‖ shared Dave Crenshaw, ―put a lot of attention into their 

personal systems.‖ This could include:  
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1. The way you deal with email.  

2. The way you calendar things.  

3. The way you deal with new ideas.  

4. How you schedule meetings.  

5. How you insulate yourself from interruptions and distractions.  

Entrepreneurs try to live in the culture of now, which says ―I need to respond to 

everything this moment, this instant.‖ This, according to Dave Crenshaw, leads to the 

realization that sometimes procrastination is your friend. It allows you to move to a 

culture of when. In creating systems which allow you to prioritize projects and events, 

scheduling things with forethought and with an eye to your future picture and the 

related goals.  

Seek a Source of Accountability 

Everyone needs to be accountable to someone; ―everyone needs someone outside of 

themselves to train them, to give them follow-up tasks, and to help their new habits 

become second nature. Work with a coach, or find an accountability partner, or join a 

mastermind group.  

Go to Workshops and Seminars 

It‘s not just what the speakers will say; it‘s being surrounded by people who are as 

motivated as you are. It‘s about being exposed to the best practices of those in the 

workshop – and their innovative ideas. Don‘t always be industry-specific either, in your 

selection of what workshops to attend; cross pollination is often a really good thing for 

entrepreneurs: there‘s always something new to learn, and it may not be where you‘d 

expect.  

Learn to Make the Transition 

Jan Yager argues that you must be able to go from that ―slow entrepreneur who 

thought up the idea for the business, to the business owner, and then to the 

entrepreneur with employees.‖ One way of thinking and acting will not work as you 

transition from one level to another.  

Don’t Let Short-Term Gains Derail You from Your Future Picture 

Always have a clear vision of what will be meaningful to you, down the road. Revise the 

vision of the future periodically, and then reset your priorities, and goals to match that 

revision. And do your best not to dwell in the short-term.  
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Select Three Strategies and Keep a 30-Day Productivity Journal 

Julie Morgenstern suggests that you decide on those three (no more than five) 

productivity strategies that you‘d like to try, and then monitor your progress with a 

month of journaling. This will keep you on track, and keep you mindful; aware of the 

changes you‘re seeking to make. ―You‘ll start to feel the payoff, and the payoff 

becomes the motivation because you see and experience the surge in your 

productivity.‖  

Take Time to Recharge, Renew, and Restore 

Avoid becoming a workaholic. When you leave the office for the day, stop thinking 

about anything related to work. (After all, you‘ve spent the last hour of the day 

planning for tomorrow – so what‘s to think about?) Enjoy activities on the weekend, or 

in the evenings that bring laughter, and beauty into your life. Get enough rest, exercise, 

and eat well.  

 

―Entrepreneurs are guilty of constantly growing and expanding and growing and trying 

this and trying that…and it can get exhausting and you can get off core. To be at your 

peak productivity, you want to spend your time on the things that fuel you that 

energize you, that gratify you, and that goes directly back to your goals. ‖ ~ Julie  
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The Panelists, their Web sites and Extra Resources 

Each of our panelists has a content-rich Web site, and we heartily suggest visiting them 

for additional engaging, enlightening, and supportive materials.  

Dave Crenshaw 

Dave Crenshaw, an expert in time management and author of the book ―The Myth of 

Multitasking,‖ explores the nature of productivity, and argues that multi-tasking can be 

self-defeating. Executives can‘t possibly do everything immediately. Instead, they 

should identify the tasks that warrant most of their energy and devise a plan for when 

those tasks will be addressed. Other duties should be delegated. Crenshaw also urges 

business people to consider the impact multi-tasking has on their personal relationships. 

During the presentation, Dave mentioned a free multitasking exercise available to those 

of us involved in the League of Extraordinary Minds presentation series. It can be found 

here: http://www.davecrenshaw.com/free-multitasking-exercise.php?jayandrich 

Don‘t forget to sign up for Dave‘s free videos on his home page: 

http://www.davecrenshaw.com/index.php 

And be sure to read his article, The Myth of Multitasking: How Doing it All Gets Nothing 

Done:  

http://www.davecrenshaw.com/myth-of-multitasking-doing-it-all-gets-nothing-done.php 

It‘s just one of six really powerful articles you can find on his site.  

Julie Morgenstern  

Julie Morgenstern, a time management expert who has worked with some of the 

world‘s largest companies, discusses how people can better organize their time. Define 

your goals for the year, make a time map to take you to those goals and then monitor 

your progress. Find out what is taking up too much of your time, what is taking up too 

little and adjust. Stop constantly checking email. Find your optimal time frame for 

specific tasks and break large tasks down into achievable increments. 

Julie‘s SHED diagnostic assessment will determine your SHED Profile, an analysis of 

your strengths and weaknesses in each SHED step, and provide you with a personalized 

guide to making the most of the book: SHED Your Stuff, Change Your Life:  

http://www.juliemorgenstern.com/LearningTools/Surveys/ 

 

Her 5 downloadable documents can be found here:  

http://www.davecrenshaw.com/free-multitasking-exercise.php?jayandrich
http://www.davecrenshaw.com/index.php
http://www.davecrenshaw.com/myth-of-multitasking-doing-it-all-gets-nothing-done.php
http://www.juliemorgenstern.com/LearningTools/Surveys/
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http://www.juliemorgenstern.com/LearningTools/Downloads/ 

 

Our favorites include:  

Sample Time Maps 

http://juliemorgenstern.com/blog/files/downloadable_form12/Time_Map_Sample_Bookl

et_JM_1-11-09_JC.pdf 

 

Focus, Filter, Facetime 

http://juliemorgenstern.com/blog/files/downloadable_form14/focus_filter_facetime.pdf 

Neil Fiore 

Dr. Neil Fiore, a psychologist and author of several self-help books, discusses how to 

use time management and the concept of choice to achieve peak performance. People 

need to schedule their free time, work time and priority project time in increments to 

help them stay focused when they are working and help them enjoy their free time 

when they are not. They need to choose to do things, not let forces overtake them. He 

also offers some breathing exercises to help people focus on the present and not dwell 

on the past. His articles can be found at:  

http://www.neilfiore.com/articles.shtml 

During the interview, Dr. Fiore mentioned the ―unschedule‖ resources on the site, which 

consist of a sample ―unschedule‖ worksheet, and a blank one you can use to create 

your own. Both can be found here:  

http://www.neilfiore.com/nowhabit.shtml 

Our other favorites include:  

Awaken Your Strongest Self: Speaking from Your Higher Brain 

http://www.neilfiore.com/pdf/regard-affirm.pdf 

 

Time Management Quiz 

http://www.neilfiore.com/article6.shtml 

 

Attitude Control: The Key to Lasting Success 

http://www.neilfiore.com/article2.shtml 

 

http://www.juliemorgenstern.com/LearningTools/Downloads/
http://juliemorgenstern.com/blog/files/downloadable_form12/Time_Map_Sample_Booklet_JM_1-11-09_JC.pdf
http://juliemorgenstern.com/blog/files/downloadable_form12/Time_Map_Sample_Booklet_JM_1-11-09_JC.pdf
http://juliemorgenstern.com/blog/files/downloadable_form14/focus_filter_facetime.pdf
http://www.neilfiore.com/articles.shtml
http://www.neilfiore.com/nowhabit.shtml
http://www.neilfiore.com/pdf/regard-affirm.pdf
http://www.neilfiore.com/article6.shtml
http://www.neilfiore.com/article2.shtml
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Nancy Ratey  

Nancy Ratey, a personal coach with expertise in counseling executives with ADD, 

explains that the first step toward success for individuals with ADD is acknowledging 

that their brains are different, then developing specific plans and strategies to 

compensate for those differences. An important part of this is engineering a supportive 

environment, Ratey says. People with ADD also should consider diet and exercise a key 

part of their strategy. Nancy has a wealth of articles archived on her Web site:  

http://www.nancyratey.com/publications/archive 

One of these is Managing the Time of Your Life:  

http://www.nancyratey.com/files/managing_time.pdf 

 

Another highly-relevant article on the importance of incorporating exercise into your life 

is Get on the Move:  

http://www.nancyratey.com/files/get_on_the_move.pdf 

 

Jan Yager 

Dr. Jan Yager, an expert in the nature of productivity and the author of 26 books, 

discusses the importance of time management and other keys to maximizing 

productivity. In order to improve productivity, business people should undertake a 

thorough inventory of how their time is currently spent.  They also should have a clear 

vision, avoid distractions, and learn to delegate. Dr. Yager also urges people to ask 

themselves the fundamental question: Am I even doing pursuing the right professional 

path in the first place? 

Delegating tasks is a really important part of peak performance. If you‘re curious about 

how well you delegate, check out Dr. Yager‘s self-assessment quiz at:  

http://www.drjanyager.com/self-quiz-delegating.htm 

Don‘t forget to check out her archive of articles, organized topically. One of our 

favorites is The Five Essential Steps to Becoming More Productive:  

 

http://www.drjanyager.com/five_article.htm 

 

http://www.nancyratey.com/publications/archive
http://www.nancyratey.com/files/managing_time.pdf
http://www.nancyratey.com/files/get_on_the_move.pdf
http://www.drjanyager.com/self-quiz-delegating.htm
http://www.drjanyager.com/five_article.htm
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Jim Murphy  

Jim Murphy, a former fighter pilot who teaches companies how to increase 

performance, discusses how to execute flawlessly. Companies need to debrief after an 

activity in a blameless environment that encourages employees to examine what 

worked and what did not work. They should have regular meetings to find out whether 

employees are behind schedule and help them catch up. Employers need to make top 

priorities clear to employees so that when employees feel task saturated they can 

return to focusing on the company‘s core goals. 

With five excellent articles archived on the Afterburner site, Jim gives site visitors a 

clear vision of Flawless Execution, and the concept of Execution Rhythm:  

http://www.afterburner.com/expert-articles.htm 

For information on the Afterburner Strategic Planning model, click on this link:  

http://www.afterburnerconsulting.com/pyramid/strategic-planning-model.html 

 

 

 

 

 

 

 

 

 

 

 

 

 

http://www.afterburner.com/expert-articles.htm
http://www.afterburnerconsulting.com/pyramid/strategic-planning-model.html
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Appendix 1: Neil Fiore’s Centering Exercise 

This was taken directly from Dr. Fiore‘s articles archive on his Web site. It can be found 

here: http://www.neilfiore.com/article3.shtml.  

Centering is a one-minute, twelve-breath exercise that transitions your mind from 
fretting about the past and future to being focused in the present — where your body 
must be. Centering in the present clears your mind of regrets about the past and 
worries about anticipated problems in the so-called future. 

As you withdraw your thoughts from these imagined times and problems, you release 
yourself from guilt about the past and worry about the future. You experience a stress-
free vacation in the present. Whenever you experience moments of the joyful abandon 
in play, the easy flow of creativity, or a state of concentration that leads to effortless 
optimal performance, you are practicing a form of "centering." Use this exercise each 
time you start a project. Within just a week or two your body and mind will learn to 
naturally let go of tension and focus on working efficiently and optimally. 

Read the following to yourself or tape record it and play it each time you start a project. 

1. Begin by taking three slow breaths, in three parts: #1 Inhale, #2 Hold your breath 
and muscle tension, and, #3 Exhale slowly, floating down into the chair. With each 
exhalation — let go of the last telephone call or commute and float down into the chair. 
With your next exhalation, let the chair hold you and let go of any unnecessary muscle 
tension. Let go of all thoughts and images about work from the past. Clear your mind 
and your body of all concerns about what "should have" or "shouldn't have" happened 
in the past. Let go of old burdens. Let go of trying to fix your old problems. Take a 
vacation from trying to fix other people. Let each exhalation become a signal to just let 
go of the past.  

Say to yourself as you exhale: "I release my mind and body from the past."  

2. With your next three breaths, let go of all images and thoughts about what you think 
may happen in the future — all the "what ifs." With each exhalation, clear your 
muscles, your heart, and your mind of the work of trying to control the so-called future. 

Say to yourself as you exhale: "I release my mind and body from the future."  

3. With your next three breaths, say: "I'm choosing to be in this present moment, in 
front of this work." I let go of trying to control any other time or striving to be any 
particular way. I notice how little effort it takes to simply breath comfortably and accept 
the just right level of energy to focus on this moment and this task — in the only 
moment there is, now. 

Say to yourself as you exhale: "I bring my mind into the present."  

http://www.neilfiore.com/article3.shtml
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4. For the next few minutes, there is nothing much for my conscious mind to worry 
about within this sanctuary. You are safe from the past and the future. I just allow the 
natural processes of my mind and body to provide me with focused concentration. I 
access my inner genius and its creative resources. 

Say to yourself as you exhale: "I am centered within my larger, wiser, stronger 

Self."  

5. With your next three breaths count up from 1 to 3: One, becoming more adequately 
alert with each breath; Two, curious and interested about going rapidly from not-
knowing to knowing; and, Three, eager to begin, curious and interested about how 
much I will accomplish in such a short period of time.  

 


