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Audio Sessions
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You’re working hard and you’re working smart. Now it’s time to cash it in — turn all thateffort into greater achievement and greater reward. With Unleashing Your Productivity
and this guidebook, Your Personal Productivity Handbook, you’ll soon be able to accomplish
much more in less time, with less resistance and less stress. You’ll soon become a much more
productive person.

Highly productive people get respect and admiration from society, they get advancements and
promotions on the job and they usually make a lot more money. Now it is your turn to join
their ranks.

It doesn’t require working any harder, longer or smarter to be a highly productive person.
Instead, it takes a knowledge of productivity principles and the implementation of these tech-
niques. You will find those in the audio sessions and this guidebook. The information present-
ed here is uncomplicated, practical and easy to understand. These are the step-by-step tech-
niques that will bring greater reward to your work and your life.

So let’s get started!



SESSION 1

Your Incredible Productivity Power
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Productivity is a trait you’re born with, not an acquired skill. But there exist barriers toproductivity, psychological obstacles that are holding you back. Your task is to recognize
these barriers and work to overcome them.

Before tackling these barriers and launching into learning the behaviors and techniques that
will make you a highly productive person, complete the following assignment within the next
three weeks:

1. Pick one day — a Different Day — preferably a Saturday or Sunday. Get the date
firmly in mind.

2. On that day, do nothing productive — no chores, no homework, no responsibilities.

3. Choose one of the following themes: an out-of-town adventure; an other-life
adventure; or a solo adventure.

4. Whatever theme you choose, do each of the following things during the course of your
day:

— Strike up a conversation lasting at least one minute with three strangers.

— Eat something you’ve never eaten before.

— Observe the little things you encounter.

— Be open to surprises.

By scheduling a Different Day for yourself every once in a while, you’re actually preparing
yourself to accomplish much more over the longer run. You’re setting yourself up for unleash-
ing it all when the Different Day ends.
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Program Your Subconscious for Super-Productivity

3

SESSION 2

Eliminate Worry, Enhance Productivity

Productivity Barrier #1 is worry, which too often stands in the way of you using yourunlimited supply of brainpower. There are five reasons why you worry:

1. To stimulate your emotions.

2. To substitute worry for action.

3. To gain sympathy, love or acceptance.

4. To brace yourself for pain.

5. To fulfill what you view as your duty to worry.

The following are six steps for negating worry:

1. Catch yourself worrying. Consciously acknowledge it.

2. Identify the underlying problem. Ask yourself, “What is it exactly that I’m
worried about?”

3. Stop the CD. Rid your mind of your worry scenario in order to stop it instantly.

4. Restart the CD. Use either a positive-angle scenario or a change-the-subject
scenario.

5. Convert worry into concern through action.

6. Help someone else with his or her problem. This will, in turn, signal that help
for you is on its way.



SESSION 3

Increase Your Energy and Enthusiasm
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Productivity Barrier #2 is the erosion of the fuel that keeps your productivity engines run-ning: energy and enthusiasm.

There are four main causes of energy and enthusiasm erosion: Thrill Immunity, Unexpected
Hits, No and/or Negative Reinforcement and Loss of Faith in a Better Life.

The following are step-by-step procedures for stopping the erosion of energy and enthusiasm:

1. Get a new perspective. Communicate with other people regularly. Alter your life a
little.

2. Expect to take hits. Life isn’t always easy — it’s not supposed to be. When a
setback occurs, shrug it off; don’t be surprised or shocked when something doesn’t go
your way.

3. Welcome difficulty and adversity. You need a steady stream of new challenges to
keep you energy and enthusiasm alive. Adopt a “I’ll show what I can do” attitude.

4. Reward yourself. Praise yourself for every thing, large or small, you do each day.
And don’t chastise yourself. Recognize any mistake you might make, learn from it
and move on.

5. Unhook yourself from a dead battery. If you’ve got someone draining your energy
and enthusiasm, unhook those jumper cables.

6. Establish greater expectations. Establish moderately higher expectations for the
short run and monumentally higher expectations for the longer run. Don’t attach
deadlines to your expectations. And keep your expectations general with regard to
other people.
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SESSION 4

Eliminate the Negative with Positive Reinforcement

Productivity Barrier #3 is negative emotions, which frequently overpower positive emo-tions. Negative emotions like anger, frustration, depression, loneliness, jealousy, hatred
and others not only hold you back, they set you back.

Despite the illusion to the contrary, you create and control your emotions. There are two fac-
tors that determine when and what emotions your subconscious creates: your good-bad inter-
pretations of occurrences and your previously installed commands.

You must begin interpreting occurrences as good for you. When something happens and you
feel a negative emotion as a result, consciously and deliberately think of the occurrence and
say, “This is good for me.” Even though your brain has subconsciously created a negative emo-
tion by interpreting an occurrence as bad for you, you are now consciously overriding that
emotion by giving your brain a new, different interpretation.

A second way to reduce your negative emotions is to change your installed commands by
noticing what types of occurrences bring about what emotions, by looking for patterns and
cause-and-effect relationships, and then linking new, positive emotions to the occurrences.
Link new emotions to occurrences in your imagination, before the occurrences actually hap-
pen again. When the occurrence does happen, reinforce the new emotion by saying to yourself,
“I feel confident,” or, “I feel excited,” (or whatever emotion you’ve chosen).
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How to Get Into Action!
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Productivity Barrier #4 is action avoidance. You may be aware of your action avoidance —knowing you really should be doing this or that and simultaneously kicking yourself for
not taking the appropriate action; or you may be totally unaware of your action avoidance,
unknowingly failing to take the real actions necessary to turn all your efforts into accomplish-
ment and reward.

The following are steps to take to conquer the action avoidance barrier and unleash your per-
sonal productivity:

1. Talk to people. Gather information, discuss and learn, then influence or inspire
others.

2. Commit yourself. Commit to something each day and make sure you follow through
and accomplish it no matter what.

3. Engage in physical movement. Real action always boils down to some form of
physical movement on your part.

4. Make decisions with limited information. Gather some decision-making
information — don’t operate from a position of ignorance — then make a decision
without much hesitation.

5. Reduce your options. Decisions are harder to make when you keep your options
open; eliminate options, even good ones, in rapid succession until you have only one
option remaining.

6. Act without concern for what other people might think. Others are not paying
much attention to you, they’re too consumed with themselves. Your mistakes will be
quickly forgotten.

7. Welcome tinges of embarrassment. Instead of trying to avoid any little
embarrassment or humiliation you might experience, welcome it, freeing yourself to
take all kinds of action.

8. Denounce risk. Realize that in most cases, you’re not really taking the risks you
thought you were.
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SESSION 6

The Cure for “When Disease”

Productivity Barrier #5 is When Disease, the pre-occupation with when things are going tohappen, when you’ll accomplish something or when you’ll get rewarded. When Disease is
detrimental to your productivity because it distorts your ability to see things accurately,
assess your own situations properly and make the right moves at the right time.

The following steps will help you conquer When Disease.

1. Align yourself with the forces of the universe.Work with — not against or in
spite of — the multitude of forces that determine when you accomplish and when you
get rewarded.

2. Create now rewards. Reward yourself with little pleasures while working or
performing—not distractions, but background pleasures that help motivate you
during the productive process.

3. Ignore the productivity-reward time lag. Know that you will get your just
reward in due time, but only if you maintain your productivity in the meantime.

4. Establish expectations instead of goals. Let your expectations run the agenda by
letting them tell you when they should be worked.

5. Assess your performance by looking backward. Don’t underestimate your rate
of accomplishment. Stop and take notice of what you have accomplished over the last
month, year or three years.

6. Make fun memories. Acknowledge the greatness of the moment; stop asking when
the fun will arrive and start enjoying the fun that’s here now.
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Patience and Relaxation to the Rescue
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It’s now time to enter the realm of high-powered achievers, using the five productivitythrusters. Each of the five thrusters alone will make a major difference in what you are
able to accomplish, both on a daily basis and over the course of your life. When you implement
more than one of the thrusters, you’re really moving ahead — you’re virtually unstoppable.

Productivity Thruster #1 is patience and relaxation. Before you can invite patience and relax-
ation into your life, however, you’ve got to get rid of tension and stress.

The following are six steps to reduce tension and stress:

1. Vaporize worry.Worry is a primary cause of tension and stress. (Refer to Session 2)

2. Make plans. Uncertainty is a major cause of tension and stress, and good planning
can render uncertainty latent, reducing your vulnerability to it.

3. Gain experience. But advance yourself incrementally, gaining more and more
experience little by little.

4. Practice. Practice not only relieves tension and stress and allows you to perform
better, but often the practice itself is productive.

5. Delay judgment until after the action stops. Don’t judge yourself as you’re
performing; it’s conscious evaluation during performance that leads to tension and
stress.

6. Listen intently. Disharmony can often be caused by not really hearing what another
person is saying; a short dose of intense listening goes a long way.

7. Welcome change. Think of change as progress; even if the benefits of a particular
change aren’t obvious at first, know that sooner or later they’ll show up and you’ll be
better off.

Now that tension and stress are reduced, it’s time to bring in patience and relaxation. To
become more patient, acknowledge the existence of more time. Time only runs out once per
lifetime. In the meantime, you’ve got time. To become more relaxed, engage in at least one
hour of unproductive relaxation every day. Also, twice during your workday, engage in eight-
minute unproductive relaxation respites.
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Productive relaxation is compatible with intensity, aggressiveness and high productivity. The
following steps will help you get into productive relaxation.

1. Realize that you’re supposed to be relaxed while you perform. Understanding
this is half of what it takes to get you there.

2. Breathe deeply. Deep breathing soothes your nerves and reduces your heart rate.

3. Smile. Don’t expect a smile to appear on its own. Deliberately put a smile on your
face and hold it for a few minutes. This tells your brain you are relaxed, which in
turn causes relaxation to strengthen.
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Get Into Highly Concentrated Attention (HCA)
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Productivity Thruster #2 is Highly Concentrated Attention (HCA). HCA is high-powered
thinking that produces high-powered results. The mental equivalent of physical exercise,
HCA is available to you any time you desire it, just for the asking.

Here are three key steps to getting yourself into HCA whenever you desire:

1. Reduce distractions. Alter your environment or leave it altogether for a more
secluded spot.

2. Allocate special time for HCA mode. Coming into work an hour or two early,
before everyone else shows up and the phone starts ringing, is a great idea.

3a Put the object of your attention into motion. Motion demands attention.

3b. Engage in physical movement. To concentrate on something you can’t see, hear
or touch, put yourself into motion.

The following are auxiliary steps to take to get into HCAmode:

1. Keep your eyes focused on one small object. The smaller the object, the easier
it is to concentrate on it.

2. Create a wall of sound. Adding to the sound reduces its distractiveness.

3. Become acclimated to your anything-can-happen environment. You can
concentrate in a hectic, distraction-rich environment if you give yourself time to
adjust to it.
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SESSION 9

The Power of Micro-Macro Vision

Productivity Thruster #3 is micro-macro vision. People who can shift their viewpoints
between the detailed and the big picture possess the quality of micro-macro vision. They have
levels of productivity far above those who can see only the details or the concepts.

Most people are either detail oriented or concept oriented. Detail-oriented people, those who
have a “micro view,” and concept-oriented people, those who have a “macro view,” can both be
productive, but neither group usually operates at its potential, regardless of how hard or long
they work.

The following are the steps necessary for becoming a micro-macro vision person:

1. Develop an appreciation for the opposite orientation. Realize that there is
tremendous power in the other viewpoint.

2. Spend time in the opposite orientation. This may not initially be easy, but
fighting your natural resistance to it will pay big benefits.

Focus on concepts and the big picture: when beginning a new task or endeavor; when you’re
feeling frustrated, tense or stressed; when in an argument; when you seek increased excite-
ment; when productivity seems to ebb and you are usually a detail-oriented person; or when
making career decisions.

Focus on details: when it’s time to take action; when you want to boost your level of interest;
when you want to get into highly concentrated attention; when productivity seems to ebb and
you are usually a concept-oriented person; or when you want to prevent or curtail mistakes.
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Visualize Your Way to Success
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Productivity Thruster #4 is visualization. By visualizing something in your mind — bythinking about it and seeing it in your imagination — you’re better able to bring whatever
you’re envisioning into reality.

The following are four types of visions you can establish:

1. Career vision. A strong career vision guides you, keeps you moving.

2. Daily performance vision. Unlike career visions, daily performance visions are
time-sensitive, they are about some specific task or event that you know will happen
in the near future.

3. Plan-B vision. See yourself expertly handling a difficult situation, but don’t see
yourself failing; a good Plan-B vision can strengthen your position and actually make
it more likely your Plan-A vision will happen in the future.

4. Process vision. Visualize yourself in the process of achieving, see yourself doing the
work.

How often should you visualize something? With a career vision, or any vision of significant
magnitude, visualize it twice a day, every day. The two best times are when you wake up and
before you go to bed. Sometimes, the vision may pop in your head without any effort on your
part. This is your subconscious at work tossing the vision around in there, which is good. For
a daily performance or Plan-B vision, one or two short visions, of 30 seconds to two minutes in
duration, may do the trick.
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SESSION 11

Rise to the Top with Creative Thinking

Productivity Thruster #5 is creative thinking, the lifeblood of productivity. Every humanthinks creatively, some of the time, at least. You’re creating new things every day and not
realizing it. But, although you are a creative person creating things every day, you may want
to enhance your creative abilities above their present natural level. There are two different
methods for stimulating your creativity: creative concentration and programmed cogitation.

The following are steps to using the creative concentration technique:

1. Reduce distractions. If anything jolts you while you’re trying to concentrate, it’ll be
more difficult.

2. Allocate special time for creative concentration. Devote anywhere from 30
seconds to two minutes strictly for creative concentration; making a time
commitment tells your brain that this is important.

3. Think strictly about the subject at hand. Block out all other thoughts.

4. Create visual or auditory motion. Motion, even if it’s only in your mind,
stimulates your concentration; use your imagination to see and hear things in
motion, and you’ll find it much easier to concentrate and create.

The following are steps for creating ideas and solutions using the programmed cogitation
method:

1. Think of the opportunity or problem for which you seek an idea or solution.
As you go over it in your mind, it’ll seep into your subconscious.

2. Ask yourself for the answer. Ask the pertinent questions over a few times in your
mind.

3. Divert your attention to other things. Once you’ve programmed your mind with a
question or two, your subconscious works best when you’re not paying attention to it.

4. Write down your ideas, answers and solutions right when they come to you.
If you fail to write them down when they occur, you’ll lose them.



14

There is something even more important than creating ideas and solutions: creating the exe-
cution. Remember, the really big accomplishments and rewards go to those who execute, not
to those who merely think. Here are the steps to creating the execution:

1. Commit yourself to executing the idea or implementing the solution.Why let
someone else get the big reward — why not you?

2. Allocate extracurricular time for creating the execution. Alter your lifestyle to
find the time.

3. Think of the execution pipeline. Think of what has to happen each step of the
way.

4. Think of systems and procedures. These are standardized ways of doing things
that free people up to use their thinking more creatively in other areas.
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SESSION 12

Program Your Subconscious for Super-Productivity

You must learn how to reprogram your subconscious mind for super-productivity. Onlywhen your subconscious is properly trained and instructed will you reach your true pro-
ductivity potential and get the great rewards you’re entitled to. When you program your sub-
conscious with good instructions, it makes good decisions, and you live a healthier, happier
and more productive life.

There are four ways information gets embedded into your subconscious mind:

1. During the impressionable years. By the time a child is six years old, 80% of his
or her personality is formed by instructions that flew into the subconscious.
Impressionability lasts well into the mid-20’s.

2. Traumatic experience. A broken relationship, a career crisis or an unexpected
death can change your behavior quickly and dramatically.

3. Hypnotic or subliminal suggestions. Quite often your conscious mind will block
new information from reaching your subconscious.

4. Conscious repetition. You can learn anything if you take the time to repeat it over
and over.

The techniques presented in this program will re-program your subconscious, but only
through conscious repetition on your part. You must be willing to repeat the techniques regu-
larly, even during the initial, awkward stage.
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The following realizations are simple statements that, although we may already know them,
still cause us to think. Because thinking leads to action, and because productivity is based on
action, these realizations are useful tools in your drive to become a highly productive person.

In parenthesis after each realization is the number of the session on which it appears.

1. Your brain is the engine that drives your productivity. The ways in which you think
and act determine your level of productivity. (1)

2. Ninety-nine percent of the time, good things happen. (2)

3. The quickest way to solve a problem is to first stop worrying about it. (2)

4. You will become immune to the thrill of whatever you spend a lot of time with. (3)

5. Difficulty and adversity are the parents of energy and enthusiasm. (3)

6. Your energy and enthusiasm rise and fall in direct proportion to your expectations.
(3)

7. You control your emotions. Nothing outside of your brain controls your emotions. (4)

8. Most of the things you think are bad for you really aren’t. Seemingly bad occurrences
are often much better for you than they initially appear. (4)

9. By interpreting occurrences as good for you, you cause the good aspects to surface
sooner and thereby turn seemingly bad occurrences into good experiences. (4)

10. To be highly productive, you need the cooperation, assistance and recognition of other
people. (5)

11. Other people aren’t concerned with how you look, they’re too preoccupied with how
they themselves look. (5)

12. Most mistakes are quickly forgotten. (5)

13. You are judged by your average performance, not on any one failure or any one
triumph. (5)

14. Your failures don’t count. Only your successes count. (5)
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15. If you’re not feeling tinges of embarrassment or humiliation from time to time, you’re
not taking enough action. (5)

16. There are an infinite number of forces at work in the universe that affect when you
accomplish a particular endeavor and when the rewards arrive. You can’t control
when. (6)

17. There exists an inherent time lag between productivity and reward. Sometimes it can
be a very unfair time lag. (6)

18. You are accomplishing faster than you think you are. (6)

19. You are having more fun than you think you are. These are great days! (6)

20. You make uncertainty latent by making plans. (7)

21. Change as a whole is good for you. Even negative changes are always balanced out by
positive changes that render the negative harmless. (7)

22. Time really isn’t running out as fast as it seems. You have more time than you think
to accomplish what you desire. (7)

23. Your brain likes operating in highly concentrated attention mode, even though it
fights going into HCAmode. (8)

24. To be highly productive, you must be extremely detail-oriented and extremely
concept-oriented (9)

25. The farther you get into the details, the farther your interest rises. (9)

26. The more you step back and look at the big picture, the more your excitement level
rises. (9)

27. You are the sum total of your past experiences plus your visions of the future. (10)

28. You are a creative person. You are much more creative than you think you are. (11)

29. You achieve a much higher level of success when you create the execution rather than
when you create the idea. (11)

30. Your personal productivity will rise in direct proportion to the number of times you
repeat or practice the implementation steps presented in this program. (12)
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Add These Inspiring Nightingale-Conant Titles
to Your Skill Building Library

The 5 Disciplines of Powerful People:
How to Keep the Promises You Make to Yourself
By John Powers
22230CD

I Know What to Do, So Why Don’t I Do It?
By Nick Hall, Ph.D.
25331CDD

The Living Faith Series:
Life-Changing Tools for the Growing Christian
By Bill Hybels, Haddon Robinson and Luis Palau
20401CD

Lessons from the Richest Man Who Ever Lived:
Incomparable Insights and Breakthrough Strategies for Success,
Happiness and Wealth
By Steven Scott
23201CD

AView from the Top
Moving from Success to Significance
By Zig Ziglar
22150CD

All available from Nightingale-Conant at 1-800-525-9000
or visit our website at
www.nightingale.com
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