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I am SO busy. I am OVERWHELMED. Ahhh, I don’t know how I will get it all done.

I have heard all these statements dozens of times in the last few weeks. Have you heard them? 
Heck, you have likely said them. We live in an age of distraction. We are pulled in many 
directions. Frankly, most of it is something that is good for us, and likely the payoff will move you 
forward in some way. However, I also know you can’t get it all done. 

You can do anything you want, but you can’t do it all. Period.
Over the years, I have interviewed hundreds of people that are ultra-successful, and much of 
that is due to their productivity habits (rituals or practices if you like that better). We all have the 
same 1440 minutes each day. There is no super human skill that creates more minutes just 
because you need them. 

There is NO silver bullet. There is NO Shortcut. 

However, there is a better way. Learning how to set up your day and filter out the non-essential 
is the key to how you use those 1440 minutes to create impact in your personal and 
professional life. 

This document contains three of the most powerful and important insights to productivity that I 
have uncovered. I used these to help me write my book The Trap of Success and even featured 
each expert in the book because of their “bad-assery.” If you want to find your significance and 
profound success, you have to make the time for it.

Before you dive in, consider this…

Focus is more important than your intelligence.

Intelligence without a degree of focus is likely to yield very little. Those with a high level of focus 
will get more done. In other words, you have to be more than just smart. Think about that one.

The secret is simplicity (not complexity). These insights are quite simple in their design and 
execution. The simplicity is what makes them so powerful if you use them and makes them easy 
to form as a habit.

You can use these to not only get more done, but if you choose, you can save so much time that 
you can make each weekend a 3-day weekend. Now THAT is promise that we can all use. 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#1 The Essential
You have opportunities coming from many angles. You have felt the 
pressure of these in your whole body. You might call it overwhelm or 
stress. It has just gotten harder over the years to stay true and 
focused on what is most important. This is why you must find the 
essential tasks and projects in your life if you want to create a life of 
significance.  
 
To get clear about this, I went directly to the source of essentialism, 
Greg McKeown, NY Times Best Selling Author to understand the 
disciplined pursuit of less.  
 
(Greg McKeown is included in The Trap of Success on page 199.) 

Finding the essential is a filtering process or system to remove the 
trivial and even the "good" stuff from your daily focus. I say "good" 
here because there is a reason why it’s on your list in the first place. It is likely good for you. But 
“good” does not automatically mean “important.” Good is rarely essential.

The process of removal is the key here. It hurts to remove all the things you want to do and 
leave yourself with only the most important elements. But if you do it well, you remove all tasks 
and projects that are distractions to leave yourself with only the essential ones.

When you prioritize your next project by discovering the essential path to growth, you free 
yourself from the juggling—and the lies of multitasking.

The complete interview with Greg McKeown on “Leaders in the Trenches.” http://bit.ly/litt211

Go even deeper with Greg’s book Essentialism The Disciplined Pursuit of Less: 
 http://amzn.to/2g2bSU6
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Finding The Essential 
 
Take a few minutes every day to make an essential list of 6 important things to do. 

1. Place them in priority order. 
2. Then cross out the bottom 5. 
3. Take the top and do as much as you can to get it done. 
4. THEN move on to the next item.

http://bit.ly/litt211
http://amzn.to/2g2bSU6
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#2 The Time Block
When we put it on our calendars, it becomes real. It raises the level of commitment. Putting a 
project on your calendar increases your productivity by seven times (made up stat to get your 
attention). Ok, seriously, the calendar is an important tool in increasing your productivity. 

Todd Herman has an accomplished history by working with Olympic athletes, corporate 
executives, and even billionaires. One of his areas of expertise is creating the systems to 
increase productivity. There is more about Todd in my book, The Trap of Success, on page 89. 

Todd believes that you need a great model or system to work. Nine out ten people don’t have a 
great system that allows them to perform at their best. 

I just love Todd’s concept called “Time Blocking.” Where you intentional theme your days and 
create specific time to do projects and similar work. Before applying Todd’s time blocking, my 
days were filled with meetings, calls, and project work. I would switch back and forth as needed. 
I have found profound power in creating days that flow with similar work. It helps in many ways.

Your weeks will be different than mine, but here is an example of how I use time blocks each 
week.

Monday — Marketing Using “Marketing Monday” the actual name in my 
calendar, I create content and work on marketing projects such as my podcast 
and writing on Monday leaving all other work for the other days of the week.

Tuesday and Thursday - These today days are dedicated to serving my clients. 
Client meetings and prospect meetings are booked until 5 pm. If I’m not taking 
client calls, I use this time for business development. 

Wednesday — Follow up and reach out for new business (speaking and 
consulting/coaching) on this day. 

Friday — Catch up and do special projects to move the business forward. I will 
set up calls for this, and I’m working to having each week a 3-day weekend. I 
wrote my book with a series of 3 day weekends that allowed me to dive deep into 
the project because this project was critical to my business in many ways.

The First 90
Taking this a bit further. The first 90 minutes of each day are all about my biggest project and 
most important work. Research shows your focus, energy and will power are best first thing in 
the morning. I don’t need research for this one…I can feel my focus and energy. You may have 
a different internal clock for “focus.” The real key is to find that time that works for you and guard 
it so that you can give your full attention to what matters the most. 

For me, the ideal is a workout completed before 7 am. This allows me to be working by 7:30 am. 
I work on my highest value project first thing each day (My “Essential” project for the day). I 
have it on my schedule and protect that time with tenacity. 
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Reduce Distractions: 
Now let’s take it to a new level by increasing your focus during that time.

According to the study of distraction by Time Almanac, 2.1 hours per day in distraction (phone 
calls, emails, impromptu visits, etc.). Distractions seem to be a natural way of working, and 
distractions have a cost.

Before we talk about it, here is the problem. It is the concept of “Context Switching” that Todd 
Herman shared with me during our interview. This is the consistent flipping back and forth 
between tasks that causes you to lose flow. Eg. Society and many companies have embraced 
the need for constant communication. If an email is sent, the response is expected in under five 
minutes. If the phone rings from a KNOWN contact, you stop what you are doing and answer it. 
(If you are like me you can easily ignore the unknown caller.) 

Research in this area has shown that switching back and forth between tasks has a cost. It 
likely costs you more than you know. In a study from the University of California Irvine , the 1

researchers found about 82 percent of all interrupted work is resumed on the same day. But 
here’s the bad news — it takes an average of 23 minutes and 15 seconds to get back to the 
task.  According to the study, the switching back and forth also causes more stress as well. 

Creating short increments of time that are very intentionally focused allows you to be nimble and 
produce at a higher level. It also increases your chances of slipping into the “Flow State.” The 
state of flow will give you more mental clarity and creativity to create or do. Time seems to stand 
still. This is about producing at a higher capacity. 

#3 The Give Up List
People want to have more, but they don’t want to do the work.  
 
The amazing Larry Winget is clear about this in our interview. Larry 
is a six-time NY Times and Wall Street Journal bestselling author 
(Eg. Grow a Pair) http://amzn.to/2y8Efqb. Larry is in The Trap of 
Success on page 187. 

There is a common thought about this that is wrong…they say you 
can “have it all.” Larry told me “No. You can’t have it all. You have 
got to choose. If you keep trying to have it ALL, you will struggle. 
You have to choose what works and what doesn’t.”  
 
The most common question he gets is… 
 
 “What does it take to be successful?”  

 The Cost of Interrupted Work: More Speed and Stress by Gloria Mark, Daniela Gudith and 1

Ulrich Klocke https://www.ics.uci.edu/~gmark/chi08-mark.pdf 
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To create something new in your life, you have to be willing to give up something else. Take a 
look at your life and look at your time (check your calendar and your bank accounts to see what 
is important to you). Be brutally honest with yourself about how you spend your time when you 
want to be working (and when you are with your loved ones, too). If you can stand the heat, you 
will make stronger decisions to make changes.

Larry shared with me, “It always comes down to what you are going to give up that is keeping 
you from success.”

Go deeper with Larry Winget’s exercise in my interview with him at on “Leaders in the 
Trenches:” http://bitly.com/litt022

Gene Hammett works with companies to discover new strategies 
for growth. From small businesses to large corporations, he 
presents his ideas on becoming THE choice, not a choice and 
unleashing the entrepreneurial spirit by activating internal brand 
ambassadors for companies. Gene’s podcast, Leaders in the 
Trenches, has been recognized by Inc. and Entrepreneur for its 
insight on marketing and sales leadership.

Gene is also the author of The Trap of Success: A 
Brutally Candid Guide to Overcoming Your Fears, 

Finding Significance, and Achieving Profound Success.  
 
A regular contributor to Entrepreneur, Gene has also been featured in Forbes, 
Success, Business Insider, and Inc.
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Larry’s 3 Sheets of Paper Exercise…

1. Get three sheets of paper. (There is no app for it…get three sheets of paper and 
something to write with.) 

2. On the first sheet of paper — Write down ‘how it is for you right now?’ In your life? 
In your business? In your relationships? In your finances? In your health? Write how 
your life is now in each of the categories that are important to you. 

3. On the second sheet of paper — Write down how you would like it to be? Same 
categories and compare how you would like it to be. 

4. On the third sheet of paper — Write down what you must give up to go from where 
you are to where you want to be.

About Gene Hammett

http://bitly.com/litt022
http://leadersinthetrenches.com
https://www.entrepreneur.com/author/gene-hammett

