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Herdlinger Associates provides the 
vehicle to help people expand and 
develop the skills and attitudes 
necessary to achieve a higher degree 
of success both personally and 
professionally.

Our programs incorporate attitude de-
velopment, goal setting and skills de-
velopment into a process that results 
in greater utilization of the potential 
inherent in all people. 

We help people create a plan that 
enables them to balance the profit mo-
tives of their business with the per-
sonal motives of their lives. 

Our professional staff is committed to 
a common purpose:

Developing People
to 

Achieve Their Full Potential
...That’s What We Do!

Learn more about Herdlinger Associ-
ates at our website...
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Main-te-nance (noun): work that is done regularly to 
keep a machine, building or piece of equipment in good 

condition and working order.
       Considering the 1967 Porsche Targa in your drive-
way, the issue of a tune-up is a no-brainer. No one would 
risk ruining such a finely crafted (and expensive) ma-
chine by neglecting routine—but critical—maintenance.
       Ah, but when we turn our attention to the finely 
crafted “machine” reading this article, and the equally 
finely crafted enterprise you’re responsible for, sudden-
ly “tune-up” starts to sound like your mother nagging 
you to brush your teeth. Yet the same principles apply: 
Maintenance is what it takes to keep us “in good condi-
tion and working order.”
       Step #1 in any productivity tune-up has to start 
with a quick assessment of where you stand today. 
What’s frustrating you? Where do you feel you are 
failing, or just failing to achieve your potential? What 
are the sources of stress? Next, take a hard look at the 
source of these problems. Or, as productivity expert 
Julie Morgenstern puts it, answer the question: “Is it 
me, or is it them?” Taking a hard look at these issues 
will help point out what needs attention. Then consider 
some of these tips and resources from well-known 
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productivity experts to identify ways you can ac-
complish more while reducing stress and putting 
some enjoyment back in your life.

Keep Track of Your Most Important 
Commitment—the One You Make to 
Yourself 
Productivity guru David Allen, author of Get-
ting Things Done, contends that commitments 
to yourself are qualitatively different than those 
you make to others because your conscious mind 
can essentially “lose track” of them. While your 
boss will remind you of your commitments to 
her, your mind doesn’t know your email ad-
dress. What Allen calls your “mental RAM” will 
continue to expect those commitments to be 
fulfilled, but you may have forgotten about them 
amidst the clamor of your work life. The result 
is the worst kind of stress, because you feel the 
pressure but you can’t quite figure out where it’s 
coming from. In his most recent book, Ready for 
Anything: 52 Productivity Principles for Work and 
Life, Allen offers several effective tips for captur-
ing these “open loops” and closing them, either 
by completing, canceling or renegotiating them.

Practice Saying “No” 
Do you find that your work has bled almost 
seamlessly into your personal life? One of the 
answers to this problem is often the word, “No.” 
You have to acquire the skill to utter that magic 
word in order to create some boundary around 
your work and create the opportunity for per-
sonal relaxation and renewal. The key is to stead-
fastly turn down obligations unless they further 
your priorities.

Invest In Your Health
This goes without saying, right? Actually, for 
most of us, it also goes without doing. Yet, apart 
from the obvious benefits of better health, in-
creasing your physical well-being can yield 
tremendous benefits in terms of your productiv-
ity at work. In the view of Jim Loehr and Tony 
Schwartz, authors of The Power of Full Engage-
ment, it is managing your energy—starting with 
your physical health, including diet, sleep and 
exercise—that is more important than managing 
time in improving your personal productivity.

Protect Your Mornings 
Author and motivational speaker Brian Tracy re-
fers to the “magic hour” after you get up—a time 
to protect yourself from the news and other dis-
tractions and concentrate on your day: What you 
are going to accomplish and exactly how you 
are going to do it. Many experts report that most 
people are naturally more creative and energetic 
in the mornings, which is an argument for apply-
ing yourself to your most challenging tasks then 
and saving the routine housecleaning until later 
in the day, one of the notions at the heart of the 
Morgenstern’s Never Check Email in the Morning.

Pick a System—Any System—Just Pick One
How many different places do you squirrel away 
information? Email? Yellow pads? Daily plan-
ner? PDA? Post-it Notes stuck like a yellow halo 
around your computer screen? It might take a 
serious investment of time to sort through the 
options, but decide on one…and then use it. 
Each of the productivity experts referenced here, 
and the hundreds of others in the bookstore, will 
claim their system is the best. But most of them 
also acknowledge that any system that you actu-
ally use is going to be better than no system or 
the hodge-podge that so many of us have fallen 
into. As Allen puts it, in choosing an organizer, 
whether high-tech or a stack of 3x5 cards, go for 
“simplicity, speed and fun.”

Fun? Wait, Did That Man Say “Fun”? 
Another important tune-up is to get reconnected 
with what’s happening to your personal life. 
Maintaining your personal relationships, relax-
ing and—gasp!—having fun are critical to your 
mental health, which, in turn, affects your en-
ergy, creativity and productivity.
       But the most important tip of all is to build 
a regular “Tune-Up” into your calendar. There 
are countless ways you can improve your 
productivity, lower your stress and enhance your 
physical and emotional well-being. But they 
all require some focus, some thought and some 
energy. The key is to treat the process of personal 
renewal itself as a priority. To use Stephen 
Covey’s classic “maintenance” metaphor, think 
of this as “sharpening the saw.” Schedule it. 
Place it in the priority queue, assign time to it, 
and actually give it some of your attention. Your 
time will be well spent.


