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“Slow Productivity: The Lost Art of Accomplishment Without Burnout” by  is a
new best seller book by Cal Newport. The book presents a groundbreaking philosophy
for pursuing meaningful accomplishment while avoiding overload. It criticizes the
current definition of “productivity” which often leads us to treat busyness as a proxy for
useful effort, resulting in impossibly lengthy task lists and ceaseless meetings. This
often leaves us overwhelmed and on the edge of burnout.

Newport draws from deep research on the habits and mindsets of a varied cast of
storied thinkers – from Galileo and Isaac Newton, to Jane Austen and Georgia O’Keefe.
He lays out the key principles of “slow productivity,” a more sustainable alternative
to the aimless overwhelm that defines our current moment.

The book combines cultural criticism with systematic pragmatism, deconstructs the
absurdities inherent in standard notions of productivity, and then provides step-by-step
advice for cultivating a slower, more humane alternative. From the aggressive rethinking
of workload management, to introducing seasonal variation, to shifting your
performance toward long-term quality, “Slow Productivity” provides a roadmap for
escaping overload and arriving instead at a more timeless approach to pursuing
meaningful accomplishment.

In this Action Steps Handbook, we will provide practical steps grounded in the insights
presented in the book that will help you manage your workload more effectively.

Step 1: Redefine Productivity 

The first step is to redefine what productivity means to you. Instead of equating it with
busyness, think of productivity as the ability to achieve meaningful accomplishments.
This shift in mindset can help you prioritize tasks that truly matter and contribute to your
long-term goals.
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Step 2: Embrace Slow Productivity 

Slow productivity is about focusing on quality over quantity. It encourages a more
thoughtful and deliberate approach to work. By slowing down, you can give each
task the attention it deserves, leading to higher quality outcomes.

https://bookbutterclub.com/


https://bookbutterclub.com

Step 3: Rethink Workload Management 

Evaluate your current workload and identify areas of overload. Consider if there are
tasks that can be delegated, automated, or eliminated altogether. The goal is to create
a manageable workload that allows for deep, focused work.

Step 4: Focus on Long-Term Quality 

Shift your focus from completing a high volume of tasks to producing high-quality work.
This might mean spending more time on a single task to ensure it’s done well.
Remember, the goal of productivity is not to do more, but to do better.

Step 5: Introduce Seasonal Variation 

Consider varying your work patterns with the seasons. This could mean working more
during the winter months when there are fewer distractions, and less during the
summer when you might want to spend more time outdoors. This approach can bring
more balance and sustainability to your work life.

Step 6: Prioritize Deep Work 

Deep work is the ability to focus without distraction on a cognitively demanding task. It’s
a state of flow where you can produce high-quality work in less time. Prioritize blocks of
time for deep work in your schedule and protect them from interruptions.

Step 7: Limit Multitasking 

Multitasking can lead to mistakes and lower quality work. Try to focus on one task at a
time. If you have multiple tasks, consider using a technique like time blocking or the
Pomodoro Technique to dedicate focused time to each task.
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Step 8: Use Technology Wisely 

Technology can be a double-edged sword. While it can help automate tasks and
improve efficiency, it can also be a source of constant distraction. Be mindful of how
you use technology. Use tools that aid your productivity and limit the use of those that
distract you.

Step 9: Take Regular Breaks 

Taking regular breaks can actually improve productivity. It gives your brain a chance to
rest and recharge, preventing burnout. Consider techniques like the Pomodoro
Technique, where you work for a set amount of time (e.g., 25 minutes) and then take a
short break (e.g., 5 minutes).

Step 10: Cultivate a Growth Mindset 

A growth mindset is the belief that abilities and intelligence can be developed through
dedication and hard work. Cultivating a growth mindset can help you embrace
challenges, persist in the face of setbacks, and see effort as the path to mastery. This
mindset can help you stay motivated and continue to strive for meaningful
accomplishment.

By following these steps inspired by “Slow Productivity” by Cal Newport, you can
embark on a transformative journey to manage your workload more effectively.
Remember, the path to achieving slow productivity is unique to you, and the
experiences along the way are invaluable.
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Disclaimer: The action steps provided in this document are based on our own experience and
understanding of the book. They are not endorsed by the author and are not intended to replace the
original book in any way. These action steps should give you an idea of the concepts presented in the
book if you have not read it yet, or provide guidance if you have finished reading the book but are stuck
and not sure where to start.

If you want to make the most of your work life, you can use the template on the next
pages. It will help you redefine productivity based on the quality of your work and the
balance you achieve, not just the quantity of tasks you complete.

https://bookbutterclub.com/


Step 1: Redefine Productivity

Identify what meaningful accomplishment looks like in your context.

Shift your mindset from equating productivity with busyness to equating it
with meaningful accomplishment.
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Step 2: Embrace Slow Productivity

Practice focusing on one task at a time.

Give each task the attention it deserves, leading to higher quality outcomes.

Meaningful accomplishment in my context: Completing a detailed project proposal.

How I will shift my mindset from busyness to meaningful accomplishment: Instead
of trying to respond to all emails immediately, I will set aside dedicated time for this
task and focus the rest of my time on the project proposal.

Tasks I will focus on one at a time: Researching for the project proposal.

How I will give each task the attention it deserves: I will turn off notifications and
create a quiet, distraction-free environment for this task.
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Step 3: Rethink Workload Management

Evaluate your current workload and identify areas of overload.

Consider if there are tasks that can be delegated, automated, or eliminated
altogether.
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Step 4: Focus on Long-Term Quality

Shift your focus from completing a high volume of tasks to producing high-
quality work.

Spend more time on a single task to ensure it’s done well.

Areas of overload in my current workload: Too many meetings.

Tasks that can be delegated, automated, or eliminated: Delegate routine
administrative tasks to an assistant, automate report generation with a software
tool, eliminate unnecessary meetings.

How I will shift my focus from completing a high volume of tasks to producing high-
quality work: Instead of trying to complete the project proposal in one day, I will
spread it out over a week to allow for thorough research and thoughtful writing.

Tasks I will spend more time on to ensure they’re done well: Writing and revising the
project proposal.
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Step 5: Introduce Seasonal Variation

Consider varying your work patterns with the seasons.

Work more during the winter months when there are fewer distractions, and
less during the summer when you might want to spend more time outdoors.
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Step 6: Prioritize Deep Work

Schedule blocks of time for deep work and protect them from interruptions.

Choose a quiet and distraction-free environment for deep work.

How I will vary my work patterns with the seasons: During the summer, I will start
work earlier in the day to take advantage of the longer daylight hours and take
longer breaks in the afternoon to enjoy the outdoors.

When I will work more and when I will work less: Work more during the winter
months, work less during the summer months.

Blocks of time I will schedule for deep work: 9 AM to 11 AM every day for focused
work on the project proposal.

How I will protect these blocks from interruptions: Turn off notifications and inform
colleagues that I am not available during these times.
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Step 7: Limit Multitasking

Try to focus on one task at a time.

Use techniques like time blocking or the Pomodoro Technique to dedicate
focused time to each task.
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Step 8: Use Technology Wisely

Be mindful of how you use technology.

Use tools that aid your productivity and limit the use of those that distract
you.

How I will focus on one task at a time: Use a task management tool to keep track of
tasks and focus on one task before moving on to the next.

Techniques I will use to dedicate focused time to each task: Use the Pomodoro
Technique (25 minutes of focused work followed by a 5-minute break).

How I will be mindful of how I use technology: Set specific times to check emails
and social media, use productivity apps to block distracting websites during work
hours.

Tools that aid my productivity and those that distract me: Productivity tools include
task management apps and distraction-blocking apps. Distracting tools include
social media and news apps.
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Step 9: Take Regular Breaks

Schedule short breaks after every focused work session.

Use these breaks to rest and recharge.
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Step 10: Cultivate a Growth Mindset

Embrace challenges and see them as opportunities for growth.

Persist in the face of setbacks and see effort as the path to mastery.

When I will schedule short breaks: After every 25 minutes of focused work
(Pomodoro Technique).

How I will use these breaks to rest and recharge: Take a short walk, do some light
stretching, or just relax and do nothing for a few minutes.

Challenges I will embrace as opportunities for growth: Receiving feedback on my
project proposal.

How I will persist in the face of setbacks: View each setback as a learning
opportunity and use it to improve my work.
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