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AUPGRADABLE

Introduction

This document is part of a series of upgrade plans for every area of your life. It’s broadly
designed for a single, middle-class, 30-something living in a major city in a developed country.

Please go to “File” > “Make a copy” and make a copy of it for yourself. Then fill it out section by
section according to your particular needs and circumstances. Perhaps add sections or items,
delete them, change the order, and so on.

Your aim should be to make the plan as applicable and useful to you as possible. You should not
follow the plan blindly—think it through for yourself.

Note that this process might be challenging. You might need to teach yourself things you aren’t
very knowledgeable about yet. You might feel like you need to do preliminary work in a different
life area first. That’s okay. Figure out broadly what makes sense for you, operationalize that
understanding as specific actions in the Actions section, and then do them.

If it feels overwhelming, just start with the parts you find most valuable and do what you can.
Tackle the rest over time. It may also help to set aside a dedicated day to work exclusively on this

by yourself or with friends. Or you may choose to enlist an UP Coach to co-design and execute
this plan alongside you.

Epistemic Status

This is an overview of how confident the principal author is in this plan.

e Generally very high confidence in plan

e Based on 20+ years of personal experimentation around productivity, coaching 100+
others on productivity, 20+ years of daily tracking of either time or goals, 8 years of
tracking every task down to the 5-15 minute interval, extensive experience modeling out
productivity optimizations for self and dozens of coaching clients, developing UP Focus
Day (outcome data), developing UP Focus Week, and developing UP itself (outcome data)

Objectives

Decide what objectives you have with this plan and rank them in order of importance. Below are
some sample objectives.

1. Efficiently accomplish everything that needs to get done
a. Minimize time and money inputs for each task or project
b. Maximize outcomes for each task or project

2. Build optimal productivity system
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http://www.upgradable.org/upgrades
http://www.upgradable.org/up-day
https://www.upgradable.org/team#coaches
http://jamesnorris.org/
http://www.upgradable.org/up-day
http://www.upgradable.org/up-day
https://www.upgradable.org/up-day-pilot-study
https://drive.google.com/file/d/1hq7erQgr1dOKvKmPIH2VCp0vdVWOWTwU/view?usp=sharing
http://www.upgradable.org/up-case-studies
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a. Ensure optimal aided personal performance (e.g., with external tools)
i Ensure optimal unaided personal performance (e.g., without external tools)

Metrics

Decide what metrics you will use to evaluate the effectiveness of this plan. Also include the
frequency in which you’ll evaluate those metrics. For example, ad hoc, once, hourly, daily, weekly,
monthly, quarterly, annually or per decade. Below are some sample metrics.

Productivity Rating: How would you rate your productivity, on a 1-10 scale?
Number of Completed Projects

Number of Completed Tasks

RescueTime Productivity Pulse

Average Hours of Logged Work

Average Hours of Highest Value Work

Average Hours of Lower Value Work

Average Hours of Wasted Time

Average Weekly Hours of Free Time

Values

List all of your relevant values and rank them in order of importance. Below are some sample

values.

NooAsWwN S

Effectiveness
Efficiency
Accomplishment
Time

Focus

Discipline
Balance

Value Analysis

List and then analyze all of the costs and benefits of this plan. Potentially also estimate expected
value, cost-benefit, return on investment, and/or net present value.

Time costs: 1- 5,000 hours

Financial costs: $0 - $100,000,000 dollars (e.g., all environmental costs like homes and
offices, all transportation costs like cars and planes, all personal team costs, computers,
phones, white boards, apps, books, courses, performance coaches, productivity coaches,
time tracking software, focusing software, nootropics, etc.)
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e Benefits: $X in potentially extremely large objective and subjective benefits (e.g.,
compensation, status, emotional well-being, etc.)

Strategies

Decide on your high-level strategies for achieving your objectives. Below are some sample
strategies.

Key People

Do the work on your own
Outsource some or most of the work to experts (e.g., performance coaches, productivity
coaches, etc.)

e Outsource some or most of the work to assistants

Key Timings

Make incremental changes every day until you reach your objectives
Make as many changes as you can over a set period (e.g., one month, six months or one
year)

e Make changes as intensively as you can until you’ve reached your objectives

Actions

List the specific actions you will take to achieve your objectives. You should add these tasks to
your project management system unless you are choosing to do them now. Below is an example
sequence of actions you might take.

1. Describe your mental model of personal productivity
a. Create a visual representation from memory without referencing this plan or
outside sources of information
b. Create a new visual representation after thoroughly studying this plan and any
relevant sources of information
c. Pay special attention to the improvements in the second version as incorporating
those new insights may be crucial to the success of your plan
2. Finish every section of this plan, including the assessments, tools, and resources below
3. Do an UP Day and track all of your inputs (i.e., hours in) and outputs (i.e., tasks done) to
get a baseline level of your productivity
a. Compare your RescueTime or similar score on that day to your average
4. Analyze your workflow for a set amount of time (e.g., one normal week), identify where
productivity could be improved, and begin implementing changes as appropriate
5. Develop your exocortex
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https://en.wikipedia.org/wiki/Mental_model
https://www.upgradable.org/up-day
http://www.rescuetime.com/
https://docs.google.com/document/d/10WDTbX3INGFIpIpNk8zYr2ne-hI_WZ6hGqCMeKDXgbw/edit

6.

7.

10.

1.

12.
13.
14.
15.
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a. Load every project and task you have into your trusted project management
system
Delegate all projects and tasks to your team or future self as desired
c. Ensure you have the best possible productivity tools you can afford (e.g., best in
class computer, single or multiple monitors, ergonomic mouse, phone, internet,
etc.)
i.  Ensure you keep them well updated with anti-virus software, VPNs, etc.
ii. Ensure you clean their caches and empty their trash bins on a regular
basis
i. Ensure you back up your computer and phone monthly or quarterly (e.g.,
Google Takeout, iCloud, etc.)
Develop your personal team
a. Ensure your team is capable of cost-effectively handling every planned and
unplanned project and task you have
Improve your behavioral mastery (e.g., habits, rituals, and routines)
a. Set your optimal schedule by experimenting with multiple UP Days and seeing
what’s optimal for you (e.g., work cycle lengths, break lengths, etc.)
i. Begin living by your optimal schedule
b. Generally speaking, tackle your most important thing (MIT) first thing in the
morning
c. Practice single-handling most of the the time
d. Master keyboard and voice command shortcuts
e. Clean your computer, phone, tablet, physical, and other desktops at the end of
each working day
f. Clean your inboxes at the end of each working day to “inbox zen” (i.e., completely
empty email, Slack, WhatsApp, etc.)
i Snooze the incomplete items to a future date
Improve your time management
Improve your personal environments, especially your office(s)
Improve your sleep
Improve your health
Improve your fithess
Improve your nutrition
Improve your communication skills
Improve your life work
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https://docs.google.com/document/d/10WDTbX3INGFIpIpNk8zYr2ne-hI_WZ6hGqCMeKDXgbw/edit#heading=h.tzk7xviqkwbx
https://docs.google.com/document/d/10WDTbX3INGFIpIpNk8zYr2ne-hI_WZ6hGqCMeKDXgbw/edit#heading=h.tzk7xviqkwbx
https://takeout.google.com/settings/takeout
https://www.icloud.com/
https://docs.google.com/document/u/1/d/1n_YGKZGBFgWy1DWdcThoxbvx1lw7reGDUSlJCnCvzMI/edit
https://docs.google.com/document/d/15fpjbOZCtoAHrnUCg-qQrEyl1joE3i1ElG_jcltQuGA/
http://www.upgradable.org/up-day
https://docs.google.com/document/d/1hP78KjBu-QuDn7WEhaxccCTXv5EK2uXlEoCxN48v1ms/edit
https://docs.google.com/document/d/1KXj1P3rn_6wgzpl_597tUne66AadIU4NMLYCHHy9ii4/edit
https://docs.google.com/document/d/1Q3AjK35_NEmJONxwHtf0iIN7GtSRRkG5QyEpKAuhy6U/edit?usp=sharing
https://docs.google.com/document/d/11UTXh3zp0R0aXvDG_1CuwN3o4wIw1zdnDYT7j5zCwWc/edit
https://docs.google.com/document/d/13RV3LwFQYT1wV0m6oty9w8UddEQa_JAvG07MjpIPAKM/edit?usp=sharing
https://docs.google.com/document/d/1lhXaN_iKZB9zR1J2G6U-bRcPe3dzN-scsaSq_bACFEM/edit?usp=sharing
https://docs.google.com/document/d/1kO0BMfpK-osk7_IIC6LZfdQ7am9Ht6OEGttvGBv4PtY/
https://docs.google.com/document/d/1k9OSBCaxIEjUmAbvzIlrCYBvnNhyOlrWPrDnQhpen_Y/edit
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Schedule

Decide on which days you will take which actions. You should add these dates to your calendar
now.

e [Date]: Finalize plan
e [Dates]: Execute plan
e [Dates]: Review plan’s outcomes

Predictions

Predict how well you will do in achieving your objectives.

[Namel]: | predict with [X]% confidence that | will [Y] by [Z].
[Team Member’s Name]: | predict with [X]% confidence that [Name] will [Y] by [Z].
[Team Member’s Name]: | predict with [X]% confidence that [Name] will [Y] by [Z].

e Combined: We predict with an average [X]% confidence that [Name] will [Y] by [Z].
Outcomes

Objectively record how well you achieved your objectives.

[Date #1]: [Outcomes]
[Date #2]: [Outcomes]
[Date #3]: [Outcomes]
[Date #4]: [Outcomes]
[Date #5]: [Outcomes]
[Date #6]: [Outcomes]
[Date #7]: [Outcomes]
[Date #8]: [Outcomes]
[Date #9]: [Outcomes]
[Date #10]: [Outcomes]

Assessments

List all of the assessments you might take to understand how you’re doing compared to your
objectives. Below are some sample assessments.

e Epstein Motivation Competencies Inventory for Individuals (EMCI-i): an inventory of eight
types of skills and knowledge areas that help people boost their motivation or stay
motivated
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Locus of Control Scale: a test of the degree to which you believe that you have control
over the outcome of events in your life, as opposed to external forces beyond your
control

RescueTime Productivity Pulse: a score that helps you understand where your time is
spent while working on your computer or mobile device (requires app download) (UP Top
Pick)

Team Development Behaviors Assessment: an assessment to help discover your level of
competency in empowering and delegating so you can tailor your learning to your
specific needs

Team Effectiveness Assessment: an assessment to help uncover common teamwork
problems that your team may be experiencing

List all of the tools you might use to achieve your objectives. Below are some sample tools.

4K Download

8.760 Hours
Accountable2You
Activelnbox

Adblock Browser
AdBlock Plus

Adobe Acrobat
Amazing Marvin
Anker

Any.do

Asana

Astrid

ATracker

Aukey

Autofocus Time Management System
AutoHotKey

Avg

Avira

Basecamp

Better Accountability

Boomerang
Box

Bragi
Calendly
Carrot

Caveday
CCleaner
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https://www.psytoolkit.org/survey-library/locus-of-control-rotter.html
http://www.rescuetime.com/
https://www.kellogg.northwestern.edu/faculty/uzzi/ftp/page534.html
https://www.mindtools.com/pages/article/newTMM_84.htm
https://www.4kdownload.com/products/product-videodownloader
https://alexvermeer.com/8760hours/
https://accountable2you.com/
https://www.activeinboxhq.com/
https://adblockbrowser.org/
https://adblockplus.org/
https://acrobat.adobe.com/
https://amazingmarvin.com/
https://www.anker.com/
https://www.any.do/
https://app.asana.com/
https://www.astrid.ai/
http://www.wonderapps.se/atracker
https://www.aukey.com/
http://markforster.squarespace.com/autofocus-system/
https://www.autohotkey.com/
https://www.avg.com/
https://www.avira.com/
https://basecamp.com/
https://www.better.so/services/better-accountability
http://www.boomerangapp.com/
https://www.box.com/
https://bragi.com/
https://calendly.com/
http://meetcarrot.com/
https://www.caveday.org/
https://www.ccleaner.com/

AUPGRADABLE

Clear Todos

ClickUp

Clockify

Coach

Coffitivity

Cold Turkey

Computer Hard Disk Drive
Commit Action

Craft

Dan

Descript

Discord

Distraction Free for YouTube

Dropbox
Due

Dynalist

Easier Way (Focus)
Easier Way (Performance)
Email Meter

EndNote Click

Epic Win

External Hard Disk Drive
External Solid State Drive
FB Purity

Finilize

Fireflies

Foci

Focus Booster

Focused Space
Focusmate

FocusMe

Folder

Followup

FollowUpThen
Forest

Freedom
Freewrite
Gather
Gmail
Gmail Zero
Goalify
GoalsWon
GoodNotes
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https://apps.apple.com/id/app/clear-todos/id493136154?mt=8&ign-mpt=uo%3D4
https://clickup.com/
https://clockify.me/
https://en.wikipedia.org/wiki/Coaching
https://coffitivity.com/
https://getcoldturkey.com/
https://en.wikipedia.org/wiki/Hard_disk_drive
https://www.commitaction.com/
https://www.craft.do/
https://dan.com/
https://www.descript.com/
http://www.discord.com/
https://chrome.google.com/webstore/detail/df-tube-distraction-free/mjdepdfccjgcndkmemponafgioodelna?hl=en
https://www.dropbox.com/
https://www.dueapp.com/
https://dynalist.io/
https://easierway.io/focus
https://easierway.io/performance
https://www.emailmeter.com/
https://kopernio.com/
http://www.rexbox.co.uk/epicwin/
https://en.wikipedia.org/wiki/Hard_disk_drive#External_hard_disk_drives
https://en.wikipedia.org/wiki/Solid-state_drive
https://www.fbpurity.com/
https://finilize.com/
https://fireflies.ai/
https://fociai.com/
https://www.focusboosterapp.com/
https://www.focused.space/
https://www.focusmate.com/
https://focusme.com/
https://en.wikipedia.org/wiki/File_folder
https://followup.cc/
https://www.followupthen.com/
https://www.forestapp.cc/
https://freedom.to/
https://getfreewrite.com/
https://www.gather.town/
https://mail.google.com/
https://www.beeminder.com/gmailzero
https://goalifyapp.com/
https://www.goalswon.com/
https://www.goodnotes.com/
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Google Calendar

Google Docs
Google Drive
Google Recorder
Google Sheets
Google Slides

Google Suite
Guesstimate

Habit List
Habitica
Happy Scribe
Hey

Hubstaff

| Done This
Imperative
Inbox When Ready for Gmail
Intend

Jira

Kanban board
Kanban Flow

Kaspersky

Krisp

Lantern

Launchy
LeechBlock
Legend
Leverage
Lifetick

Logseq

Loop Habit Tracker
Magic

Mailstrom
ManicTime
Marker

Mem

Moleskine
Momentum Dash
Motion

News Feed Eradicator for Facebook
Nifty

Nirvana
Notifications Off
Notion
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https://calendar.google.com/
https://docs.google.com/document
https://drive.google.com/
https://play.google.com/store/apps/details?id=com.google.android.apps.recorder&hl=en
https://docs.google.com/spreadsheets
https://docs.google.com/presentation/
https://gsuite.google.com/
https://www.getguesstimate.com/
https://habitlist.com/
https://habitica.com/
https://www.happyscribe.com/
https://hey.com/
https://hubstaff.com/
https://idonethis.com/
http://www.imperative.com/
https://inboxwhenready.org/
https://intend.do/
https://www.atlassian.com/software/jira
https://en.wikipedia.org/wiki/Kanban_board
https://kanbanflow.com/
https://www.kaspersky.com/
https://krisp.ai/
https://getlantern.org/
https://www.launchy.net/
https://www.proginosko.com/leechblock/
https://legendapp.com/
https://getleverage.com/
https://lifetick.com/
https://logseq.com/
https://loophabits.org/
https://getmagic.com/
https://mailstrom.co/
https://www.manictime.com/
https://en.wikipedia.org/wiki/Marker_pen
https://get.mem.ai/
https://moleskin.com/
https://momentumdash.com/
https://www.inmotion.app/
https://chrome.google.com/webstore/detail/news-feed-eradicator-for/fjcldmjmjhkklehbacihaiopjklihlgg?hl=en
https://niftypm.com/
https://www.nirvanahq.com/
https://play.google.com/store/apps/details?id=com.aboutmycode.NotificationsOff&hl=en
https://www.notion.so/

Nudgemail
Obsidian

Office Lens
Omnifocus
OneDrive
OneTab
Optimized
Otter
Outlook

Org Mode

Paper
Pocket

Podio

Polar

Polymail

Postlight Reader

Project Management Tools

RavPower

Rebump
RescueTime

Rev

Roam

Rofocus

SaneBox

SavvyCal
Schedule
ScheduleOnce
Screen Time
Screen Time Genie
SkedPal
Smartsheet

Sonix

Standard Notes
StayFocusd

StickK

Streaks
Supernotes
TabSnooze (latest)
Tana

Tempo

The Done App
The Easier Way (Focus)
The Productivity Owl

AUPGRADABLE
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https://www.nudgemail.com/
https://obsidian.md/
https://www.microsoft.com/en-us/p/office-lens/9wzdncrfj3t8
https://www.omnigroup.com/omnifocus/
https://onedrive.live.com/
https://www.one-tab.com/
http://optimized-app.com/
https://otter.ai/
https://outlook.live.com/
https://orgmode.org/
https://en.wikipedia.org/wiki/Paper
https://getpocket.com/
https://podio.com/
https://getpolarized.io/
https://polymail.io/
https://reader.postlight.com/
https://en.wikipedia.org/wiki/Project_management_software
https://www.ravpower.com/
https://www.rebump.cc/
https://www.rescuetime.com/
https://www.rev.com/
https://roamresearch.com/
https://chrome.google.com/webstore/detail/rofocus-increase-your-foc/olomkelphccokjjidpagjpihlnemlpng/
https://www.sanebox.com/
https://savvycal.com/
https://en.wikipedia.org/wiki/Schedule
https://www.oncehub.com/scheduleonce
https://support.apple.com/en-za/HT208982
https://screentime.stanford.edu/
https://www.skedpal.com/
https://www.smartsheet.com/
https://sonix.ai/
https://standardnotes.com/
https://chrome.google.com/webstore/detail/stayfocusd/laankejkbhbdhmipfmgcngdelahlfoji?hl=en
https://www.stickk.com/
https://streaksapp.com/
https://supernotes.app/
https://tabsnooze.com/
https://chrome.google.com/webstore/detail/tab-snooze-works-as-of-no/kgnigbfnfjgpfaiaafcbgdkpalapiinb
https://tana.inc/
http://www.rohitnair.net/tempo/
https://thedoneapp.com/
https://easierway.io/focus
http://www.productivityowl.com/
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Thrive Away
Timeboxing

Time Doctor
Timely

Todoist

Toodledo

Trello

Tresorit
UnDistracted
Unibox

Unroll.Me

UP Annual Goals Dashboard
UP Annual Plan

UP Assessments
UP Behavioral Plan
UP Cognitive Plan
UP Curriculum

UP Day (Personal Hackathon)
UP Focus Week
UP Sleep Plan

UP Team Plan

UP Tools

Verbit

Video Speed Controller for YouTube
Vigo

Virtual assistant
Vitamin-R

WeWork
Whiteboard
Workflowy
Workfrom

Wrike

XMind
YearCompass
Zapier

List all of the accountability specific tools you might use to achieve your objectives. Note these
are duplicates from above.

Accountable2You
Better Accountability
Coach

Coach.me
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https://galaxystore.samsung.com/detail/com.thriveglobal.samsung.thriveapp?session_id=W_994bcdf3fc367ae86284968ad71a721a
https://en.wikipedia.org/wiki/Timeboxing
https://www.timedoctor.com/
https://timelyapp.com/
https://todoist.com/
https://www.toodledo.com/
https://trello.com/
https://tresorit.com/
https://chrome.google.com/webstore/detail/undistracted-hide-faceboo/pjjgklgkfeoeiebjogplpnibpfnffkng?hl=en
https://www.uniboxapp.com/
https://unroll.me/
https://docs.google.com/spreadsheets/d/17JuztZ9fHEciuNr6glDzmytEYVzr45ihRumohnvxOv0/
https://docs.google.com/document/d/1tGdlzXScCd2b8GO7TEUV6qbmL5-Pr3ns9IyZt89rHmI/edit
https://docs.google.com/document/d/1fpmYpDq03JtrxlPmtyWBQO64jeVJHB5Cyx6FE007os8/edit?usp=sharing
https://docs.google.com/document/d/15fpjbOZCtoAHrnUCg-qQrEyl1joE3i1ElG_jcltQuGA/edit
https://docs.google.com/document/d/1628mQ8b-7KG35EWZTtFsnNnkivylezlDZ24SkuOh0BQ/edit
https://docs.google.com/document/d/1LHe7d8p2jW3HQqtu6jHRYEW7JR_NLvEUyu3E6CgLzxU/edit?usp=sharing
https://www.upgradable.org/up-day
https://drive.google.com/file/d/1hq7erQgr1dOKvKmPIH2VCp0vdVWOWTwU/view?usp=sharing
https://docs.google.com/document/d/1Q3AjK35_NEmJONxwHtf0iIN7GtSRRkG5QyEpKAuhy6U/edit
https://docs.google.com/document/d/1n_YGKZGBFgWy1DWdcThoxbvx1lw7reGDUSlJCnCvzMI/edit
https://docs.google.com/spreadsheets/d/1gj1yfjX45YMP3TzhFXJulRO5n0apSvZSv0NFUgEo8nI/edit
https://verbit.ai/solutions-transcription/
https://chrome.google.com/webstore/detail/video-speed-controller/nffaoalbilbmmfgbnbgppjihopabppdk?hl=en
https://www.wearvigo.com/
https://en.wikipedia.org/wiki/Virtual_assistant_(occupation)
https://www.publicspace.net/Vitamin-R/
https://www.wework.com/
https://en.wikipedia.org/wiki/Whiteboard
https://workflowy.com/
https://workfrom.co/
https://www.wrike.com/
https://www.xmind.net/
https://yearcompass.com/
https://zapier.com/
https://accountable2you.com/
https://www.better.so/services/better-accountability
https://en.wikipedia.org/wiki/Coaching
http://www.coach.me/
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Commit Action
Discord
o Effective Altruism Co-Working Discord server
e Gather
o Effective Altruism Gather lounge
Finalize
FocusMate
o Effective Altruism FocusMate community group
GoalsWon
RescueTime
Virtual assistant

Resources

List all of the resources you might use to achieve your objectives. Below are some sample
resources.

e Productivity Technigues Infographic

e Single Tasking
e /Zettelkasten method

Notes

Add any random thoughts, questions, uncertainties, etc.

Legal

© 2017 Upgradable. All rights reserved.

We do not profit off any product recommendations.

We declare no conflicts of interest.

This document is not for commercial re-use.

This document is intended only for the person it was shared with.
Please do not share with others.
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https://www.commitaction.com/
http://www.discord.com/
https://discord.com/invite/5FGY4PyEcT
https://www.gather.town/
https://app.gather.town/app/Yhi4XYj0zFNWuUNv/EA%20coworking%20and%20lounge
https://finilize.com/
http://www.focusmate.com/
https://www.focusmate.com/signup/EffectiveAltruism
https://www.goalswon.com/
https://www.rescuetime.com/
https://en.wikipedia.org/wiki/Virtual_assistant_(occupation)
https://adioma.com/@anna/infographic/productivity-techniques
https://www.wikihow.com/Start-Single-Tasking
https://en.wikipedia.org/wiki/Zettelkasten
http://upgradable.org/
http://www.upgradable.org/ethics

