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*** 

 
Productivity 
 
It’s not about how much you do, but what gets published. 
 
What are your productivity challenges? 
 
 
 
 
 

Inside the Writer’s Brain 
The Scribe 

 
What it does: 
Planning, scheduling, sticking to deadlines, staying on task 
 
How it works: 
Linear thought, focused attention, critical thinking 
 
 

 

The Muse 
 

What it does: 
Solving problems, delivering ideas out of the blue, coming up with metaphors 
and images, finding just the right word  
 
How it works: 
Associative and creative thinking, sensory systems, open attention 
 

*** 
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The Process of Writing a Nonfiction Book 
 

1. Research 
2. Incubation 
3. Proposal/Outline 
4. Write the Ugly First Draft 
5. Revise 
6. Rest 
7. Publish 

 
Productivity tip: Bring the right mental systems to each task 

Step One: Research 

Who’s in Charge 

The Scribe (with input from the Muse) – focused attention 

Steps 

1. Gather the research or conduct interviews 
2. Free-write to explore what you already know 
3. Consolidate and review your notes 

 
Productivity tip: Research as early as possible 

Step Two: Incubation 

Who’s in Charge 

The Muse 

Steps 

1. Review the notes. Think about one or two unresolved issues. 
2. Step away from the work and do other things. Find periods 

of open attention. 
3. Take note of any insights that might arise. 

 
Productivity tip: Schedule intentional incubation, now and throughout process. 

Step Three: Outline/Proposal 

Who’s in Charge 

The Scribe (focused attention) 
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Steps 

1. Clarify your objectives  
2. Review your research and notes 
3. Create the draft proposal (objectives) and initial outline 

 
Productivity tips: 

• Always write a proposal, even when self-publishing 
• Expect the outline to change during drafting 

Step Four: Drafting 

Who’s in Charge 

The Scribe and the Muse collaborate (when you realize flow) or 
contribute in alternating bursts   

Steps 

1. Find a distraction free environment (your ideal place for flow) 
2. Define your objectives 
3. Write without self-criticism 
4. Take a break 
5. Do a layering pass to add more detail and flesh out the first 

draft 
 
Productivity tips:  

• Draft without revising  
• Start with the stuff you feel ready to write about; you can fill out the outline 

later 

Step Five: Let the Draft Rest 

Who’s in Charge 

The Scribe must take a break during this phase; the Muse may choose 
to return  

Step Six: Revise 

Who’s in Charge 

The Scribe runs this phase, ideally with input from the Muse 

Steps 

1. First, look at the overall structure and see if it meets your 
readers’ needs. 
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2. Read start to finish. Revise for the reader’s flow.  
3. Edit iteratively – look for cultural biases, word choice, self-

indulgent writing 
4. Proofread 

 
Enlist outside help for any or all of these steps. 
 
Productivity tip: Always revise from the top down (outside-in) 

Step Seven: Publishing 

It’s ready when it serves the reader. Have the courage to publish. The, bring the same 
creativity and discipline to publishing and promotion as you did to writing. 
 

Challenges for Nonfiction Authors 
 
Don’t know what to write about 
 
No time to write the book 
 
The writing is slow and difficult 
 
Getting interest or momentum in the project 
 
The Imposter Syndrome 

Take-Aways 
 

1. Writing is many activities, not one 
2. Bring the right mental system to each phase 
3. Trust the process to do your best work 

 
 
Source for writing steps: The Writer’s Process: Getting Your Brain in Gear 
 
Questions? Anne@annejanzer.com 
Sign up for my Writing Practices email list from AnneJanzer.com 


