
Maximize Your Productivity – 
Summary Checklist 

 
  Deadline Task Notes 

Introduction 

  Ask yourself the following questions -  

  
How do you spend the bulk of your 

time each day? 
 

  
Where do you feel that you’re not 

being productive? 
 

  
How would you rather be spending 

your time each day? 
 

  
What are some things you already 
feel are time wasters? 

 

Improve Your Focus 

  Establish clear goals  

  Extrapolate smaller goals  

  Establish specific tasks  

  Focus on one task at a time  

  
Choose the one item you want to get 

done today 
 

  Make that your top priority  

  When that’s done, do the same again  

  
Assign a deadline to each item on the 
list 

 

  
Organize your items with the most 
pressing at the top 

 

  
Stick to one to-do list to keep things 

simple 
 

  Prioritize different categories  

  Eliminate non-essentials  

  Set a limit on list items  



  Set aside time to accomplish a task  

  
Break down long-term tasks into bite-

sized chunks 
 

  
Use a kitchen timer to keep track of 
time scheduled 

 

  Don't multi-task  

  
Learn to recognize your warning signs 

for loss of focus 
 

  
When it happens, relax and take a 

break 
 

  
Identify your focus killers and develop 

strategies for dealing with them 
 

  
Turn off notifications when you really 
need to work 

 

  
Arrange your schedule around the 
times it’s hardest to focus 

 

  
Develop a pre-work ritual to get into 

the right frame of mind 
 

Discover Your Rhythms 

  
Monitor your feelings and energy level 
throughout the day 

 

  
Use a notebook to check-in 
throughout the day 

 

  
Jot down how you’re feeling or how 

things are going 
 

  Set a time for your check-ins  

  
Look for patterns to understand what 

times of the day you work best 
 

  
Try arranging your schedule 
differently each week 

 

  
Switch it up to discover what works 
best 

 

  
Create a routine for each part of the 

day 
 

  
Be flexible and change things up if 

you lose focus 
 

  Create task categories  

  
Identify the focus level you need for 
each task 

 

  Schedule tasks accordingly  



Manage Time Drains 

  
Establish a time each day to handle 

emails 
 

  

Send a quick message in response to 

long and involved emails then get 
back to them when you can 

 

  
Add responding to urgent emails to 

your to-do list 
 

  Set a time limit for checking emails  

  Organize your inbox better  

  Create folders  

  When online, keep your goal in mind  

  

Avoid looking at sidebars and close 

the browser after doing what you 
needed to do 

 

  Log out of social media accounts  

  
Delete social media apps from your 

phone 
 

  
Keep phone calls focused on 

important business 
 

  Schedule times for call-backs  

  Delegate answering the phone  

  
Only discuss issues in meetings that 
can’t easily be discussed via email 

 

  
Organize meetings so that they’re as 

short as possible 
 

  
Create details schedules of what you 
will discuss 

 

  
Use Skype or Google Hangouts to 
save travel time 

 

  
Agree on a regular meeting time each 
week or month 

 

  
Create a physically isolated 

environment for work 
 

  Don’t be afraid to say no  

  
Schedule times to chat and blow off 

steam 
 

  Get rid of mundane tasks in one of  



four ways -  

   Eliminate  

   Delegate  

   Outsource  

   Automate  

  
It’s okay to spend some time in 

mindless distraction but be in control 
 

  Set aside time each day to indulge  

Get Organized 

  Keep your surfaces clean  

  
After using something, put it away 
immediately 

 

  Where possible, go paperless  

  Create a zone for important stuff  

  Create a zone for current stuff  

  Identify areas where things pile up  

  Choose storage space elsewhere  

  Organize your cables  

  
Get rid of personal items where 

possible 
 

  Get into regular tidying habits  

  
Remove everything and start from 

scratch 
 

  
Bring items back only as you need 
them 

 

  
Keep other areas of your house or 
office tidy as well 

 

Be Selective 

  
Implement the 80/20 rule – 20% of 

effort leads to 80% of results 
 

  
Identify tasks that lead to greater 
results 

 

  
Review your goals and make sure 
every task on your list is in 

accordance with them 

 



  Alter priorities according to your goals  

  
Organize tasks by the results they 

produce 
 

  
Recognize that the tasks you 
procrastinate most about might bring 

you the best results 

 

  
Don’t feel like you have to drop 

everything for other people 
 

  Set expectations for others  

  Take a while to consider opportunities  

  
Make a plan for the time you’ll lose or 
add extra time to your schedule 

 

Mind Your Health 

  
Try and get at least moderate 

exercise on a regular basis 
 

  Eat healthy meals  

  Rest and digest  

  Choose healthy snack foods  

  Don't drink too much caffeine  

  
Try and get enough regular, quality 

sleep 
 

  Take power naps if needed  

  

Use techniques such as yoga, 

meditation and light exercise to 

reduce stress 

 

  
Take some time to simply sit and do 

nothing 
 

Use Productivity Tools 

  
Download a free trial for each tool 
you’re considering 

 

  
Try out similar programs and pick 
which one you like best 

 

  Read online reviews  

  Pay attention to the downsides  

  Look at task management tools  

   i.e. Evernote  



   i.e. Asana  

   i.e. Wunderlist  

  Look at time management tools  

   i.e. Yast  

   i.e. Countdown Timer  

  Look at email management tools  

   i.e. Active Inbox  

  
Look at social media management 

tools 
 

   i.e. Hootsuite  

  Look at online storage tools  

   i.e. Dropbox  

  Looks at communication tools  

   i.e. Skype  

  Look at customer support tools  

   i.e. Zendesk  

 


