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TACTIC NO. 1  

 

 



 

 

 
Step 1: Decide on your Top Five priorities. Not just at 
work, but in your life. 

 
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https://todoist.com/
https://trello.com/b/wPK7AtUV/blank-to-do-board
http://blog.trello.com/you-can-copy-boards-now-finally/
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Step 2: Organize your tasks under these categories. 

 

Step 3: Mark tasks that require focus as “Think Work” and 
quick tasks as “Action Items.” 

http://peterbregman.com/new-site/wp-content/uploads/2011/07/6boxestodolist.pdf


 

 

Step 4: Schedule time on your calendar for both things. 

 



 

Step 5: Strategically organize your to-do list both weekly 
and daily. 

 
TACTIC NO. 2

http://www.amazon.com/Productivity-Project-Accomplishing-Managing-Attention/dp/1101904038/ref=sr_1_1?ie=UTF8&qid=1463486135&sr=8-1&keywords=The+Productivity+Project
http://www.amazon.com/gp/product/0061339202/ref=as_li_tl?ie=UTF8&camp=1789&creative=390957&creativeASIN=0061339202&linkCode=as2&tag=gregooscicen-20&linkId=YTFNORB5THDWI4P7
http://www.amazon.com/gp/product/0061339202/ref=as_li_tl?ie=UTF8&camp=1789&creative=390957&creativeASIN=0061339202&linkCode=as2&tag=gregooscicen-20&linkId=YTFNORB5THDWI4P7


 

 

Step 1: Highlight all the items on your to-do list that you 
dread doing.  

 

http://tidyingup.com/


 

 

 

Step 2: Delete or delegate as many highlighted items as 
you possibly can.  



 

Step 3: Transform anything left on your list that is 
highlighted into something that you actually want to do.  



 

 
TACTIC NO. 3



 

 

Step 1: Prepare yourself to say “No.” 



 

 

Step 2: Say no. 
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Step 3: Don’t look back. 
 

http://www.ted.com/talks/dan_gilbert_researches_happiness?language=en
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http://marthabeck.com/2013/04/command-your-time-insight-from-martha/
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http://www.nytimes.com/2008/06/22/jobs/22shifting.html
http://www.nytimes.com/2008/06/22/jobs/22shifting.html
http://news.stanford.edu/news/2009/august24/multitask-research-study-082409.html
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http://tidyingup.com/
https://acuityscheduling.com/
http://support.sunrise.am/article/102-i-dont-want-to-share-my-calendar-just-my-availability-does-this-work-with-meet?subject=undefined&body=undefined
http://support.sunrise.am/article/102-i-dont-want-to-share-my-calendar-just-my-availability-does-this-work-with-meet?subject=undefined&body=undefined


 

Step 1: Decide what to do instead of checking 
constantly.  

Step 2: Schedule two or three specific times to 
check your email during the day.  

Step 3: Turn off all your alerts.  

https://www.christinecarter.com/community/blog/2015/08/three-tricks-to-help-find-your-flow/
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https://www.christinecarter.com/community/blog/2015/06/please-stop-interrupting-me/
https://en.wikipedia.org/wiki/Email_bankruptcy
http://www.purewow.com/home/How-to-Open-Clamshell-Packaging


 

http://app.webinarjam.net/register/21769/bab0254632
http://app.webinarjam.net/register/21769/bab0254632


 

http://www.christinecarter.com/2016/04/tuesday-tip-practice-discontinuous-productivity/
http://www.christinecarter.com/2016/04/tuesday-tip-practice-discontinuous-productivity/


 

TACTIC NO. 1
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TACTIC NO. 2
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Step 1: Make a no-excuses plan for your day unplugged.  

• 

http://ns.umich.edu/new/releases/21517-you-re-so-vain-u-m-study-links-social-media-and-narcissism
http://healthland.time.com/2013/01/24/why-facebook-makes-you-feel-bad-about-yourself/
http://healthland.time.com/2013/01/24/why-facebook-makes-you-feel-bad-about-yourself/
http://www.bloomberg.com/news/articles/2014-01-07/bedroom-invading-smartphones-jumble-body-s-sleep-rhythms
http://www.christinecarter.com/2012/04/happiness-tip-build-your-own-support-network/
http://www.christinecarter.com/2012/04/happiness-tip-build-your-own-support-network/
http://scopeblog.stanford.edu/2014/10/03/how-social-media-can-affect-your-mood/
http://scopeblog.stanford.edu/2014/10/03/how-social-media-can-affect-your-mood/
http://healthland.time.com/2013/01/24/why-facebook-makes-you-feel-bad-about-yourself/
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Step 2: Hide the candy. 
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Step 3: Treat your withdrawal symptoms. 
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Cheat Sheet
 

 
STRATEGY NO. 1

First, Upgrade Your Task List 

Now, Shorten Your To-do List. By a lot. 



 

Cheat Sheet
Finally, Master the Art of “Giving Good No” 

STRATEGY NO. 2

Here’s how to spend dramatically less time on your 
email each day: 

 

 



 

Cheat Sheet
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STRATEGY NO. 3



 

Cheat Sheet
Tactic No. 1: Tackle Your Chores 

• 
• 
• 
• 

Tactic No. 2: Do a Digital Detox 

Step 1: Make a no-excuses plan for your day unplugged. 

• 
• 
• 

Step 2: Hide the candy. 
• 
• 
• 

Step 3: Ease withdrawal symptoms. 
• 
• 
• 

• 
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CLICK HERE TO VISIT 
 
 
 

for MORE GREAT RESOURCES! 
 

I think you’ll especially like these free webinars: 

 
 
 
 
 
 
 

 

http://courses.christinecarter.com/flow-ecourse/
http://christinecarter.com
https://app.webinarjam.net/register/21769/bab0254632
https://app.webinarjam.net/register/21769/d32f62c03f


 



 

http://www.christinecarter.com/
http://monkedia.com/

