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8 Tips for
Productivity

A Practical Guide For Getting
Things Done



Set aside 5 - 10 minutes of
uninterrupted time. Grab a piece of
paper and write down all of the
your tasks waiting to be done.   

1    Make A List

Tasks are not created equal.
Completing certain tasks may have a
greater value or positive impact than
others. The Eisenhower Matrix can
be used to quickly identify what to
work on and what to ignore (see next
page).

2   Prioritize

Did You Know?
Multi-tasking is a myth. Most of us our bad at it anyway! According
to Psychology Today, " the mind slows down when it switches back

and forth between tasks". Get more done and feel less
overwhelmed by focusing on one task at a time.



The Eisenhower Matrix
Dwight Eisenhower's method of making decisions during his time
as a general is known as the Eisenhower Matrix. This approach to
prioritizing tasks can be used to quickly identify what you should

work on and what you should ignore.
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For each of the tasks on your list, 
determine where it belongs on the matrix.

Clear deadlines
Negative or
significant impact if
not completed 

No set deadlines
Doing it will take you
closer to your goals

Need to be done
Can be done by
someone else

Distractions
 Provides no
measurable value



Did You Know?
Setting a timer before you begin each task provides singular focus.  A

timer sets the expectation that for this window of time, you are going to
work on only one thing. Stay on task until the timer is done. Then, you

can do other things. 
[Source: http://timemanagementninja.com/]

For each priority task, break it down
into smaller pieces. What are the top
3 - 5 critical steps that must be
finished to mark the task off your list?
Estimate of the time each step will
take to complete. The Three Point
Estimation Technique can help! (see
next page)

3    Break It Down

Schedule each priority task on your
calendar and eliminate anything that
will distract you from tackling the
task at hand. Challenge yourself to
tackle one priority task during the
scheduled time. Moving between
multiple tasks slows your brain and
creates a sense of overwhelm. 

4    Find Your Focus



Three Point Estimation Technique
Estimating how long it will take us to complete a task ain't easy! Most

times, a task will take us longer than we planned. The Three Point
Estimation Technique is a project management approach for estimating
the value of a task. It can be adopted to estimate the time it will take to

complete a task. 

Select one priority task on your list.
Use the Three Point Estimation Technique to determine how
much time to schedule on your calendar to complete the task.

Best Case Worst Case Most Likely

Quickest
estimated time
you could finish

the task? Use
minutes or days.

Slowest
estimated time
you could finish

the task? Use
minutes or days.

How long did it
take to complete 

 similar task in
the past? Use

minutes or days.

Formula

Best Case: 1 day
Worst Case: 5 days
Most Likely: 3 days

Calculate the average. Add all three numbers together and divide
them by three. 

Example: Suppose you have a task with the following values:

To calculate the average: 1 + 5 + 3 = 9 divided by 3 =  3 days. 



Did You Know?
Having a hard time getting started with a task? First, take a deep breath. Deep
breathing stops the chatter in your head, and resets your focus. Now try the 5
Second Rule introduced by Mel Robbins. Start counting backwards to yourself:

5-4-3-2-1. When you get to "1", immediately take an action on your task.
 

No one can focus 8 hours straight.
Taking breaks after focused work
helps you be more productive. A 5 -
10 minute break after 55 minutes of
focused work is recommended
[Source: Active Campaign]. 

5   Take A Break

Create a habit of reviewing your
progress. Cross off what you've
completed. Make notes from the day,
determine your priority tasks and
schedule them on your calendar for
the next day. Daily reviews help keep
what's most important front and
center.

6    Review



Still feeling overwhelmed? Take a
deep breath to refocus your mind.
Put your investigator hat on and
review the status of your tasks. Look
for positives: what went well?
Reframe the negatives: what key
improvements can you make for the
next day or week? Keep at it. Your
time matters. 

8    Be Kind To Yourself

Did You Know?
Not getting much done? It could be your location. Changing the location

where you work on your tasks can provide you with the boost you need to
dive in. Choose a location with limited distractions that also inspires or

energizes you. 

Set aside time to celebrate your
wins. Doesn't matter how you do it
- happy dance, back pat, self hug,
fist pump, or goofy grin. You
deserve it! Every task you tackled
and/or crossed off today represents
you taking control of your time. 

7    Celebrate



"You will never find time for
anything. If you want time, you

must make it."

Charles Buxton

Looking for a place to track and manage progress on your tasks?
We've got you covered! Our paperback Must Do Checklists will help
keep you focused on getting important things done first. Explore the

collection at disruptedunicornpublishing.com, and purchase your
favorite today!


