
Focus and Productivity Planner Checklist

Define your top priorities and tasks to give your day structure.

Example: Write down three main objectives for the day, such as “Finish the project proposal.”

Set Clear Goals for Each Day

Deep Cleaning Package

Enhancing your focus and productivity can help you accomplish more while feeling
less overwhelmed. Use this checklist to organise your efforts and make the most of
your time.

Divide larger tasks into smaller, actionable steps to avoid feeling overwhelmed.

Example: “Draft outline → Write introduction → Edit content.”

Break Tasks into Manageable Steps

Minimise interruptions by turning off unnecessary notifications and creating a dedicated
workspace.Tip: Use noise-canceling headphones or apps like Freedom to block distractions.

Eliminate Distractions

Start your day with a routine that energises and prepares you for focused work.

Example: Meditate, exercise, or review your goals for 10 minutes each morning.

Adopt a Morning Routine

Work in focused 25-minute intervals, followed by a 5-minute break, to maintain concentration.

Tip: Use timers like TomatoTimer or apps like Focus Keeper to stay consistent.

Use the Pomodoro Technique

Categorise tasks by urgency and importance to focus on what truly matters.

Example: Address urgent and important tasks first, like meeting a client deadline.

Prioritise Tasks with the Eisenhower Matrix
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Use tools like task managers, calendars, or project management apps to stay organised.

Example: Trello, Notion, or Asana can help you track and prioritise tasks.

Leverage Productivity Tools

Deep Cleaning Package

Intro

Schedule regular breaks to recharge and avoid burnout.

Example: Take a 15-minute walk after completing a major task or block of work.

Plan Breaks Strategically

Dedicate uninterrupted time to focus on high-priority tasks.

Tip: Choose your peak energy hours for deep work and let others know you’re unavailable.

Set Specific Time Blocks for Deep Work

Review your accomplishments and identify patterns or areas for improvement.

Review and Adjust Your Plan Daily

Group related tasks to improve efficiency and minimise context-switching.

Example: Respond to all emails at a designated time instead of throughout the day.

Batch Similar Tasks Together
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Example: Ask yourself, “What strategies worked best for maintaining focus this week?
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