From Procrastination to Productivity by Gutting Down On Tasks To Do

— Why Moneotasking?

The Human Brain Can Only
Focus on One Thing at a Time

aia
Listening @
to new

nteresting 2 .

YW SLE ..

e or
reading
a boole,

To be able to do both, the brain must do task switching.
We cannot do both things at the same time.
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Time Spent on Switching Time
and Multiple Projects
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Number of simultaneous projects.
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Check all statements below that you consider as recurring time robbers in your current workplace.

O Task switching. O Too many stakeholders. OUrgent tasks.O Three-hour meetings without breaks.
OUninspiring mornings.CO Noisy colleagues. OIncomplete work. O Everyday administration. O Perfectionism..
OLong-term planning. O Information is hard to find. OHigh responsibility and low authority.

Olmpromptu tasks.dDelayed decisions. OAfraid to oppose management.Od Lack of privacy.

O Lack of exercise facilities. O Blame games.d Going from one crisis to another.Od Emerging deadlines.

Ways of Working
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Always put alarm

/— on next half or full hour,
it's the Panorama Cue.
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Helps to handie Attention Problems
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Answer right away would take
focus away. A better solution could be
to ask the visitor to come back later.
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A case study by the Danwood Group found that on average it takes
more than a minute to recover to the same speed after seeing an email.
And the majority of all emails were viewed within six seconds.

Notification Celibacy
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Turning off notifications on
your devices enables focus
on what you prioritize.
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How you choose to spend your time is what defines your priorities.
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My Panorama Session
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What are the things of value | could do now?
Take a look at the Short List and pick one task.

My Monotasking Session
Focus Just get
time! it downe!

Never question IF it should be done, just do it.

My Grass Catcher List

The unlimited and unsorted list of ideas that
don't make it to the Short List right now.
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Monotasking, the method by:

Staffan Néteberg. For the latest news on the
monotasking method and book, please visit
http://monotasking.blog




