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HOW TO LIMIT DISTRACTIONS AND
STAY FOCUSED TO GET THINGS DONE

1) CREATE A PRIORITIZED CHECKLIST.

Choose 3 to 5 things that you need to get done each day and put all
focus on finishing those first. In other words, train your brain to

focus on those and not wander in other directions.
2) TURN OFF NOTIFICATIONS.

Turn off email and telephone notifications that keep drawing your
attention to them each time they ring or make a sound. Every time a
ring is heard indicating a social media notification, email notification,
or that someone is calling, we get distracted. It's best to turn off
notifications.

-continued on the next page
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How to Limit Distractions and COMING SOON!

Stay Focused (continued) F M

3) USE A PLANNER FOR TIME-BLOCKING.

LINCOLN'S
BIRTHDAY

Go to an area where it's quiet to close the door
FEBRUARY 21

and avoid visitors for 30-minute to one-hour

increments.

VALENTINE'S DAY
4) WAKE UP 30 MINUTES TO 1 HOUR EARLY. FEBRUARY 14
The quiet time when all else is turned off and PRESIDENTS' DAY
everyone is away will help you accomplish a lot FEBRUARY 20

in the 30 minutes to T hour you wake up early.

MARDI GRAS
5) LISTEN TO MUSIC THAT HELPS YOU FOCUS FEBRUARY 21

AND CONCENTRATE.

Listen to sounds or music that helps you aMh
concentrate on one task at a time, avoiding all

other noise and distractions. If the music is

distracting, turn it off.
INTERNATIONAL

WOMEN'S DAY
6) WRITE DOWN IDEAS THAT POP UP. MARCH 8

Sometimes, we get ideas that pop up in our 1ST DAY OF SPRING

MARCH 20
heads, making us shift gears and focus on
something completely different. Creativity with
ideas and spontaneity are terrific qualities to ST. PATRICK'S DAY
MARHC 21

possess! However, they can be distracting.

Click HERE to go to the article to get a total of 10

tips and ideas.
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https://efficiencyandorganization.com/books-%26-publications/f/how-to-limit-distractions-and-stay-focused-to-get-things-done

Planning the Day Effectively
to Be Productive and Get
More, Done!

1) MAKE A LIST OF THINGS YOU WANT TO
ACCOMPLISH IN THE UPCOMING WEEK
OVER THE WEEKEND.

You want to have a plan of attack for the
entire week. Decide your top priority
tasks and activities for the week and
write them down on paper.

2) EACH NIGHT, CHOOSE UP TO 3 MAIN
TOP-PRIORITY THINGS YOU WANT TO GET
DONE THE FOLLOWING DAY.

Since you have written down the things
you want to get done this week, you are
ready to choose tasks for each day. The
night before you go to bed, think about
what 3 main activities you want or need
to achieve tomorrow.

You can download this sheet below if it
helps.

Activity/Action Due Date

Click HERE to read the remaining article
with a total of 3 tips and ideas.
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Latest Videos

HOW TO BE MORE
DECLUTTERED, ORGANIZED,
AND PRODUCTIVE IN LIFE |
TIPS AND IDEAS #1 - 5 OUT

OF 100!

How to Be More
DECLUTTERED,
ORGANIZED,
and
PRODUCTIVE in ¥
Life | Tips and
Ideas #1 - 5 out of
100!

WHAT TO DECLUTTER AND
HOW TO DECLUTTER EACH
WEEK FOR MAXIMUM
ORGANIZATION AND
PRODUCTIVITY

How | ORGANIZE
and DECLUTTER
MY WORKSPACES
as a Super Busy
Person | Helpful
Ideas and
Suggestions

HOW TO PRIORITIZE TASKS,
BECOME ORGANIZED & GET

MORE THINGS DONE BY
USING POST-IT NOTES
EFFECTIVELY

How to
PRIORITIZE
TASKS, Become
Organized & GET
MORE THINGS
DONE by Using
POST-IT NOTES
Effectively
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https://efficiencyandorganization.com/small-business-owners
https://youtu.be/Xs7U5oIHP6A
https://efficiencyandorganization.com/products/ols/products/task-or-activity-log-to-stay-on-top-of-everything-you-need-to-remember-to-get-done
https://efficiencyandorganization.com/books-%26-publications/f/planning-the-day-effectively-to-be-productive-and-get-more-done
https://youtu.be/pudTYTtcsac
https://youtu.be/pudTYTtcsac
https://youtu.be/Xs7U5oIHP6A
https://youtu.be/ROvOih30kHo

DOWNLOADABLE
DOCUMENTS,
TEMPLATES, LISTS, AND
MORE

Tips and ldeas for Emailing
and Managing the Inbox
for Teachers (that also

apply to everyone else!)

CLICK ON EACH IMAGE
TO BE DIRECTED TO
THE SITE.

Parent
EXpec’rahons

for Children's

1 PARENTAL EXPECTATIONS FOR
BehaVlor BEHAVIOR
for:__. —
1y e

10 Ti _f:
Emailin
the Inb

a set of
expectations to
communicate
with kids for
proper

behavior

1) Keep your email

_ . inbox decluttered Reep only important

by deleting - and necessary emails,

' unwanted emails. | deleting or archiving
: a all others.

2) Create folders to

B

S :

' 3) Keep only emails Bir{holqy List
. in the inbox that ]

need to be dealt hours to respond to ';

: with or respondedto © emails youneedto o §
. within 1 week or - replyto.

. less. -

4) Give yourself a
maximum of 48

to Keep Track
of Birthdctys

of Frienols,
Famﬂy,

6) If a response to

5) Open your email
inbox to read and
respond only 2 to 3
times daily.

7) Ensure that
you write and
respond
professionally.

9) Emails that are

critical can be

8% printed or starred

£ to make sure they
are dealt with
promptly.

v
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an email can be

made within 2 or 3

minutes, respond
immediately.

TR

- e o - | B

8) Respond to

emails only when

you are calm and
collected - not
when you are

stressed or upset.

10) Be decisive

¢ about your emails;

either delegate,

¥ respond, or delete.

c_andor'gan ization.com

. e

Clients, and
Students

Shopping
Lists for
Planned and
Qrgqnized
Trips to
Stores

(go shopping
with a plo.n)
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https://efficiencyandorganization.com/products/ols/products/birthday-tracker-on-ms-excel-for-friends-family-clients-and-students
https://efficiencyandorganization.com/products/ols/products/shopping-lists-for-planned-and-organized-trips-to-stores
https://efficiencyandorganization.com/products/ols/products/parent-expectations-for-childrens-behavior

10 Ideas and Tips for Planning and
Preparing for a Recession

1) DO NOT MAKE LARGE PURCHASES JUST YET; SAVE AS MUCH AS
POSSIBLE.

You might experience a loss of hours at work, a job cut, family
members asking to move back in with you, having to support
others, and more. Times are going to be volatile when the
economy is going through a recession. The more you save, the
better your financial situation will be.

2) GET IN THE RIGHT MINDSET TO "RIDE OUT THE STORM."

The more you worry about the recession the more stressed and
anxious you will become. To prepare for tough financial times
ahead for yourself or the people around you, understand that the
economy fluctuates.

CLICK HERE TO GET COMMON-SENSE TIPS AND IDEAS TO PREPARE

FOR THE RECESSION.
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https://efficiencyandorganization.com/products/ols/products/efficiency-and-organization-workbook
https://efficiencyandorganization.com/products/ols/products/efficiency-and-organization-workbook
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https://efficiencyandorganization.com/products/ols/products/organization-and-efficiency-in-personal-finances-pre-order-new-book
https://efficiencyandorganization.com/products/ols/products/organization-and-efficiency-in-personal-finances-pre-order-new-book
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Motivational Quotes to Stay
Productive, Organized, and
Efficient to Succeed in Getting
More Done!

THE BEST WAY T0O

HANDLE CHALLENGING SINGETE%A%MFLOI;\?%F
OR

HIHES AREAD TS B IMCPOMMUNICATION,

Ei

WW ay MANAGING IT WELL
I 4
%/l J/y%' IS ESSENTIAL TO OUR

'xﬁ’ ~v GROWTH & DEVELOPMENT
% / : AS PROFESSIONALS.
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nt e o SOME PEOPLE
3 TO 5 PRIORITY ACCOMPLISH
TASKS AND PROJECTS MORE IN A DAY
to focus on first THAN OTHERS
the following ACCOMPLISH IN
A WEEK. BE

ONE OF THOSE
PEOPLE.




