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The Ultimate List of Time
Management Techniques

1 big task, 3 medium tasks, and 5 small tasks for a working day.

y 168 H There are 168 hours in a week, which means there is more than enough time to do all the important things.
\ ours : |

Sit down, commit 10 minutes of effort to a selected task and after 10 minutes, you can stop if you want. Usually you won't.

10 Minutes

Every single task on your to-do list should take no longer than 10 minutes to complete. If it does, you need to break it down.

10 Minute Task

Start your day by spending 5 minutes on going over your daily schedule. Take a I-minute break every hour to see your progress
and what's left to be done. End your day with a 5-minute review.

18 Minutes

. _ Work 90 minutes in complete focus without any distractions and then rest for 20 - 30 minutes.
90 Minute Focus Session '

Delete

Delegate

4D System . Defer / Postpone
Do now
52 minute work

< 17 minute break

Spend 7 minutes in the morning to plan your day and 7 minutes before you go to sleep to review your day and prepare

4 . ) the plan for tomorrow.
I 7 Minute Life '

A: The most important task

/ B:lLessimportant tasks

C: Tasks with no consequences
ABCDE - ,

. D:Delegate
Specific \ E: Eliminatev
y _ \ Focus on the three key results that you want to achieve over a certain period of time: day, week, month or year.
Measurable ) = Agile Results ]
Achievable \| SMART Goals 1 -
: ] Don't bother too much with deadlines and priorities.
Relevant // :

, Instead focus on what you are naturally drawn to at any time.
Time-Bound / '
‘ Start with new tasks, move on to recurring tasks, then spend some time on the unfinished tasks.

Urgent + Important (Do First) At the end, clear some old tasks.

Not Urgent + Important (Schedule) ' Autofocus New tasks

Eisenhower Matrix | \ Recurring tasks
Urgent + Not Important (Delegate) - ' \ \ 9

Not Important + Not Urgent (Eliminate) / Unfinished tasks

Old tasks
To-Do ' ‘
' Batch similar tasks and meetings together.
In Progress | ) ‘
‘ ) Kanban Board | Batching ) < You will complete your work faster and minimize idle time.
Done 7 7 ,
y ; g ) . _ _ Track your biological rhythms to find when your most productive hours are.
Blocked Biological Prime Time - ‘
25 min Work Weekly Chart
‘5 min Break \ Pomodoro Technique || / Daily Focus
20 min break after 4 Pomodori || Dave Lee's System Pomodoro Timer
Capture \l :Choose five important areas for the week, and work on one of the areas each day..
Do If it takes less than 3 minutes, do it now, without any thinking or planning.
Do It Now
Delegate Actionable

Do the most important task first thing in the morning.

Defer ft ; J/
| Process \ B Eat That Frog ) . Ifyou “eat a frog” in the morning, everything will be easy to accomplish afterwards.

Delete
) When you are fresh, do the complex tasks, when you are fried, do the easy tasks.
Archive \ Not actionable Fried or Fresh |
Dela ] ,v;;,' . . . . . . . . .
1 Y, Productivity Frameworks | Save all the emails, notes, articles and other information you stumble upon in a digital system.
: Categorize information in folders and with tags.
Frojects ‘ lceberg Method
Next Action  \ ; | Every month, review everything you stored and brainstorm how it can be applied to your current work.
Organize | GTD - Getting Things Done | . . : . . :
Waiting f 2 ~ . = Every day, get your email inbox to zero, while spending the least amount of time possible on e-mails.
alting or 17 Inbox Zero ‘
Calendar /
‘ At the end of the day, write down the 6 most important tasks for tomorrow.
Upaate Lists . Prioritize them.
\\ Review
Remove unnecessary items Next day, start working on the most important task.
Place Most Important Tasks
Person Clear Context “_ Write down 1-3 tasks that have the highest importance for the next day.
Tools Engage [ | ‘ Must do (non-negotiable)
Time /) Should do (doesn’'t need an immediate response)
Energy / MosCow __ Want to do (likable, but not necessary)

| . Won'tdo (things not to do)

What do you want to achieve?

Short Focus on that 20% of the highest value tasks that give 80% of results.

Objectives Pareto Analysis

Inspirational — |
" ‘ Prioritize by:
Engaging

Organizing

}3 - 5 results per objective 7 Key Results | Tl M E MANAG EM ENT | creamtining
Tasks j TECH N |QU ES - l \ Economizingr

Events . Daily log \_Contributing
| Who is responsible?
‘ Notes BoJo - The Bullet Journal | , bo v
/" Who is accountable?
Calendar , Y
RN Monthly log / RACI Matrix €. Who needs to be consulted?
To-Do List -~ ' N
- \ Who must be kept informed at every step?
Building a system \ :
o) . ‘ What do | really want? What's the outcome I'm after? What's the specific measurable result?
anning | - ,
_ | y _ ) N What's my purpose? What are my reasons? Why is this not just a “should,” but a “must” for me?
Lists . e Rapid Planning Method S
\\ Organizing - \. What do | need to do? What's my massive action plan?
Notes -~ \ ‘
. . Take it everywhere — be able to log things everywhere
Decision making :
C | Capture everything
Prioritizing | —
) ) ' ) f Break everything into small and actionable tasks
Setting boundaries / Saying no ,
—] Systemist e ST I AP
Delegating AN\ ,
. Get your to-do list to zero every day
Outsourcing |
) Review on regular basis
Automating :
_ _ _ Try to automate as many tasks as possible with tools like Zapier and IFTTT.
Chronic procrastination ! Task Automation

Beating procrastination

Acute procrastination ) ) )
— Action items are the steps to get projects done.

AVOid half-work Backburner items are all the interesting ideas that don't lead to progress on the project.

The Action Method

Be good at the one thing Deep work . Reference items are resources and information needed to complete a project.

Work in the flow / A list of all the activities you won't do and are a big distraction that prevent you from doing the important things.

— L Not-to-do List

Productivity skills

Asking for help
' Turn every one of your projects or tasks into a series of easy-to-follow, step-by-step checklists.

Batching | \ ' The Checklist Manifesto

Providing clarity | . . N Make a simple to-do list, select the first item on the list, ask yourself “what do | want to do before | do the first item on the list?
| | The Final Version | «
Completion || | -

A main notebook to capture ideas, tasks, quotes, notes, meetings etc.

Coping skills

Creating routines || Atravel notebook —same as above, but for traveling

A Post-It note for every day to list all the appointments and 3 most important tasks for that day

Discipline
Flexibility Qther | { The Medium Method __Apenorpencl
Focus \ Atask management app

Avoiding multitasking /| _Aﬂ online calendar app

Getting in the flow /| | \ A note-taking app

In your calendar, first schedule fixed commitments (e.g., meals, commute, sleep), self-care activities (e.g.,
meditation, exercise), and guilt-free play (e.g., socializing, hobbies), only then schedule work.

Problem solving

The Now Habbit / Unscheduling

Punctuality |

Recovery time Record all the tasks you've finished within a day.

Setting deadlines y . A List all the tasks you're supposed to tackle the next day.
The Productivity Journal | ’
Calendar ) i \. Record your ideas and work thoughts.
Project / Task Management | Rocks The big important things first
Time tracking ’7 /" Pebbles
Note-taking pEmm  Productivity tools | BN hcJarclass DB _
Habit tracking | \ Water
;Distraction prevention tools | The Salami Method For complex tasks, start chipping away what needs to be done with small chunks of time.
The Swiss Cheese Method ' o
Don't Break The Chain Pick a goal, print a monthly calendar and place a red X on every day you work towards your goal.
The Seinfield Method ‘ |
Red Red tasks require your immediate attention.
Yellow Yellow need to be completed in two days.
The Spotlight Method
Green Green are more long-term tasks.

Open your calendar and enter a block of time that you'll spend on a certain task in the future.

Time blocking means carefully planning your day in advance and dedicating specific hours (which you reserve in

Timeboxing ~ Time Blocking your calendar) to accomplish selected tasks. It's timeboxing at large.

) Keeping a list of all the tasks you have already completed will motivate you to achieve even more.
To-done List

You prepare a list of goals, identify the most important goal and then allocate time to work on that goal every single day.
op Goa - :

Immediate action

) . Important, but not urgent
Triage Technique

. Waste of time

Tasks can be boss-imposed, system-imposed or self-imposed. These could be “monkeys” you need to find a way to delegate to other people.

Who's Got The Monkey

Collect : Get ideas and tasks out of your head on a Iist.r
- Process Review your list daily.
Plan Pick a few high-priority tasks for the week and the day.
| Do - VScheduIe time to accomplish your tasks.

Learn more at:
https://www.spica.com/blog/time-management-techniques
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