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1. Organize ǇŽƵƌ�ĐŽŵŵŝƚŵĞŶƚƐ�ďǇ�ůŝƐƟŶŐ��Ăůů�ĂƐƐŝŐŶŵĞŶƚ�ĂŶĚ�ƚĞƐƚ�ĚƵĞ�ĚĂƚĞƐ�ƐƚĂƌƟŶŐ�ǁ ŝƚŚ�ƚŚĞ�ĞĂƌůŝĞƐƚ�ĚƵĞ͘

2. Simplify ĐŽŵƉůĞǆ�ƉĂƉĞƌƐ�Žƌ�ĂƐƐŝŐŶŵĞŶƚƐ�ŝŶƚŽ�ŵƵůƟƉůĞ�ƐŝŵƉůĞ�ƚĂƐŬƐ�;͞ WƌŽũĞĐƚƐ͟ Ϳ�&Žƌ�ĞǆĂŵƉůĞ͕�Ă�ƉƌŽũĞĐƚ�

ŵĂǇ�ƌĞƋƵŝƌĞ�ƚŚĞ�ƚĂƐŬƐ͗ �ŝĚĞŶƟĨǇ�ƌĞƐŽƵƌĐĞƐ�Žƌ�ďŽŽŬƐ�ĂŶĚ�ŐĞƚ�ƚŚĞŵ͕ �ƌĞĂĚ�ƌĞƐĞĂƌĐŚ�ŵĂƚĞƌŝĂůƐ͕ �ŵĂŬĞ�ƌĞĨĞƌĞŶĐĞ�

ĐĂƌĚƐ͕ �ǁ ƌŝƚĞ�Į ƌƐƚ�ĚƌĂŌ͕ �ĞƚĐ͘ ͘ ��ƐƐŝŐŶ�ĚƵĞ�ĚĂƚĞƐ�ƚŽ�ĞĂĐŚ�ĂĐƟŽŶ�ĂŶĚ�ĂůůŽǁ �ƉůĞŶƚǇ�ŽĨ�ƟŵĞ�ƚŽ�ĚŽ�ĞĂĐŚ�ƚĂƐŬ�

before the final project due date. 

3. WƌŝŽƌŝƟǌĞ͘�ZĞǀ ŝĞǁ �ǇŽƵƌ�ůŝƐƚ�ŽĨ�ŝŶĚŝǀ ŝĚƵĂů�ĂĐƟŽŶƐ�ĂŶĚ�ƚĂƐŬƐ�ƚŚĂƚ�ĂƌĞ�ƉĂƌƚ�ŽĨ�Ă�ƉƌŽũĞĐƚ�ĂŶĚ�ĚĞƚĞƌŵŝŶĞ�ǁ ŚĂƚ�

ŵƵƐƚ�ďĞ�ĚŽŶĞ�Į ƌƐƚ�ĂŶĚ�ǁ ŚĂƚ�ĐĂŶ�ďĞ�ĚŽŶĞ�ůĂƚĞƌ�ƚŽ�ƐƟůů�ŵĞĞƚ�ƚŚĞ�ĚƵĞ�ĚĂƚĞ͘

This brings peace and flow because you can focus on a task 

knowing that it is what you need to be doing now and that

ǇŽƵ�ŚĂǀ Ğ�ĂůůŽƩ ĞĚ�ƟŵĞ�ĨŽƌ�ŽƚŚĞƌ�ƚĂƐŬƐ�ƚŽ�ďĞ�ĐŽŵƉůĞƚĞĚ�ŽŶ�

ƟŵĞ͘ �̂ ƚƌĞƐƐ�ĐŽŵĞƐ�ǁ ŚĞŶ�ǇŽƵ�ŚĂǀ Ğ�Ă�ůŽƚ�ŽĨ�ĚƵĞ�ĚĂƚĞƐ�ďƵƚ�

don’t know what to do now or, while you are working,

wonder if you should be doing something else!

Create an Environment that Encourages Focused Effort 

1. Music. Choose music without words or use a white noise (ocean waves) generator

2. ZĞƐƚƌŝĐƚ�/ŶƚĞƌƌƵƉƟŽŶ. Turn off phone or silence it and put it in a drawer. Turn off social media. When you 

ƌƵŶ�ŝŶƚŽ�Ěŝĸ ĐƵůƚǇ�ǇŽƵ�ǁ ŝůů�ƌƵŶ�ƚŽ�ĚŝƐƚƌĂĐƟŽŶ͘ �WƵƚ�Ă�͞ ĚŽ�ŶŽƚ�

disturb” sign on your door.

3. Focused Work ͘ �̂ Ğƚ�Ă�ƟŵĞƌ�ĨŽƌ�Ă�ƐƉĞĐŝĮ Đ�ƟŵĞ�;ĂďŽƵƚ�ϯϬ-50

minutes) and do nothing but work on task #1 on your list.

4. Break/Reward. t ŚĞŶ�ƚŚĞ�ƟŵĞƌ�ŐŽĞƐ�Žī ͕ �ƐĞƚ�ĂŶŽƚŚĞƌ�ƟŵĞƌ�

for 5-10 minutes. Stand up, stretch, and check social media

or do whatever you want to do to relax.

5. Resume. /ŵŵĞĚŝĂƚĞůǇ�ǁ ŚĞŶ�ƚŚĞ�ƟŵĞƌ�ŐŽĞƐ�Žī ͕ �ƌĞƐĞƚ�ƚŚĞ�

ƟŵĞƌ�ĂŶĚ�ĞŝƚŚĞƌ�ƌĞƐƵŵĞ�ƚŚĞ�ƚĂƐŬ�ǇŽƵ�ǁ ĞƌĞ�ǁ ŽƌŬŝŶŐ�ŽŶ�Žƌ�

ƐƚĂƌƚ�ƚĂƐŬ�ηϮ�ŽŶ�ƚŚĞ�ůŝƐƚ ͘ ��ŽŶƟŶƵĞ�ƵŶƟů�ǇŽƵ�ŚĂǀ Ğ�ĐŽŵƉůĞƚĞĚ�

the tasks for today.

�ĚĚŝƟŽŶĂů�̂ ƵŐŐĞƐƟŽŶƐ

 �ŽŶ͛ ƚ�ǁ ŽƌŬ�ƚŽ�ƉĞƌĨĞĐƟŽŶ. Get the assignment done so you have something ƚŽ�ƚƵƌŶ�ŝŶ͘ ��Ɛ�ǇŽƵ�ŚĂǀ Ğ�ƟŵĞ�͕�

refine it to make it higher quality. Your stress is reduced when you know you have something to turn in. 

Don’t let “perfect become the enemy of good.”

 Learn to scan reading material and note the important parts. Most books are filler with nuggets of info.

 Use vivid mental imagery to help you remember lists and associate terms and ideas.

 Eat and drink wisely ͘ �̂ ŽŌ�ĚƌŝŶŬƐ�ĂŶĚ�ƐŽŵĞ�ĨŽŽĚƐ�ǁ ŝůů�ŵĂŬĞ�ǇŽƵ�ƟƌĞĚ͘ ��ƌŝŶŬ�ƉůĞŶƚǇ�ŽĨ�ǁ ĂƚĞƌ�ĂŶĚ�ƐŶĂĐŬ�ŽŶ�

nuts and fruits that give slow burn energy.


