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Turn Off New
Message Alerts

One Subject  
Per Email

Minimize Use 
of Reply All

Check Email Regularly  
Not Constantly

Leverage 
Subject Lines

Create Email 
From Email

Schedule Time 
Between Meetings

Regularly Survey  
All You Command

Establish Regular
Office Hours

Calendar Appointments 
Task To-Dos

Only Schedule
Four Hrs/Day

Take Short 
Breaks

Designated Work 
Space

Sequestering

Reduce Meeting
Lengths by 25%

Face Away 
From Traffic

Elicit Versus  
Give Answers

Distribute Materials 
in Advance

Do One 
Thing at a Time

Spread 
Priorities Out

Use Single 
Screens

Identify Today’s 
One Thing

Conduct Regular 
Core Dumps

Do One 
More Thing


