Do
Thing at a Time

Message Alerts Like Regular Mail @,

Identify
One Thing

Turn New Process

One
T I — Spread @' Conduct Regular
Per Email Subject Lines out y b
umps
7 /
Minimize Use Drag/Drop f{
of All to Calendars & Tasks Use J D

—_— o 0 -

Screens More Thing

Schedule _____ < Calendar Appointments Designated _____ Face
Between Meetings \\\“f‘lﬁw — To-Dos Space From Traffic
\ \ \_— \0 .\ , 70
.- 1 0
Regularly vl \ e Only Schedule
All You Command ___ Hrs/Day Sequestering Elicit versus
\ R I Answers
Establish TakeB N
. reaks
Office Hours Reduce Meeting Distribute

Lengthsby ___ % in Advance

Part of QuietSpacing@) + info@quietspacing.com ¢ www.quietspacing.com ¢ 971.223.3663 Part of QuietSpacing® + info@quietspacing.com ¢ www.quietspacing.com ¢ 971.223.3663




