
Designated _____ 
Space

Sequestering

Reduce Meeting
Lengths by ____%

Face  _______ 
From Traffic

Elicit versus
_________Answers

Distribute  ________ 
in Advance

Do _____ 
Thing at a Time

Spread 
________ Out

Use ________ 
Screens

Identify _______ 
One Thing

Conduct Regular 
________ Dumps

Do ________ 
More Thing

Turn _____ New
Message Alerts

One _________  
Per Email

Minimize Use 
of ________ All

Process _______ 
Like Regular Mail

______________ 
Subject Lines

Drag/Drop ________ 
to Calendars & Tasks

Schedule _____ 
Between Meetings

Regularly _________  
All You Command

Establish ________
Office Hours

Calendar Appointments 
_________ To-Dos

Only Schedule
_____ Hrs/Day

Take _______ 
Breaks
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