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WALKTHROUGH
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TOOLS I USE & RECCOMEND
IN CREATING MY IDEAL WEEK™

v FULL FOCUS PLANNER™ (“Portfolio” edition)
v" Blank Ideal Week printed out

v Rulers

v Colored pens

v" Various highlighters
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STEP 1: Outline your working hours parameters

STEP 2: Start on the outside by adding in your work
day start-up ritual

STEP 3: Fill in any fixed activities/meetings

STEP 4: Schedule your workday shut-down ritual

STEP 5: Carve out large chunks of time to really get
into an activity for whatever projects you
have going currently
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OPTIONAL SQUIRREL-TAMING SUGGESTIONS

v' List out the activities you do throughout the day/
week (see my example) and add those activities to
your daily pages

v" Limit squirrel-attracting activities like checking
emails/messages to a few set times a day & slide
your email, calendar, message apps over to 2nd
monitor & MINIMIZE to deter squirrel chasing

v Use a timer to force staying on task and ensure
breaks every hour or so (aka "Timeboxing")
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TIME BLOCKING VS TIMEBOXING

Time blocking allocates time chunks in order to fit everything

on your agenda. It also encompases defining your start and
end times at work. {IDEAL WEEK}

Conversely, timeboxing is a more detailed strict time on tasks
and activities to foster singular focus & eliminate distractions.
Constraints are much tighter, and limits scope creep and the
potential for perfectionism.
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