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Dump ZoneDump Zone

1.1.

2.2.

3.3.

[Keep it short and manageable—

just 1–3 main goals for the day .]

[Keep it short and manageable—
just 1–3 main goals for the day.]

[Write down everything on your mind—

even random thoughts . You can sort it

out later!]

[Write down everything on your mind—
even random thoughts. You can sort it

out later!]

Time Activity / Task Done? 

Morning ☐

Mid-Morning ☐

Afternoon ☐

Evening ☐

Break your day into blocks . Don ’t forget breaks and transition time!Break your day into blocks. Don’t forget breaks and transition time!

Schedule OverviewSchedule Overview
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Helpful Focus TipsHelpful Focus Tips
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P o m o d o r o  T e c h n i q u e :  2 5  m i n  f o c u s ,  5  m i n  b r e a k
B r e a k  b i g  t a s k s  i n t o  s m a l l e r  s t e p s
L i s t e n  t o  i n s t r u m e n t a l  o r  f o c u s  m u s i c
C h a n g e  e n v i r o n m e n t s  i f  y o u  f e e l  s t u c k
U s e  n o i s e - c a n c e l l i n g  h e a d p h o n e s  o r  e a r p l u g s
R e w a r d  y o u r s e l f  a f t e r  c o m p l e t i n g  a  t a s k

What did I get done today (big or small)?What did I get done today (big or small)?

END-OF-DAY REFLECTIONEND-OF-DAY REFLECTION

What can I adjust for tomorrow?What can I adjust for tomorrow?


