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Focus week planner
Plan the week around 2 to 3 blocks of uninterrupted work before the meetings fill it.

This week's 3 most important pieces of work
1.

2.

3.

Focus blocks
Book them in the calendar now. 90 minutes is a good length. Turn off notifications for the block.

Day Focus block (time) What I will work on Done?

Monday

Tuesday

Wednesday

Thursday

Friday

Breaks and finish time
Day Lunch away from the

desk
Planned finish Actual finish

Monday

Tuesday

Wednesday

Thursday

Friday

Meetings to question
Which meetings this week could be a message, shorter, or attended by someone else?
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End of the week

What got done

What moved to next week

One change for next week
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