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How to use it

Enjoy your personal attention agenda! With this agenda, you
take a proactive approach to managing your tasks and
responsibilities by focusing on two key questions: 1) What are
my top priorities (and what definitely needs to be included)? 2)
When is the best time to schedule each task? This makes it
easier for you to concentrate on what matters most, and you'll
likely find yourself working more productively as well.

Keep in mind that attention peaks and dips are personal. Take
some time to figure out when you’re most focused and
energized, and when you experience energy slumps. After a few
days of tracking, you'll be able to schedule your daily tasks
more effectively based on your unique attention patterns. Think
of your day as divided into focus time (elephants), flex time
(rabbits), and free time (breaks).

If you want to conquer those big, important tasks—your
elephants—make sure you’re not constantly distracted by
smaller ones, like emails and phone calls—your rabbits—that
tend to pop up out of nowhere.

Feel free to print this attention agenda and customize it with
your own color coding, or use it digitally by clicking_here.

Good luck!
Better Minds at Work
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Time Monday Tuesday Wednesday Thursday Friday

6.00-6.30 am

6.30-7.00

7.00-7.30

7.30-8.00

8.00-8.30

8.30-9.00

9.00-9.30

9.30-10.00

10.00-10.30

10.30-11.00

11.00-11.30

11.30-12.00 pm

12.00-1.00

1.00-1.30

1.30-2.00

2.00-2.30




Your agenda
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Time Monday Tuesday Wednesday Thursday Friday

6.00-6.30 am

6.30-7.00

7.00-7.30

7.30-8.00

8.00-8.30

8.30-9.00

9.00-9.30

9.30-10.00

10.00-10.30

10.30-11.00

11.00-11.30

11.30-12.00 pm

12.00-1.00

1.00-1.30

1.30-2.00

2.00-2.30

2.30-3.00

3.00-3.30

3.30-4.00

4.00-4.30

4.30-5.00

5.00-5.30

5.30-6.00

6.00-6.30

6.30-7.00

7.00-7.30




