
PRACTICAL 
TIPS & TRICKS



2 MINUTE RULE







DO THE WORST FIRST

OTHERWISE IT WILL GET EVEN WORSE



learn how to say NO



learn how to say YES



80% OF RESULT

80% OF RESULT



MAKE USE OF
“DEAD”

TIME





TURN OFF NOTIFICATIONS
TURN OFF RINGTONES

NO FACEBOOK
NO MESSAGES (CHECKING NOR REPLYING)

JUST FOCUS























TODO vs IDEA













too FEW items in calendar
vs

too MANY items in calendar



VS

















Set aside time for planning

Review your task backlog



HAVE TIME 
RESERVE









FAILURE





SUCESS >> FAILURE





SUCESS
SUCESS

SUCESS

SUCESS

SUCESS



SET ASIDE TIME FOR 
YOURSELF



ENOUGH SLEEP








