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(® TIME MANAGEMENT ESSENTIALS

Use in 10-20 minutes Great for teens, students, & adults Perfect as a weekly reset

Time Management Essentials

A practical, stand-alone guide to help busy learners, parents, educators, and professionals improve
focus, reduce overwhelm, and use time more intentionally — no course required.

1+ QUICK WINS
3 Quick Wins You Can Start Today

P> The 10-Minute Start The 3-Item Daily List The Evening Reset §/ Time Blocking Lite

Pick one task and work on it Choose only three high- Spend 5 minutes clearing » Group similar tasks together:
for just 10 mins. Momentum impact tasks. Everything else your space and previewing emails, meetings, focus
beats motivation. is optional. tomorrow. work, admin.

2 « ENGAGEMENT BOOSTERS
ul Engagement Boosters (Use Anytime)

e Two-Minute Tidy: Reset your desk, backpack, or workspace.

e Energy Match: Do hard tasks when your energy is highest.

e The Brain Dump: Get everything out of your head and onto paper.
e Micro-Break Rule: Work 20 minutes = 1 minute stretch.

e Accountability Ping: Text someone your “Top 1 Task” for the day.

3 « WHAT GETS IN THE WAY
“ Common Obstacles & Simple Fixes

Obstacle: Over whelm Obstacle: Distraction Obstacle: No Plan Obstacle: Low Motivation
# Fix: Break tasks into 5- : # Fix: Put your phone in . # Fix: Use a 3- bullet daily . o Fix: Shrink the task to the
10 minute chunks and do just another room for 20 minutes list and a 5-minute evening smallest possible action and

the first step. or use “Do Not Disturb.” preview. start there.
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4 « WEEKLY RHYTHM
Simple Weekly Flow
Use this as a light structure for school, work, or home:

Monday Wednesday Friday
e Set 3 priorities for the Mid-week check-in: 5-minute reflection:
week. e What’s working? e Wins,
e Decide what “done” looks e \What needs to shift? e challenges, and
like by Friday. e one thing to improve

5« TRY THIS CHALLENGE
@ The 5-Day Focus Challenge
Use this anytime you feel stuck or scattered.
e Day 1: Do a 10-minute start on one important task.
e Day 2: Choose only 3 daily tasks and write them down.
e Day 3: Remove 1 distraction for 20 minutes (phone, tabs, TV).
e Day 4: Match tasks to your energy—hard things when you’re most alert.
e Day 5: Do a 5-minute weekly reflection: keep, change, or drop.

6 + MINI PLANNER

+ Daily Focus Snapshot

Use this template as a quick mental reset or to guide your day. Ask yourself: “What’s one
small thing I can do in the next five minutes that will make the rest of the day easier?”
Use this question to break through perfectionism and get moving again.

DATE : TOP 3 TASKS  WHEN I'LL DO THEM ONE SMALL WIN
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