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Illustration by Margarida Mouta

!"#$%&'"#&()'*#&#+&#*"&,+)-#.&/+0-1)-'&/"#2""-&3+0(

)-/+45&,+)-#6"%%&7""#)-'%5&8-9&'(+0,&1*8#

-+#):)18#)+-%&)%&-+&283&#+&'"#&8*"89&)-&#+983$%

)-:+(78#)+-&"1+-+73;

<*"%"&8("&78(="(%&+:&/0%3-"%%&-+#&,(+901#)>)#3;

<*"3&2+-$#&*"6,&3+0&#+&9"","-&3+0(&2()#)-'&,(81#)1"5

78%#"(&8&,(+'(877)-'&68-'08'"5&+(&'(+2&3+0(

/0%)-"%%;&?-&:81#5&#*"%"&81#)>)#)"%&2+-$#&8)9&3+0&)-&8-3

-07/"(&+:&#*"&87/)#)+0%&'+86%&3+0$>"&%"#&:+(

3+0(%"6:;

?-%#"895&%01107/)-'&#+&#*"%"&8##"-#)+-&#(8,%&6"89%

3+0&+::&#*"&,8#*&+:&"41"66"-1"&8-9&9+2-&#*"&(+89&+:

7"9)+1()#3;&<+&/"&#(063&"41",#)+-86&8#&#*"&2+(=&3+0

9+5&8-9&#+&'8)-&("1+'-)#)+-&:+(&)#5&3+0$66&-""9&#+&89+,#

8&9)::"("-#&%#(8#"'3&"-#)("63;

@-#"(&A9"",&2+(=B;

<*"&1+-1",#&28%&1+)-"9&/3&C86&D"2,+(#5&8&("-+2-"9

80#*+(&8-9&1+7,0#"(&%1)"-1"&,(+:"%%+(&8#

E"+('"#+2-&F-)>"(%)#35&)-&8&GHIG&/6+'&,+%#&8-9

"4,8-9"9&0,+-&)-&*)%&GHIJ&/"%#%"66)-'&/++=5&K"",

https://twitter.com/margaridamouta
http://www.calnewport.com/blog/2012/11/21/knowledge-workers-are-bad-at-working-and-heres-what-to-do-about-it/
https://www.amazon.com/Deep-Work-Focused-Success-Distracted/dp/1455586692


9/21/22, 10:21 AMDeep Work: The Complete Guide (Including a Step-by-Step Checklist)

Page 3 of 35https://blog.doist.com/deep-work/#Schedule_Your_Day_Methodically

L+(=.&M06"%&:+(&N+10%"9&O011"%%&)-&8&K)%#(81#"9

L+(69;PQ3&D"2,+(#$%&9":)-)#)+-5&9"",&2+(=&(":"(%&#+.

<*)%&6)="63&)%-$#&#*"&:+(7&+:&2+(=&#*8#&-8#0(8663&:)66%

3+0(&983;&R-&#*"&1+-#(8(35&):&3+0&8("-$#&)-#"-#)+-86

8/+0#&*+2&3+0&%,"-9&3+0(&#)7"5&3+0(&2+(=&*+0(%

%6),&8283&#+28(9%&81#)>)#)"%&#*8#&D"2,+(#&(":"(%&#+&8%

A%*866+2&2+(=B.

?-&#*"&,("%"-#&8-9&:0#0("5&"41"66"-1"&2+-$#&/"

81*)">"9&/3&%1(8#1*)-'&#*"&%0(:81";&S%&)-:+(78#)+-

"4,8-9%&8-9&%*):#%5&="",)-'&0,&)->+6>"%&6"8(-)-'

*8(9&#*)-'%&T0)1=63&8-9&8,,63)-'&#*8#&=-+26"9'"&#+

,(+901"&2+(=&#*8#$%&"41",#)+-86;

!"#$%&''($)*+,*-.(/(.0,1&#%$#2&3,(),*,'.*.&,$%

3('.#*-.($)4%#&&,-$)-&).#*.($),.5*.,16'5,0$6#,-$7)(.(/&

-*1*8(+(.(&',.$,.5&(#,+(2(.9,:5&'&,&%%$#.',-#&*.&,)&;

/*+6&<,(21#$/&,0$6#,'=(++<,*)3,*#&,5*#3,.$,#&1+(-*.&9>

!?$)4-$7)(.(/&+0,3&2*)3()7<,+$7('.(-*+4'.0+&,.*'='<

$%.&),1&#%$#2&3,;5(+&,3('.#*-.&39,:5&'&,&%%$#.',.&)3,.$

)$.,-#&*.&,)&;,/*+6&,(),.5&,;$#+3,*)3,*#&,&*'0,.$

#&1+(-*.&9>

https://www.amazon.com/Deep-Work-Focused-Success-Distracted/dp/1455586692


9/21/22, 10:21 AMDeep Work: The Complete Guide (Including a Step-by-Step Checklist)

Page 4 of 35https://blog.doist.com/deep-work/#Schedule_Your_Day_Methodically

<*)%&)%&,("1)%"63&2*8#&9"",&2+(=&2)66&*"6,&3+0

811+7,6)%*;&S%&D"2,+(#&,0#%&)#&A#*"&8/)6)#3&#+

,"(:+(7&9"",&2+(=&)%&/"1+7)-'&)-1("8%)-'63&(8("&8#

"481#63&#*"&%87"&#)7"&)#&)%&/"1+7)-'&)-1("8%)-'63

>8608/6"&)-&+0(&"1+-+73;&S%&8&1+-%"T0"-1"5&#*"&:"2

2*+&106#)>8#"&#*)%&%=)665&8-9&#*"-&78="&)#&#*"&1+("&+:

#*")(&2+(=)-'&6):"5&2)66&#*()>";B

<*)%&)%&8-&81#)+-8/6"&'0)9"&/8%"9&9)("1#63&+-

D"2,+(#$%&%#(8#"')"%&)-&@&&1,A$#=;&L*)6"&2"&:0663

("1+77"-9&("89)-'&#*"&/++=&)-&)#%&"-#)("#35&#*)%

'0)9"&9)%#)66%&866&+:&#*"&("%"8(1*&8-9

("1+77"-98#)+-%&)-#+&8&%)-'6"&81#)+-8/6"&("%+0(1"

#*8#&3+0&18-&(":"("-1"&8'8)-&8-9&8'8)-&8%&3+0&/0)69

3+0(&9"",&2+(=&,(81#)1";&U+0$66&6"8(-&*+2&#+

)-#"'(8#"&9"",&2+(=&)-#+&3+0(&6):"&)-&+(9"(&#+&"4"10#"

8#&8&*)'*"(&6">"6&8-9&9)%1+>"(&#*"&("28(9%&#*8#&1+7"

2)#*&("'068(63&6+%)-'&3+0(%"6:&)-&7"8-)-':06&2+(=;

The ability to perform deep work is
becoming increasingly rare at exactly the

same time it is becoming increasingly
valuable in our economy.
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Navigate the Complete Guide to Deep
Work

Learn How to Practice Deep Work

• • •
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Protect your teamProtect your team
from constantfrom constant
interruptionsinterruptions
Twist is the first team messaging
app designed to support deep
work.

What makes Twist different?What makes Twist different?

https://twist.com/
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Enhance Your Ability to Do Deep Work

Eliminate Digital Distractions

Purge Shallow Work From Your Life

Start Your Deep Work Practice
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Learn How to Practice Deep Work

X8-3&+:&0%&*8>"&:+('+##"-&*+2&#+&:+10%&9"",63&+-&8

%)-'6"&#8%=5&+(&-">"(&("8663&6"8(-"9&#+&)-&#*"&:)(%#

,681";&?-&%1*++6&3+0&783&*8>"&9+-"&2"66&"-+0'*&/3

,(81#)1)-'&7+%#63&%*866+2&2+(=&+-&8&983Y#+Y983

/8%)%5&2)#*&#*"&+118%)+-86&9"",&2+(=&%"%%)+-&8&:"2

#)7"%&,"(&%"7"%#"(&#+&2()#"&8&68%#Y7)-0#"&,8,"(&+(

1(87&:+(&8&:)-86&"487;

!"8(-)-'&*+2&#+&,(81#)1"&9"",&2+(=&("T0)("%&3+0&#+

/"&7+("&)-#"-#)+-86&#*8-&3+0$>"&">"(&/""-&)-&%)##)-'

9+2-&("'068(63&#+&1+-1"-#(8#"&+-&*)'*Y)7,81#&#8%=%;

<*"%"&%#(8#"')"%&2)66&*"6,&3+0&%"6"1#&3+0(&,(":"(("9

:+(7&+:&9"",&2+(=5&/0)69&8&(+0#)-"&:(+7&%1(8#1*5&8-9

,(+>)9"&+,"(8#)-'&,()-1),6"%&8-9&#81#)1%&:+(

"7/(81)-'&#*"&,+2"(&+:&9)("1#"9&:+10%;

Choose Your Deep Work Strategy
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Execute a Grand Gesture
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18-$#&'"-"(8#"&/3&+0(%"6>"%;&!01=)635&1+77)##)-'&#+&8

9"",&2+(=&,(81#)1"&9+"%-$#&7"8-&2"$66&/"&0-8/6"&#+

("8,&#*"&/"-":)#%&+:&1+668/+(8#)+-;&R-&#*"&1+-#(8(35

#*"3&:""9&)-#+&+-"&8-+#*"(&/"80#):0663.&#)7"&%,"-#

6"8(-)-'&:(+7&+#*"(%&18-&/"&"4,6+("9&)-&7+("&9",#*

+-1"&2"$("&86+-"&)-&9"",&2+(=&7+9";&<*"&7)%#8="

6)"%&)-&8##"7,#)-'&#+&1+7/)-"&#*"&#2+5&8%&)%&+:#"-&#*"

c0%#):)18#)+-&/"*)-9&+,"-Y:6++(&+::)1"%;

S99)#)+-86635&3+0&18-&,(81#)1"&A1+668/+(8#)>"&9"",

2+(=B&)-&2*)1*&3+0&2+(=&2)#*&%+7"+-"&+-&8

,(+/6"75&/+#*&,0%*)-'&"81*&+#*"(&#+28(9%&'("8#

+0#,0#%&86+-'&#*"&283;&L*)6"&#)7"&:+(&%+6+&9"",

2+(=&("78)-%&)7,+(#8-#5&8-9&)%&%+7"#*)-'

"7,6+3"(%&%*+069&,()+()#)W"5&1+668/+(8#)+-&)%&8

,+2"(:06&#++6&#*8#&%*+069&/"&0%"9&("'068(63;

https://blog.doist.com/focused-teamwork/
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Operate Like a Billion Dollar Company

?-&K"",&L+(=5&D"2,+(#&)-#(+901"%&0%&#+&#*"

1+-1",#%&68)9&+0#&)-&#*"&/++=5&<*"&b&K)%1),6)-"%&+:

@4"10#)+-.&S1*)">)-'&U+0(&L)6963&?7,+(#8-#&E+86%;

L*)6"&)-#"-9"9&:+(&1+7,8-)"%5&#*"%"&%#(8#"')"%&8("

86%+&>8608/6"&#+&1+-%)9"(&8%&8-&)-9)>)9086;

2+),+/.+'#$@AB$C&,8)$&'$*"#$3+.7.0$D;/&4*('*&[&K)("1#

3+0(&"::+(#&#+&3+0(&7+%#&)7,+(#8-#&'+86%&90()-'&3+0(

9"",&2+(=&*+0(%;&d"",&3+0(&/)''"%#&+/c"1#)>"%&8#&#*"

:+(":(+-#&+:&3+0(&7)-9&#+&78="&)#&"8%)"(&#+&)'-+("

9)%#(81#)+-%&#*8#&9+-$#&%"(>"&3+0(&6+-'&#"(7&'+86%;

<(3&0%)-'&%#)1=3&-+#"%&+-&3+0(&9"%=&#*8#&6)%#&+0#&3+0(

#+,&,()+()#)"%&%+&3+0&9+-$#&:+('"#&#*"7;

V(+901#&<),.&F%"&#*"&<+9+)%#&N8>+()#"%&:"8#0("

#+&,)-&3+0(&7+%#&)7,+(#8-#&,(+c"1#%&)-&<+9+)%#

%+&#*"3$("&86283%&#+,&+:&7)-9;

2+),+/.+'#$@EB$F,*$&'$*"#$>#(7$%#()84#)&[&L*)6"&3+0

18-&8##"7,#&#+&784)7)W"&3+0(&68'')-'&7"8%0("&`);";

-07/"(&+:&/6+'&,+%#%&,0/6)%*"9a&)#&783&/"&7+("

>8608/6"&#+&+,#)7)W"&:+(&3+0(&6"89&7"8%0("&`);";

-07/"(&+:&*+0(%&%,"-#&2()#)-'&)-&9"",&2+(=a;&Q3

https://www.amazon.com/Disciplines-Execution-Achieving-Wildly-Important/dp/1491517751/
https://blog.doist.com/introducing-todoist-favorites
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)-1("8%)-'&#*"&-07/"(&+:&*+0(%&3+0&%,"-9&,"(&2""=

)-&8&%#8#"&+:&:+10%"9&1+-1"-#(8#)+-5&3+0$66&-8#0(8663

/"&)-&8&%#(+-'&,+%)#)+-&#+&811+7,6)%*&2*8#&3+0&%"#

+0#&#+;

2+),+/.+'#$@GB$H##/$($I&;/#..+'9$6,&4#J&(47&[&d"",

1+0-#&+:&*+2&78-3&*+0(%&3+0&%,"-9&)-&9"",&2+(=

7+9"&8-9&9)%,683&3+0(&#(81=)-'&%+7"2*"("&>)%)/6"

#+&="",&3+0&7+#)>8#"9;&D"2,+(#&%0''"%#%&="",)-'&8

,"-&8-9&,8,"(&#8663&+:&*+2&78-3&*+0(%&3+0&%,"-9

+-&9"",&2+(=;&S6#"(-8#"635&3+0&18-&80#+78#"&3+0(

%1+("/+8(9&2)#*&#)7"&#(81=)-'&#++6%&6)="&M"%10"<)7";

2+),+/.+'#$@KB$I4#(*#$($I(7#',#$&1$F,,&8'*(J+.+*0&[

?-&#*"&8/%"-1"&+:&8-&811+0-#8/)6)#3&/09935&="",&3+0(

2+(9&#+&3+0(%"6:&/3&1+77)##)-'&#+&98)63&+(&2""=63

(">)"2%&+:&3+0(&,(+'("%%;&C*"1=&)-&+-&3+0(&%1+("18(9

8-9&8%%"%%&2*3&3+0&783&/"&:866)-'&%*+(#&+:&#*"&'+86%

3+0$>"&%"#;&?:&3+0$("&"41""9)-'&#*"7&2)#*&"8%"5&)#

783&/"&#)7"&#+&,0%*&3+0(%"6:&:0(#*"(;

V(+901#&<),.&K0()-'&3+0(&,(+901#)>)#3&(">)"2%5

>)"2&1+7,6"#"9&#8%=%&+(&811"%%&3+0(&S1#)>)#3

!+'&)-&<+9+)%#&#+&(":6"1#&/81=&+-&">"(3#*)-'&3+0

811+7,6)%*"9&)-&#*"&68%#&2""=;

https://blog.doist.com/quantified-self-free-tools-track-optimize-life/
https://www.rescuetime.com/
https://get.todoist.help/hc/en-us/articles/205847912-View-completed-tasks
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Prioritize Downtime

<*"&9"",&2+(=&7"#*+9&)%-$#&+-63&8/+0#&2+(=&[&)#$%

86%+&8/+0#&2*8#&3+0&9+&2*"-&3+0(&2+(=983&)%

1+7,6"#";&D"2,+(#&,(+>)9"%&1+7,"66)-'&("8%+-%&2*3

2+(=)-'&6+-'&*+0(%&2)#*+0#&9+2-#)7"&18-&/"

9"#()7"-#86&#+&8&9"",&2+(=&,(81#)1";&X8=)-'

9+2-#)7"&8&,()+()#3&)%&="3&/"180%"&A("'068(63&("%#)-'

3+0(&/(8)-&)7,(+>"%&#*"&T086)#3&+:&3+0(&9"",&2+(=;B

2&L'*+;#$D;/4&M#)$N84$!"+'5+'9&[&_8>"&3+0

">"(&*)#&8&(+89/6+1=&)-&3+0(&2+(=5&"-9"9&#*"&983

)-&:(0%#(8#)+-5&+-63&#+&1+7"&/81=&#*"&-"4#&983

2)#*&8&,"(:"1#63&:+(7"9&%+60#)+-^&<*)%&)%&#*"

,+2"(&+:&#*"&,80%";&S66+2)-'&3+0(&7)-9&#+&("%#

6"#%&3+0&#+&2+(=&#*(+0'*&1+7,6"4&1*866"-'"%

2)#*&'("8#"(&168()#3&#*8-&):&3+0&,+2"("9&+-

"7,#3;&S%&D"2,+(#&-+#"%5&A,(+>)9)-'&3+0(

1+-%1)+0%&/(8)-&#)7"&#+&("%#&"-8/6"%&3+0(

0-1+-%1)+0%&7)-9&#+&#8="&8&%*):#&%+(#)-'&#*(+0'*

3+0(&7+%#&1+7,6"4&,(+:"%%)+-86&1*866"-'"%;B

2&L'*+;#$<#/.#'+)"#)$N84$FJ+.+*0$*&$-4(,*+,#

2##/$3&45&[&K"",&L+(=&78="%&#*"&18%"&#*8#

A3+0&18-&("%#+("&3+0(&8/)6)#3&#+&9)("1#&3+0(

8##"-#)+-&):&3+0&')>"&#*)%&81#)>)#3&8&("%#B;&S:#"(

2+(=5&9+-$#&9)("1#&3+0(&8##"-#)+-&#+&*)'*&,()+()#3

#8%=%;&?-%#"89&')>"&3+0(&7)-9&0-)-#"((0,#"9&("%#

https://blog.doist.com/9-ways-to-create-more-time/
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V(+901#)>)#3&<),.&?7,6"7"-#&8&A%*0#9+2-

()#086B&#*8#&')>"%&3+0(&7)-9&8&16"8(&%)'-86&#*8#

2+(=&)%&9+-"&:+(&#*"&983&8-9&3+0(&7)-9&18-&'+

)-#+&,(+1"%%)-'&7+9";&N+(&)-%#8-1"5&(0-

#*(+0'*&3+0(&#+Y9+&6)%#&:+(&#*"&983&8-9&16+%"

3+0(&68,#+,;

Q81=&#+&#*"&#8/6"&+:&1+-#"-#%

#*(+0'*&81#)>)#)"%&6)="&'8#*"()-'&2)#*&:()"-9%&+(

:87)635&1++=)-'5&+(&286=)-'&)-&-8#0(";&S9>"(%"635

%-"8=)-'&)-&"4#(8&"78)6%&+(&'(+0,&1*8#

1+->"(%8#)+-%&9+"%&-+#&866+2&:+(&#(0"&("%#;

N84$FJ+.+*0$1&4$2##/$3&45$+)$C+'+*#&[

F-:+(#0-8#"635&8%&>8608/6"&8%&9"",&2+(=&)%5&)#

18-$#&/"&9+-"&)-&0-6)7)#"9&T08-#)#3;&D"2,+(#

%0''"%#%&#*"&0,,"(&6)7)#&:+(&9"",&2+(=&,"(&983&)%

:+0(&*+0(%;&Q"3+-9&#*)%5&+0(&8/)6)#3&#+&9)("1#

:+10%"9&8##"-#)+-&9)7)-)%*"%;&E)>"-&#*)%5&#*"("&)%

,6"-#3&+:&#)7"&)-&#*"&">"-)-'&#+&78="&(++7&:+(

#*"&9+2-#)7"&#*8#&2)66&%"(>"&3+0(&9"",&2+(=

%"%%)+-%&#*"&:+66+2)-'&983;

https://blog.doist.com/how-to-leave-work-on-time/
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Enhance Your Ability to Do Deep Work

U+0$("&-+2&:87)6)8(&2)#*&#*"&/8%)1%&+:&9"",&2+(=;&?#$%

#)7"&#+&7+>"&#+28(9%&%#("-'#*"-)-'&#*"&,(81#)1"

8-9&'"##)-'&#*"&7+%#&+0#&+:&9"",&2+(=&/3

1+-9)#)+-)-'&3+0(&7)-9;&C+-1"-#(8#)+-&)%-$#&8&')>"-;

?#&("T0)("%&,(81#)1"&+>"(&#)7"&#+&9">"6+,&#*)%&%=)66;

K)%#(81#)+-%&8("&#*"&"-"73&+:&9"",&2+(=;

F-:+(#0-8#"635&#*"3$("&">"(32*"("&)-&#*"&:+(7&+:

3+0(&<2)##"(&#)7"6)-"5&?-%#8'(87&:""95&O681=

-+#):)18#)+-%5&8-9&"78)6&)-/+4;&U+0&18-&%#8(#&#*"&983

2)#*&#*"&/"%#&+:&)-#"-#)+-%5&8-&87,6"&#+Y9+&6)%#5&8-9&8

'87"&,68-&#+&'"#&">"(3#*)-'&9+-";&U"#5&#*"&*+0(%&%6),

8-9&3+0&:8)6&#+&811+7,6)%*&8-3#*)-'&7"8-)-':06;

D"2,+(#&78="%&#*)%&)7,+(#8-#&,+)-#.&A"::+(#%&#+

9"","-&3+0(&:+10%&2)66&%#(0''6"&):&3+0&9+-$#

%)706#8-"+0%63&2"8-&3+0(&7)-9&:(+7&8&9","-9"-1"

+-&9)%#(81#)+-;B

<*)%&%"1#)+-&"7,*8%)W"%&#*"&7"-#86&#81#)1%&#*8#&18-

/"&0%"9&#+&*+-"&+0(&8/)6)#3&#+&1+-1"-#(8#"&:+(&6+-'

,"()+9%&+:&#)7";

Make Focus Your Default Mode

S%&8&'"-"(86&(06"5&D"2,+(#&%0''"%#%&#*"&:+66+2)-'.

AO1*"906"&)-&89>8-1"&2*"-&3+0$66&0%"&#*"&?-#"(-"#5

8-9&#*"-&8>+)9&)#&86#+'"#*"(&+0#%)9"&#*"%"&#)7"%;B

https://blog.doist.com/asynchronous-communication-betting-against-slack/
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M8#*"(&#*8-&%2)#1*)-'&/81=&8-9&:+(#*&/"#2""-

9)%#(81#)+-&8-9&2+(=5&6+2"()-'&3+0(&8/)6)#3&#+

,"(:+(7&#*"&68##"(5&="",&+::&9)%#(81#)-'&2"/%)#"%&8-9

8,,%&:+(&8&,("9"#"(7)-"9&87+0-#&+:&#)7";&O)7,63

,0#5&78="&A+::6)-"B&3+0(&9":806#;

V(+901#&<),.&F%"&%)#"Y/6+1=)-'&8,,%&6)="&O"6:

C+-#(+6&8-9&N(""9+7&#+&811"%%&#*"&)-#"(-"#&8#

%"#&)-#"(>86%;&?:&3+0&-""9&#*"&)-#"(-"#&:+(&9"",

2+(=&6)="&("%"8(1*5&3+0&18-&10(8#"&6)%#%&#+&/6+1=

2"/%)#"%&6)="&<2)##"(&8-9&N81"/++=&8-9&866+2

2"/%)#"%&6)="&E++'6"&O1*+68(&8-9&eO<RM;

_"("&8("&%">"(86&%#(8#"')"%&#+&*"6,&)7,(+>"&3+0(

:+10%&8-9&'"#&/"##"(&8#&("%)%#)-'&9)%#(81#)+-;

Add the Pressure of Time

O"#&0,&/6+1=%&+:&#)7"&#+&8-%2"(&"78)6%&(8#*"(

#*8-&6)>)-'&)-&3+0(&)-/+4&866&983;

?:&3+0&'"#&%#01=&8-9&-""9&#+&'+&+-6)-"&#+&1*"1=

%+7"#*)-'5&("%)%#&#*"&0('"&8-9&18((3&+-&2)#*

K"",&L+(=&+(&%2)#1*&#+&8-+#*"(&+::6)-"&81#)>)#3

Q6+1=&+::&#)7"&+-6)-"&">"-&2*)6"&3+0$("&8#&*+7"

https://selfcontrolapp.com/
https://freedom.to/
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R-"&%#(8#"'3&#*8#&18-&*"6,&)-#"-%):3&9"",&2+(=&)%

)7,+%)-'&#)7"&6)7)#%&+-&3+0(%"6:;&<*"%"&#)7"&6)7)#%

%*+069&%#("#1*&3+0(&8/)6)#)"%&/0#&-+#&/"&)7,+%%)/6"&#+

811+7,6)%*;&N+(&)-%#8-1"5&3+0&7)'*#&'0"%%&#*8#

("%"8(1*)-'&8&#+,)1&:+(&8&I]HH&2+(9&"%%83&#8="%

8(+0-9&Z&*+0(%;&<*)%&%#(8#"'3&,(+,+%"%&#*8#&3+0&')>"

3+0(%"6:&I;]&*+0(%&)-%#"89;

?-&#*"&,("%"-1"&+:&8&%7866"(&#)7"&2)-9+25&2"$("

:+(1"9&#+&6">"(8'"&9"",&1+-1"-#(8#)+-&#+&:)-)%*&#*"

#8%=;&?-&+0(&(81"&8'8)-%#&#*"&16+1=5&2"&0#)6)W"&">"(3

%#(8#"'3&8#&+0(&9)%,+%86&#+&)7,(+>"&+0(&"::)1)"-13;

D"2,+(#&9"%1()/"%&#*)%&8%&A)-#"(>86&#(8)-)-'&:+(&#*"

8##"-#)+-&1"-#"(%&+:&3+0(&/(8)-B;

O#8(#&%7866&/3&#(3)-'&+0#&#*)%&7"#*+9&+-1"&8&2""=5

8-9&%#8(#&899)-'&#*"%"&)-#"(>86&%"%%)+-%&7+("

:("T0"-#63;

Make Space for Deep Thinking

X)-9:06-"%%&7"9)#8#)+-&8%=%&,(81#)#)+-"(%&#+

(","8#"963&/()-'&3+0(&8##"-#)+-&/81=&#+&3+0(&/("8#*5

*"8(#/"8#5&+(&+#*"(&+/c"1#&+:&:+10%&2*"-&3+0(&7)-9

28-9"(%;&<*"&,(81#)1"&+:&A,(+901#)>"&7"9)#8#)+-B

8%=%&0%&#+&9+&%+7"#*)-'&%)7)68(.

!:5&,7$*+,$%,1#$36-.(/&,2&3(.*.($),(',.$,.*=&,*,1&#($3
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M8#*"(&#*8-&0%)-'&#*"&#)7"&2"&%,"-9&:+69)-'&680-9(3

+(&9+)-'&#*"&9)%*"%&2)#*&8&,+918%#5&809)+/++=5&+(

,*+-"&18665&D"2,+(#&%0''"%#%&%,"-9)-'&#2+&+(&#*(""

#)7"%&,"(&2""=&)-&8&%#8#"&+:&A,(+901#)>"&7"9)#8#)+-B;

K0()-'&#*)%&#)7"5&1+-#"7,68#"&8-9&2+(=&#*(+0'*&8

1*866"-')-'&,(+/6"7;&<*)%&,(81#)1"&*"6,%&3+0(

)7,(+>"&3+0(&8/)6)#3&#+&#*)-=&9"",63&8-9&9)("1#&3+0(

8##"-#)+-&2*)6"&)'-+()-'&9)%#(81#)+-&`-87"635&+#*"(

#*+0'*#%a;

_"("&8("&%+7"&,(+/6"7%&3+0&783&"-1+0-#"(&2*)6"

8##"7,#)-'&,(+901#)>"&7"9)#8#)+-&8-9&*+2&#+&10(#8)6

#*"7.

Practice Memory Games

L+(=)-'&+-&3+0(&7"7+(3&)%&3"#&8-+#*"(&#81#)1

D"2,+(#&("1+77"-9%&#+&,()7"&3+0(&7)-9&:+(&9"",

2+(=;&<*"&:+10%&#*8#&7"7+()W8#)+-&("T0)("%&)%

/"-":)1)86&2*"-&)#&1+7"%&#)7"&#+&%)#&9+2-&8-9&9)("1#

3+0(&:+10%&#+28(9%&8-&)7,+(#8-#&#8%=&8#&2+(=;

S%&D"2,+(#&-+#"%5&AS&%)9"&"::"1#&+:&7"7+(3

(),;5(-5,0$6C#&,$--61(&3,150'(-*++0,86.,)$.,2&).*++0D

;*+=()7<,E$77()7<,3#(/()7<,'5$;&#()7D*)3,%$-6',0$6#

*..&).($),$),*,'()7+&,;&++43&%()&3,1#$%&''($)*+

1#$8+&29>
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#(8)-)-'f)%&8-&)7,(+>"7"-#&)-&3+0(&'"-"(86&8/)6)#3

#+&1+-1"-#(8#";B

_"("&8("&8&:"2&7"7+(3&"-*8-1)-'&"4"(1)%"%&#+&#(3.

L*)6"&%,"-9)-'&#)7"&+-&8-&81#)>)#3&3+0&2"("&*8,,3

#+&6"8>"&/"*)-9&)-&%1*++6&9+"%-$#&%+0-9&"-#)1)-'5

#(8)-)-'&3+0(&7"7+(3&2)66&"-*8-1"&3+0(&8/)6)#3&#+

1+-1"-#(8#"&8-9&)7,(+>"&3+0(&18,81)#3&#+&1+7,6"#"

9"",&2+(=;

Q81=&#+&#*"&#8/6"&+:&1+-#"-#%

Eliminate Digital Distractions

L*)6"&,()7)-'&+0(&7)-9%&#+&,()+()#)W"&:+10%&)%

"::"1#)>"5&"6)7)-8#)-'&9)%#(81#)+-%&86#+'"#*"(&18-&/"

">"-&7+("&,+2"(:06&)-&9">"6+,)-'&8&9"",&2+(=

,(81#)1";&L*)6"&%+7"&+:&#*"&A-"#2+(=&#++6%B&2"&0%"

8("&+/>)+0%&9)%#(81#)+-%5&#*"("&8("&78-3&#*8#&"4)%#&)-

V(81#)1"&7"7+()W)-'&8&9"1=&+:&18(9%

!"8(-&8&%+-'&+(&,+"7&/3&*"8(#

C+77)#&8&6)%#&+:&2+(9%&)-&8&:+(")'-&68-'08'"&#+

7"7+(3

X"7+()W"&#*"&+(9"(&+:&8&%#81=&+:&/++=%
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8&'(83&8("8;&<*"3&#8="&#)7"&8283&:(+7&*)'*&6">"(8'"

81#)>)#)"%5&/0#&18-&86%+&,(+>)9"&*0'"&/"-":)#%;&N+(

)-%#8-1"5&#)7"&%,"-#&%1(+66)-'&#*(+0'*&<2)##"(&18-&/"

28%#":06&8-9&%#("#1*&+-&:+(&*+0(%&):&2"$("&-+#

18(":06;&_+2">"(5&)#&18-&86%+&/"&8&0%":06&,68#:+(7&:+(

1("8#)-'&>)%)/)6)#3&8(+0-9&+0(&2+(=5&1+--"1#)-'&3+0

2)#*&)-#"("%#)-'&,"+,6"5&8-9&"4,+%)-'&+0(%"6>"%&#+

-"2&)9"8%;

<*)%&%"1#)+-&2)66&9)>"&)-#+&#*"&/"%#&283&#+&899("%%

#*"%"&#(89"+::%&8-9&%"6"1#&#++6%&#*8#&#(063&%0,,+(#

+0(&*)'*"%#&*"69&'+86%;

Choose Your Digital Toolset Wisely

D"2,+(#&%0''"%#%&#*8#&A#+&78%#"(&#*"&8(#&+:&9"",

2+(=f3+0&70%#&#8="&/81=&1+-#(+6&+:&3+0(&#)7"&8-9

8##"-#)+-&:(+7&#*"&78-3&9)>"(%)+-%&#*8#&8##"7,#&#+

%#"86&#*"7;B

<*)%&7"8-%&/")-'&7+("&%"6"1#)>"&8/+0#&#*"&#++6%&2"

0%"5&("c"1#)-'&#*"&AS-3YQ"-":)#&S,,(+81*&#+&D"#2+(=

<++6&O"6"1#)+-B&8-9&"7/(81)-'&#*"&A<*"&C(8:#%78-

S,,(+81*&#+&<++6&O"6"1#)+-B;

!"#$%&'()#&#*+,$%--./01"$,/$2#,3/.4$!//5$6#5#1,+/&F

G$6C#&,E6'.(%(&3,(),6'()7,*,)&.;$#=,.$$+,(%,0$6,-*)

(3&).(%0,*)0,1$''(8+&,8&)&%(.,.$,(.',6'&<,$#,*)0.5()7,0$6
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<*"&C(8:#%78-&S,,(+81*&9"78-9%&#*8#&2"&/"&7+("

9)%1"(-)-'&2*"-&9"1)9)-'&2*)1*&8,,%&2"&6"#&)-#+&+0(

6)>"%&8-9&2*)1*&+-"%&2"&+,#&#+&9"6"#";&L"$("&:+(1"9

#+&1*++%"&T086)#3&+>"(&T08-#)#3&8-9&+-63&0%"&#++6%

#*8#&%0,,+(#&+0(&*)'*Y6">"6&'+86%;&_"("$%&D"2,+(#$%

,("1)%"&:(87"2+(=&#+&8,,63&#*)%&7)-9%"#&#+&3+0(

9)')#86&6):".

?9"-#):3&3+0(&7+%#&)7,+(#8-#&'+86%&8#&2+(=&8-9

)-&6):"

I

!)%#&#*"&#+,&GYZ&81#)>)#)"%&("T0)("9&#+&81*)">"

"81*&'+86

G

S%%"%%&"81*&#++6&3+0&,("%"-#63&0%"&#+&%""&):&#*"3

*8>"&8&%)'-):)18-#63&,+%)#)>"&)7,81#5&%)'-):)18-#63

-"'8#)>"&)7,81#5&+(&-"0#(86&)7,81#&+-&#*"

81#)>)#)"%&3+0&+0#6)-"9&8/+>"

Z

@6)7)-8#"&#*"&#++6%&#*8#&9+&-+#&*8>"&8b

2(75.,1$''(8+0,2('',$6.,$),(%,0$6,3$)C.,6'&,(.9

!"#$7.0*,890&$%--./01"$,/$!//5$6#5#1,+/&F,H3&).(%0

.5&,-$#&,%*-.$#',.5*.,3&.&#2()&,'6--&'',*)3,5*11()&''

(),0$6#,1#$%&''($)*+,*)3,1&#'$)*+,+(%&9,I3$1.,*,.$$+,$)+0

(%,(.',1$'(.(/&,(21*-.',$),.5&'&,%*-.$#','68'.*).(*++0

$6.;&(75,(.',)&7*.(/&,(21*-.'9
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_"("$%&8&1+-1("#"&"487,6"&+:&*+2&#+&8,,63&#*)%

:(87"2+(=.

Q3&86)'-)-'&#*"&9)')#86&#++6%&3+0&0%"&2)#*&3+0(&'+86%

8-9&#*"&="3&81#)>)#)"%&("T0)("9&#+&81*)">"&#*"75&3+0

+,"-&#*"&9++(&#+&81*)">)-'&"41"66"-1"&)-&">"(3#*)-'

3+0&9+&/3&*8(-"%%)-'&#*"&,+2"(&+:&:+10%;

Stop Using Social Media

?-&8-&)9"8&*"&"4,8-9%&+-&%)'-):)18-#63&)-&*)%&7+("

("1"-#&/++=&K)')#86&X)-)786)%75&D"2,+(#&%0''"%#%&8

%"6:Y)7,+%"9&%+1)86&7"9)8&/8-&:+(&#*)(#3&983%;&L*)6"

*"&81=-+26"9'"%&#*8#&%+1)86&7"9)8&A18-&/"&:0-B5&*"

0('"%&0%&#+&86%+&("1+'-)W"&#*8#&)#$%&8&A9)%#(81#)+-

87+-'&78-3&#*("8#"-)-'&#+&9"(8)6&3+0&:(+7

%+7"#*)-'&9"","(B;

?:&#*"&8,,%&8-9&2"/%)#"%&3+0&0%"&+-&8&98)63&/8%)%&8("

0%0(,)-'&3+0(&"::+(#%&#+&"-'8'"&)-&9"",&2+(=5

D"2,+(#$%&,(+,+%"9&9)')#86&9"160##"(&)%&2+(#*

,0(%0)-';&K"6"#"&8,,%&6)="&<2)##"(5&?-%#8'(875

N81"/++=5&O-8,1*8#5&8-9&<)=<+=&:(+7&3+0(&,*+-"

8-9&("%+6>"&-+#&#+&811"%%&#*"7&+-&3+0(&9"%=#+,

9">)1";

%)'-):)18-#63&,+%)#)>"&)7,81#&#*8#&+0#2")'*%&#*"

-"'8#)>"&)7,81#%

https://blog.doist.com/cal-newport-digital-minimalism/
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S:#"(&#*)(#3&983%5&D"2,+(#&%0''"%#%&8%=)-'&3+0(%"6:

#*"&:+66+2)-'&T0"%#)+-%&8/+0#&"81*&%+1)86&7"9)8

,68#:+(7&3+0&("%+6>"9&-+#&#+&0%".

U+0&783&/"&%0(,()%"9&/3&#*"&8-%2"(%.&78-3&:)-9

#*"%"&%"(>)1"%&8("&-+#&8%&1"-#(86&#+&#*")(&6)>"%&8%&#*"3

+-1"&/"6)">"9&8-9&#*"3$("&*8,,)"(&8-9&7+("&:06:)66"9

2)#*+0#&#*"7;&U+0&783&:)-9&#*"&%87";&R(&-+#;

M"'8(96"%%5&)#$%&2+(#*&"4,6+()-'&):&#*"%"&#++6%&8("

6)-1*,)-%&)-&3+0(&6):"&+(&"7,#3&,8%#)7"%;

Find Replacements for Internet Entertainment

L"$>"&"%#8/6)%*"9&#*8#&#*"("$%&8-&0,,"(&6)7)#&#+&#*"

87+0-#&+:&9"",&2+(=&3+0&18-&811+7,6)%*&"81*&983

8-9&#*8#&3+0&%*+069&78="&%,81"&:+(&9+2-#)7"&#+

"-*8-1"&3+0(&8/)6)#3&#+&1+-1"-#(8#"&2*"-&3+0&-""9

#+;&_+2">"(5&9+2-#)7"&*8%&1+7"&#+&7"8-&28#1*)-'

D"#:6)45&%1(+66)-'&#*(+0'*&U+0<0/"5&8-9&:6),,)-'

#*(+0'*&-"2&%)#"%&:+(&1+-#"-#&#*8#&18#1*"%&+0(&"3";

M"%)%#&#*"&0('"&#+&"-#"(#8)-&3+0(%"6:&2)#*&#*"

)-#"(-"#5&8-9&%""=&+0#&/"##"(&6")%0("&81#)>)#)"%&#+

784)7)W"&3+0(&9+2-#)7";&D"2,+(#&-+#"%&#*8#&A#+

AL+069&#*"&68%#&#*)(#3&983%&*8>"&/""-&-+#8/63

/"##"(&):&?&*89&/""-&8/6"&#+&0%"&#*)%&%"(>)1"^B

I

AK)9&,"+,6"&18("&#*8#&?&28%-$#&0%)-'&#*)%&%"(>)1"^BG
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"6)7)-8#"&#*"&899)1#)>"&,066&+:&"-#"(#8)-7"-#&%)#"%

+-&3+0(&#)7"&8-9&8##"-#)+-5&')>"&3+0(&/(8)-&8&T086)#3

86#"(-8#)>";B

L)#*+0#&*8>)-'&T086)#3&86#"(-8#)>"%&#+&899)1#)>"

+-6)-"&%)#"%5&2"$("&#"#*"("9&#+&+0(&9">)1"%&)-&8&283

#*8#$%&-+#&1+-901)>"&#+&,(+#"1#)-'&+0(&8##"-#)+-;

O0/%#)#0#)-'&*)'*YT086)#3&6")%0("&:+(&+-6)-"

"-#"(#8)-7"-#&2)66&*"6,&3+0&("%)%#&#*"&0('"&#+&0%"

#*"&)-#"(-"#&8%&8&1(0#1*&2*"-&2"$("&/+("9&8-9

6++%"-&#*"&*+69&#*8#&%+1)86&7"9)8&8-9&+-6)-"&8,,%

*8>"&+-&+0(&8##"-#)+-;

Q81=&#+&#*"&#8/6"&+:&1+-#"-#%

Purge Shallow Work From Your Life

X84)7)W)-'&9"",&2+(=&)-&3+0(&%1*"906"5&*+-)-'&3+0(

8/)6)#3&#+&,"(:+(7&)#5&8-9&("901)-'&9)%#(81#)+-%&8("&866

)7,+(#8-#&,8(#%&+:&#*"&"T08#)+-;&<*"&7)%%)-'&,)"1"

2"&*8>"-$#&9)%10%%"9&)%&("7+>)-'&%*866+2&2+(=&:(+7

3+0(&983Y#+Y983;&R:&1+0(%"5&"6)7)-8#)-'&866&%*866+2

2+(=&)%&)7,+%%)/6";&<*"("&2)66&86283%&/"

897)-)%#(8#)>"&8-9&6+')%#)186&#8%=%&3+0&-""9&#+

8##"-9&#+.&%"-9)-'&"78)6%5&/++=)-'&2+(=&#(8>"65&8-9

%0/7)##)-'&"4,"-%"&(",+(#%;&_+2">"(5&#*"("$%&8&6+#&+:

%*866+2&2+(=&#*8#&18-&/"&1066"9&)-&8-&"::+(#&#+
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784)7)W"&3+0(&#)7"&%,"-#&+-&9"",&2+(=;&<*)%&2)66

"-8/6"&3+0&#+&,0%*&3+0(&18(""(&8-9&,"(%+-86

,0(%0)#%&:+(28(9;

Schedule Your Day Methodically

O#8(#)-'&3+0(&983&2)#*&8&,68-&)%&#*"&/"%#&283&#+

8,,(+81*&9"",&2+(=;&L*)6"&)#$%&)7,+(#8-#&#+

81=-+26"9'"&8&983&#3,)18663&2+-$#&'+&"481#63&8%

,68--"95&)#$%&)7,+(#8-#&#+&%"#&8&%#(8#"'3&("'8(96"%%;

D"2,+(#&("1+77"-9%&#*8#&3+0&A%1*"906"&">"(3

7)-0#"&+:&3+0(&983B;&L*)6"&#*)%&783&%+0-9&9(8%#)15

#*)%&#)7"Y/6+1=)-'&8,,(+81*&#+&,(+901#)>)#3&)%-$#&8%

"4#("7"&8%&)#&%+0-9%;&O)7,63&9)>)9"&3+0(&2+(=&983

)-#+&/6+1=%&8-9&8%%)'-&81#)>)#)"%&#+&"81*&+-"

`)-1609)-'&(++7&:+(&7"86%&8-9&/("8=%a;&<*)%&7"#*+9

86%+&:+(1"%&3+0&#+&/"&#*+0'*#:06&8/+0#&/8#1*)-'

%)7)68(&#8%=%;&N+(&)-%#8-1"5&):&3+0&*8>"&#2+&,"+,6"

3+0&-""9&#+&1866&8-9&#*(""&,"+,6"&3+0&-""9&#+&"78)65

1+7/)-"&#*+%"&#8%=%&)-#+&+-"&/6+1=&+:&%*866+2&2+(=

8:#"(&8&9"",&2+(=&%"%%)+-;

<*"("&8("&#2+&1+77+-&)%%0"%&#*8#&8()%"&2*"-&3+0

%1*"906"&3+0(&983.

U+0&)-1+(("1#63&"%#)78#"&*+2&6+-'&#8%=%&2)66&#8="I

D"2&#8%=%&8()%"&9)%,681)-'&2*8#&3+0&)-)#)8663G

Productivity Teamwork Remote Work Todoist Twist Ask Doist Comics

https://blog.doist.com/the-ultimate-guide-to-personal-productivity-methods
https://blog.doist.com/
https://blog.doist.com/category/productivity/
https://blog.doist.com/category/teamwork/
https://blog.doist.com/category/remote-work/
https://blog.doist.com/category/todoist/
https://blog.doist.com/category/twist/
https://blog.doist.com/category/ask-doist/
https://blog.doist.com/category/comics/
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<*"%"&%*+069&/"&#8="-&)-&%#()9"&(8#*"(&#*8-&:(0%#(8#"

3+0;&R>"(&#)7"5&3+0$66&/"1+7"&/"##"(&8#&"%#)78#)-'

*+2&6+-'&8&#8%=&2)66&#8="&8-9&18-&6"8(-&#+&9":806#&#+

+>"("%#)78#)+-;&U+0&18-&86%+&78="&0%"&+:&A+>"(:6+2

1+-9)#)+-86&/6+1=%B&2*"("&3+0&899&/0::"(&%6+#%&#+

3+0(&%1*"906"&):&3+0&9+-$#&=-+2&*+2&6+-'&%+7"#*)-'

2)66&#8=";&<*)%&2)66&,(+>)9"&3+0&2)#*&7+("&#)7"&):&3+0

'+&+>"(&3+0(&"%#)78#"5&+(&("%"(>"&8-+#*"(&/6+1=&:+(&8

9)::"("-#&#8%=;

<*"&,+)-#&+:&#)7"&/6+1=)-'&)%-$#&#+&1("8#"&8&%1*"906"

3+0&18-&%#)1=&#+&,"(:"1#63&"81*&983;&?-%#"895&#*)%

"4"(1)%"&:+(1"%&3+0&#+&/"&7+("&)-#"-#)+-86&2)#*&3+0(

#)7"&8-9&*+2&3+0&9)("1#&3+0(&8##"-#)+-;

Assign Shallow and Deep Grades to Your Work

?-&+(9"(&#+&:+10%&+-&9"",&2+(=&8-9&9"1("8%"&%*866+2

2+(=5&)#$%&)7,+(#8-#&#+&9)%#)-'0)%*&2*)1*&)%&2*)1*;

S%%)'-)-'&8&%)7,6"&A9"",B&+(&A%*866+2B&'(89"&#+&#*"

2+(=&3+0&*8>"&,68--"9&)%&8&T0)1=&283&#+&9"#"(7)-"

2*"("&3+0&%*+069&:+10%&3+0(&#)7"&7+%#&)-#"-#63;

_"("&8("&8&:"2&T0"%#)+-%&3+0&18-&8%=&3+0(%"6:&#+

9"#"(7)-"&):&8&#8%=&T086):)"%&8%&9"",&2+(=.

,68--"9
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?:&3+0&18-&"8%)63&8-%2"(&A3"%B&#+&7+%#&+:&#*"

T0"%#)+-%&8/+>"5&#*"&#8%=&6)="63&:866%&0-9"(&#*"

18#"'+(3&+:&A9"",&2+(=B&8-9&)%&2+(#*&3+0(&"::+(#&#+

,()+()#)W"&)-&3+0(&%1*"906";

L*)6"&)#$%&-+#&86283%&16"8(&2*"("&2+(=&:866%&+-&#*"

%*866+2&#+&9"",&%,"1#(075&#8=)-'&#)7"&#+&78="&#*"

9)%#)-1#)+-&:+(&3+0(%"6:&)%&>8608/6"&)-&1("8#)-'&8

*)"(8(1*3&:+(&3+0(&8##"-#)+-&2)#*&9"",&2+(=&8#&#*"

#+,;

V(+901#&<),.&F%"&<+9+)%#&68/"6%&#+&#8'&3+0(&#8%=%

8%&A9"",&2+(=B&+(&A%*866+2&2+(=B;&_8>)-'&#+

,*3%)18663&%2)#1*&/"#2""-&#*"&#2+&#8%=&>)"2%&)%

8&*"6,:06&("7)-9"(&+:&2*"("&#+&,0#&3+0(&#)7"

8-9&8##"-#)+-;

K+"%&#*)%&#8%=&("T0)("&:+10%"9&8##"-#)+-^

K+"%&#*)%&#8%=&("T0)("&%,"1)86)W"9&#(8)-)-'&+(

=-+26"9'"^

K+"%&#*)%&#8%=&1("8#"&-"2&>860"&)-&#*"&2+(69^

L+069&#*)%&#8%=&/"&9)::)106#&#+&(",6)18#"^

https://get.todoist.help/hc/en-us/articles/360000029000-How-to-best-use-labels
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Get Your Boss on Board With Deep Work

<*"&7+9"(-&2+(=,681"&)%&/)8%"9&#+28(9%&%*866+2

2+(=;&C+7,8-)"%&78="&6)##6"&#+&-+&"::+(#&#+&T08-#):3

#*"&1+%#%&+:&%*866+2&2+(=5&:8)6)-'&#+&("1+'-)W"&#*"

9+668(&87+0-#&6+%#&2*"-&%=)66"9&,"+,6"&9+-$#&:+10%

+-&9"",&2+(=;&<*"3&9":806#&#+&#*"&%#8#0%&T0+&+:

1+-%#8-#&1+--"1#)>)#3&8-9&("'068(63&+110(()-'

7""#)-'%&)-%#"89&+:&,()+()#)W)-'&6+-'Y#"(7&)7,81#;

Q0%3-"%%&)%&>)"2"9&8%&8&%)'-&+:&'"##)-'&#*)-'%&9+-"5

(8#*"(&#*8-&)#%&9)("1#&89>"(%8(3;

_+2">"(5&866&*+,"&)%&-+#&6+%#;&X8-3&8("&+,"-&#+&#*"

)9"8&+:&7)-)7)W)-'&)-:+(78#)+-&+>"(6+89&8-9

9)%#(81#)+-%&8#&2+(=5&866+2)-'&9"",&2+(=&#+&:6+0()%*5

8-9&*"6,)-'&"7,6+3""%&9+&#*")(&/"%#&2+(=;&U+0(&/+%%

7)'*#&/"&+-"&+:&#*"7;&@4,68)-&#*"&1+-1",#&+:&9"",

2+(=&8-9&%*866+2&2+(=&#+&#*"75&0%)-'&"487,6"%

:(+7&3+0(&+2-&#3,)186&2+(=983;&<*"-5&8%=&#*"7&#*)%

T0"%#)+-.&AL*8#&,"(1"-#8'"&+:&73&#)7"&%*+069&/"

%,"-#&+-&%*866+2&2+(=^B

Q3&'"##)-'&%0,,+(#&:(+7&3+0(&78-8'"(&#+&%,"-9&#)7"

+-&9"",&2+(=&8-9&'"##)-'&8-&8,,(+4)78#"&A%*866+2Y

#+Y9"",&(8#)+B5&3+0$66&/"&/"##"(&8/6"&#+&%#(01#0("&3+0(

#)7"&8#&2+(=&8-9&=-+2&#*8#&3+0(&/+%%&%0,,+(#%&3+0

)-&0-1*8)-)-'&3+0(%"6:&:(+7&3+0(&)-/+4&8-9&9"6>)-'

)-#+&2+(=&#*8#&,(+>)9"%&9"",&>860"&#+&3+0(&1+7,8-3;

https://blog.doist.com/focused-teamwork/
https://www.uipath.com/blog/three-reasons-your-employees-cant-do-their-best-work
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?:&#*"("&8("&%,"1):)1&283%&3+0(&78-8'"(&18-&%0,,+(#

3+0&)-&3+0(&T0"%#&:+(&9"",&2+(=5&6"#&#*"7&=-+2;

V(+901#&<),.&?:&3+0(&2+(=,681"&O681=&'(+0,&)%&8

%+0(1"&+:&1+-%#8-#&9)%#(81#)+-5&%0''"%#&#*8#

3+0(&"-#)("&#"87&1+069&/"-":)#&:(+7&7+>)-'

:(+7&#"87&1*8#&#+&8-&8%3-1*(+-+0%

1+770-)18#)+-&#++6&6)="&<2)%#;

Limit Your Workday

@7/(81"&A:)4"9Y%1*"906"&,(+901#)>)#3B;&M8#*"(&#*8-

2+(=)-'&()9)106+0%&*+0(%&#+&811+7,6)%*&3+0(&'+86%5

1+-%#(8)-&3+0(%"6:&#+&8&#3,)186&")'*#Y*+0(&2+(=&983

#*8#&:+(1"%&3+0&#+&/"&(0#*6"%%&1*++%)-'&2*"("&#+

%,"-9&3+0(&#)7"&8-9&"-"('3;

M"7+>"&%*866+2&2+(=&:(+7&3+0(&%1*"906"5&9+-$#

"-#"(#8)-&+,,+(#0-)#)"%&#*8#&9+&6)##6"&#+&%"(>"&3+0(

'+86%5&8-9&/"&6)/"(86&)-&3+0(&0%"&+:&#*"&2+(9&A-+B;

L)#*&6)7)#"9&#)7"&8#&3+0(&9)%,+%865&3+0$66&-""9&#+&/"

7"#*+9)186&)-&*+2&3+0&,68-;&S%&D"2,+(#&-+#"%5&AS

1+77)#7"-#&#+&:)4"9Y%1*"906"&,(+901#)>)#3f%*):#%

3+0&)-#+&8&%18(1)#3&7)-9%"#B;&<*)%&-"1"%%8()63&78="%

3+0&1+-%)9"(&*+2&3+0&%,"-9&3+0(&#)7"&7+("&2)%"63

https://twist.com/home
https://blog.doist.com/freedom-of-8-hour-workday/
https://blog.doist.com/how-to-say-no
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8-9&(8)%"%&#*"&/8(&:+(&2*8#&'"#%&3+0(&8##"-#)+-&8-9

2*8#&)%&("6"'8#"9&#*"&0-)7,+(#8-#&,)6";

Make Yourself Inaccessible

X+%#&+:&0%&*8>"&8&%#"893&9(),&+:&"78)6%&"-#"()-'&+0(

)-/+4&"81*&983;&<*)%&#8="%&0,&7)-9&%,81"&8-9

8##"-#)+-&#*8#&1+069&/"&9">+#"9&#+&9"",&2+(=;

D"2,+(#&8('0"%&#*8#&"78)6&)%&#*"&AT0)-#"%%"-#)86

%*866+2&81#)>)#3&)%&,8(#)1068(63&)-%)9)+0%&)-&)#%&'(),&+-

7+%#&=-+26"9'"&2+(="(%$&8##"-#)+-B;

_+2">"(5&#*"("&8("&%">"(86&%#(8#"')"%&2"&18-&0%"&)-

9"86)-'&2)#*&"78)6&8-9&6++%"-)-'&)#%&'(),&+-&+0(

8##"-#)+-.

%(5#$6#'7#4)$2&$%&4#$3&45$3"#'$!"#0$O;(+.$P&8

2&$%&4#$3"#'$P&8$6#'7$&4$<#)/&'7$*&$O;(+.)

X8="&%"-9"(%&2+(=&:+(&3+0(&"78)6&899("%%"%\

9+-$#&6)%#&)#&,0/6)163&+(&*8>"&)#&+-&3+0(&2"/%)#";

S%=&%"-9"(%&#+&:)6#"(&#*"7%"6>"%&/3&*8>)-'

9)::"("-#&"78)6%&+(&%",8(8#"&1+-#81#&:+(7%&:+(

9)::"("-#&T0"()"%

M"901"&#*"&/81=Y8-9Y:+(#*&+:&"78)6%&2)#*&8

A,(+1"%%Y1"-#()1&8,,(+81*&#+&"78)6B;&Q3&%"-9)-'
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Don’t Respond

D+#&">"(3&"78)6&#*8#&68-9%&)-&3+0(&)-/+4&("T0)("%&8

("%,+-%";&N+(&%+7"&#*"&9":806#&6)-"&+:&#*)-=)-'&)%

#*8#&A)#$%&#*"&%"-9"($%&("%,+-%)/)6)#3&#+&1+->)-1"&#*"

("1")>"(&#*8#&8&(",63&)%&2+(#*2*)6"B;&_+2">"(5&#*)%&)%

8&1+-#(+>"(%)86&/"6)":;&O+7"&%0''"%#&#*8#&-+#

("%,+-9)-'&#+&"78)6%&)%&(09"&8-9&+#*"(%&("1+77"-9

-">"(&("%,+-9)-'&#+&3+0(&"78)6%&8#&866;

<*"%"&#*(""&(06"%&783&*"6,&3+0&:)-9&8&7)996"&'(+0-9

#*8#&%8>"%&3+0(&%8-)#3&2*)6"&%#)66&("78)-)-'&+,"-&#+

+,,+(#0-)#)"%&#*8#&783&8()%";&D"2,+(#&("1+77"-9%

#*8#&3+0&9+-$#&("%,+-9&#+&8&7"%%8'"&2)#*&#*"%"

T086)#)"%.

7+("&#*+(+0'*&8-9&1+7,6"#"&1+(("%,+-9"-1"5

3+0$66&16+%"&#*"&6++,&+-&8&1+->"(%8#)+-&7+("

T0)1=63;

?#$%&87/)'0+0%&+(&+#*"(2)%"&78="%&)#&*8(9&:+(

3+0&#+&'"-"(8#"&8&("8%+-8/6"&("%,+-%";

I

?#$%&-+#&8&T0"%#)+-&+(&,(+,+%86&#*8#&)-#"("%#%&3+0;G

D+#*)-'&("8663&'++9&2+069&*8,,"-&):&3+0&9)9

("%,+-9&8-9&-+#*)-'&("8663&/89&2+069&*8,,"-&):

3+0&9)9-$#;

Z

https://www.nytimes.com/2019/02/15/opinion/sunday/email-etiquette.html
https://www.theatlantic.com/technology/archive/2019/01/case-inbox-infinity/579673/
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L*)6"&0-1+7:+(#8/6"&#+&/"')-&2)#*5&3+0&783&:)-9

#*"%"&'(+0-9&(06"%&:+(&("%,+-9)-'&#+&"78)6%&%8>"&3+0

#)7"&8-9&"-"('3&#*8#&3+0&18-&9)("1#&#+28(9%&9"",

2+(=;

Q81=&#+&#*"&#8/6"&+:&1+-#"-#%

Start Your Deep Work Practice

L)#*&%#(8#"')"%&8#&3+0(&9)%,+%86&#+&106#)>8#"&8&9"",

2+(=&,(81#)1"5&#*"&+-63&#*)-'&6":#&#+&9+&)%&%#8(#;&L"$>"

1+7,)6"9&8&<+9+)%#&#"7,68#"&#*8#&,066%&866&#*"&81#)+-

)#"7%&)-&#*)%&'0)9"&)-#+&8&%)-'6"&,(+c"1#;&U+0$66&:)-9

866&#*"&#8%=%&3+0$66&-""9&#+&="",&3+0&811+0-#8/6"&:+(

/0)69)-'&8&9"",&2+(=&*8/)#&:(+7&%1(8#1*;

?7,+(#&#*"&K"",&L+(=&<+9+)%#&<"7,68#"&#+&'"#

%#8(#"9&+-&3+0(&9"",&2+(=&,(81#)1"g

Deep Work Template

?-&8-&">"(Y1*8-')-'&#"1*-+6+')186&68-9%18,"5&+-"

#*)-'&("78)-%&1+-%#8-#.&3+0(&,(+,"-%)#3&#+&%011""9

)%&9)("1#63&,(+,+(#)+-86&#+&3+0(&8/)6)#3&#+&,"(:+(7

9"",&2+(=;&?-&#*"&8/%"-1"&+:&:+10%5&2"$("&0-8/6"&#+

18((3&+0#&*)'*Y6">"(8'"&81#)>)#)"%&#*8#&899&>860"&#+

#*"&2+(69&8-9&,+%)#)+-&+0(%"6>"%&8%&="3&1+-#()/0#+(%

http://bit.ly/todoist-deep-work-template
http://bit.ly/todoist-deep-work-template
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#+&)-#"("%#)-'&8-9&)7,+(#8-#&,(+c"1#%;

?-&8,,63)-'&#*"&1+-1",#%&#*(+0'*+0#&#*)%&'0)9"5&3+0

18-&6"8(-&#+&*8(-"%%&3+0(&7+%#&)7,+(#8-#&("%+0(1"5

3+0(&8##"-#)+-;&@T0),,"9&2)#*&#*"&,()-1),6"%&#+&2+(=

9"",635&3+0$66&7+>"&:(+7&%011"%%&#+&%011"%%&#81=6)-'

#*"&1*866"-'"%&#*8#&8()%"&2)#*&#*"&,+2"(&+:&:+10%;

• • •

Fadeke Adegbuyi
Fadeke wrote this guide using a handful of deep work
strategies

https://blog.doist.com/by/fadeke-adegbuyi/
https://twitter.com/fadeke_adegbuyi

