Making Time Concrete
Chart the Course

e Anchors
o Time-specific commitments
o Predictable activities
e Transitions
o Boot-up and recovery time
o Travel time (including parking, etc)
o FYK - Time to find your keys, etc
e Human maintenance
o Breaks, snacks, exercise
e Assess the remaining time realistically
Identify workblocks - the best ones and the “good
enough” ones

Learn and Adapt

e Note differences

o Differences in time

o Differences in what happened
e Be flexible and specific

o If not now then when?

Remember: The point of the exercise is to help you process,
to reflect, to slow down, to *engage* with the information...
to support your executive functions.
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Once you write out your
appointments, chart your:

Predictable Activities
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Travel Time

FYK - Find Your Keys
M TWR F Salu

o TN T I Tt IT I T9
108660 TS I T T +10

Y ~ - Critical
1T M T RN AT [ Thoke /T2

Lunch {//, i Brunch
" .(//ﬁ ~ docvaet—— UML)

Identify Primary & Secondary Blocks
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