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Time Blocking for
Productivity
Time blocking helps you stay organized and focused by
assigning specific times to tasks. Use this checklist to optimize
your productivity.

9 steps Print-ready A4

N A M E S T A R T T A R G E T  D A T E

1 Choose a Planning Tool
Use a digital calendar, planner, or app for time blocking.

E X A M P L E Google Calendar or Notion.

2 List Your Tasks
Write down everything you need to accomplish for the day or week.

T I P Break large projects into smaller, manageable steps.

3 Prioritize Tasks
Identify high-priority and time-sensitive tasks.

T I P Use the 80/20 rule: focus on tasks that yield the most results.
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Like the design?
Get the full version: every step with examples and tips, a reflection page,
no watermark.

Get the full version
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