Calm Veritas 6 FLUER, JUST TR

Time Blocking Checklist

BEFORE YOU START

[] List fixed commitments first

[] Identify your top 3 priorities for the day

u Estimate task duration honestly, then add 25%
u Block deep work during your peak energy hours

] Keep every block in one calendar

BUII DING YOUR Bl OCKS

u Assign each task a specific start and end time
u Batch similar tasks into the same block

[] Leave 10-15 minute buffers between blocks
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BUILDING YOUR BLOCKS (CONTINUED)

u Color-code by category

u Protect one 90-minute block for uninterrupted focus

DURING THE DAY

Start each block on time
]
u Silence notifications for the duration of a focus block
u Use early finishes for the next block's prep

u Log what actually happened vs. what was planned

COMMON MISTAKES TO AVOID

] Overpacking the day with zero buffer time
u Blocking tasks without estimating duration first

] Treating the plan as fixed rather than a draft
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MORE MISTAKES TO AVOID

u Scheduling deep work during known low-energy hours

] Ignoring recurring interruptions instead of blocking around them

WEEKRLY REVIEW

u Compare planned blocks to what actually happened
u Note which task types consistently run over time

Identify your most productive block of the week

[

u Adjust next week's blocks based on this data



