
POMODORO TECHNIQUE 

•This technique uses a timer to break 
down work into intervals (25-50 
minutes) separated by short breaks.  

6 Steps to the Pomodoro Technique 

1. Decide on the task to be done 

2. Set the pomodoro timer  

3. Work on the task 

4. End work when the timer rings and 
put a checkmark on a piece of 
paper 

5. If you have less than four 
checkmarks, take a short break 
(3-5 minutes), then go to step 2 

6. After four pomodoros, take a 
longer break (15-30 minutes), reset 
your checkmark count to zero, then 
go to step 1  

Recommended Resources:  

•Focus To-Do App  

•Tomatodo  

•Harvest 

•Timer (not on phone) 

5 D’S OF GETTING THINGS DONE 

1. Do - If an action takes less than 2 
minutes, do it as soon as it’s defined. You 
must also prioritize what’s most 
important you, then break down the task 
or project into small, manageable steps 
that you can readily execute.  

2. Diminish - don’t allow perfectionism to 
paralyze you. Focus on the most critical 
aspects rather than the trivial pieces. A 
timely first draft may be more important 
than a flawless but delayed final version.  

3. Delegate - Encourage others to take 
responsibility so you can focus on 
strategic matters and critical tasks that 
are better handled by you.  

4. Defer - If a task is going to take more 
time or energy, deferring it is a viable 
option. Set a reminder for when you will 
start taking action on the deferred item.  

5. Delete - Your time, energy, and 
attention is limited. Say no to requests 
gently, directly, and compassionately. 
Remember, when you say “yes” to 
something, you’re saying “no” to 
something else.  

Recommended Resources:  
•“Getting Things Done” by David Allen  
•Trello 
•Asana 

BEHAVIORAL ARCHITECTURE  

Our environments, things that are 
closest to us, affect our mental state 
and can either hinder or enhance our 
productivity.  

First try this:  

•Make a list of all the places you 
spend your time (i.e. work, home, 
gym) 

•Make a list of all the distractions 
that impede your productivity in 
those spaces 

Consider the following questions:  

•What distractions are in my “focus” 
areas?  

•How will I alter my surroundings to 
maximize my productivity?  

•If I work from home, do I have a 
designated space for work and 
rest?  

•What technologies can I harness to 
enhance my workflow? (i.e. Google 
Wifi app) 

Recommended Resources:  
•“Modern Mindfulness” by Rohan 
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DECISION FATIGUE  

Refers to the deteriorating quality of 
decisions made after long sessions of 
decision making.  

Major politicians and businesspeople 
such as Barack Obama, Steve Jobs, and 
Mark Zuckerberg have been known to 
reduce their everyday clothing down to 
two outfits in order to limit the number of 
decisions they make in a day.  

Try this! 
•Prepare the night before (Pack the gym 

bag, make a to-do list, set the coffee on 
auto-timer, etc.)  

•Automate your morning routine (simplify 
your breakfast, wake up earlier so 
you’re not rushed, etc.)  

•Simplify your wardrobe  

•Set timers so you don’t lose track of 
time  

•Know your chronotype and the window 
of time for your most efficient thinking 

•Schedule when you will check emails 

Recommended Resources:  
•“Compound Effect” by Darren Hardy 
•Do not disturb! feature on phones  
•Capsule Project 

TECHNO-BREAK  
  
The rise of technology has given us instant 
connection, communication, and 
information. Unfortunately, recent studies 
show the detrimental impact of smartphones 
on emotional and mental wellbeing.  

Try this! 
•Don’t get on your cellphone during your 

smaller breaks in between tasks. Study 
show that micro-breaks with technology 
doesn’t allow the mind to rest. Instead, 
take a walk or look at a picture of nature.  

•Leave your phone in the other room when 
you’re sharing a meal with friends or 
family. See if this creates a greater 
connection.  

•Take 24-hour smartphone fast. Set up 
parameters to give yourself a break.  

•Take a social media fast and see if you 
can instead schedule in-person meet-ups 
during your time off.  

Recommended Resources:  
•“Irresistible” by Adam Alter 
•Moment App - Measures % of time on 

each app

STRESS + REST = GROWTH 

Peak performers understand and live 
by this formula. Just like in physical 
exercise, stress is pushing our minds 
just enough to accelerate growth. 
What many people don't realize is 
that rest is equally as important.  

Consider the following questions:  
•How am I “resting” throughout the 

workday?  

•How many hours of sleep do I get?  

•Do I take a day off during the week 
to recharge?  

•How do I view rest and how can I 
incorporate as a performance 
strategy?  

•When’s my next “meaningful” 
vacation?  

Recommended Resources:  
•“Peak Performance" by Brad 

Stulberg  
•“Thrive” by Arianna Huffington 
•“Rest” by Alex Pang  
•“When” by Dan Pink  
•Chronotype: http://www.cet-

surveys.com/index.php?sid=61524
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