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Beginner lessons for Time Blocking
Master Your Day with Time Blocking!

DEFINITION

Time blocking is a productivity technique where you schedule specific blocks of time for tasks. It helps you focus and
manage your time effectively.

KEY CONCEPTS

Time Blocks

Dedicated periods set aside for specific activities or tasks
throughout your day.

Prioritization

Identifying and scheduling your most important tasks first to
maximize productivity.

Flexibility

Allowing adjustments to your schedule as needed while still
maintaining structure.

Breaks

Incorporating short breaks between time blocks to recharge and
maintain focus.

Review

Regularly assessing your time blocks to improve efficiency and
make necessary adjustments.

EXAMPLES

→ 9 AM - 10 AM: Focus on project work
→ 10:30 AM - 11 AM: Respond to emails
→ 1 PM - 2 PM: Lunch and relaxation

MEMORY TIPS

★ Think of a 'block party' where each task
is a guest at your time.
★ Use colors to differentiate between
types of tasks in your schedule.
★ Remember 'B.R.E.A.K.' for Breaks,
Review, Efficiency, Adjust, Keep focused.

COMMON MISTAKES

✗ Overloading your schedule with too
many tasks.
✗ Neglecting to include breaks, leading
to burnout.
✗ Failing to review and adjust your
blocks regularly.

QUICK RECAP

Time blocking is a powerful method to organize your day by scheduling tasks into specific time slots. Remember to prioritize,
include breaks, and regularly review your blocks for optimal productivity.
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