TIME BLOCKING

TOP 4 TIPS FOR EFFECTIVE TIME BLOCKING

Leave room for the unexpected, only B Block deadline dependent tasks and
block out 5 hours per 8 hour day. meetings first, then fill in the rest.

E Schedule your most challenging n Schedule meetings for a maximum
tasks for the time of day where you of 50 mins. so you'll have time to
are most productive. prep, reflect, or get a glass of water!

SUN MON TUE WED THU FRI
24 25 @ 27 28 29
GMT-07 GMT-03
3AM 7 AM
4 AM B AM

5AM 9AM
task: Planning for the Week task: Sales and Marketing to task: Catch up on Emails
9 - 10am dos 9 - 10am
9am — 12pm

6AM 10 AM
Team DOSE, 10am

Team DOSE, 10am

7AM 11 AM
Sales Meeting
11 - 11:50am

task: Prep for Client Meeting, task: Prep for Client Meeting,

Client Meeting Client Meeting
12 - 12:50pm
task: Review and prep upcomi
2-3pm

8 AM 12PM

12 - 12:50pm

task: Prep for Client Meeting,

9AM 1PM
Marketing Meeting Client Meeting task: Client Follow ups
1-1:50pm 1 - 1:50pm 1-2pm

10 AM 2PM

11 AM 3PM
task: Monthly client updates task: Weekly Social task: Linkedin task: Wrap up for the Week
3-4pm 3 apm 3 - 4pm 3 - 4pm

12PM  4PM

1PM 5PM




