
INCREASING YOUR PRODUCTIVITY

HEALTH
Nearly 30% of adults reported an average of 
≤6 hours of sleep per day . 
 - Center for Disease Control & Prevention

30%

WORK
Awareness of where time is spent and 
wasted improves users productivity by 10%.
 - NPR

10%

TAKE NAPS.
Napping is a secret superpower to 
gaining more productivity each day.

EAT HEALTHY. 
Your nutrition & diet are huge factors in 
balancing your mood & focus each day.

EXERCISE DAILY.
Working out at the end of the day 

helps to drain stress & worries.  

GET 8+ HOURS OF SLEEP.
Sleep is the time when your body & 

brain repair & replenish themselves.

DON’T LET EMAIL CONTROL YOU.  
Email is best used in moderation, 

designate times each day to check it.

USE TASK LISTS.  
Reorganize your task list once a day, 
this helps you to stay focused.

PLAN YOUR BREAKS.  
Fun, non-work related activities are 
important to help refocus & refresh.

AVOID MULTI-TASKING. 
Focus on one task at a time & knock it 
out before moving on to the next task.

GET ORGANIZED. 
Use tools like email labels, folders, etc 

to allow you to find things quickly

To become an expert in an area, it takes 10,000 hours of focused 
and dedicated practice. For your business to achieve your dreams, 

you are going to need to be as productive and organized as 
possible to be an expert in your domain.


