The Art of Being ILL

</ Time Management Checklist: Take

Control of Your Day

Use this checklist to manage your time with intention and reduce daily overwhelm.

0 1. START WITH A PLAN

CIWrite a to-do list for the day
O ldentify your top 3 priorities
OBlock out focused work time

OSchedule breaks and meals

0 2. USE YOUR ENERGY WISELY

OTackle hard tasks when you feel most alert
CIGroup similar tasks together
[0Say “no” to distractions when possible

CCheck email/socials only at set times

0 3. BUILD IN REST & RECOVERY

OTake a 5-10 minute break every hour

[IStep outside or stretch at least once mid-day



O Avoid multitasking — it drains energy
[JReflect on what worked well today

0 4. WEEKLY PREP

O Set goals for the week ahead
OReview unfinished tasks
OSchedule personal time (not just work!)

O Leave space for the unexpected

0 You don't need more hours — just more clarity.
Use this checklist to make each day more intentional.



