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Tasks:
☐ Choose one concrete result for this session
Name a result small enough to work on now, such as outlining one section or solving a set of practice questions.
☐ Open only the materials you need
Put unrelated tabs and messages aside. Keep a place to jot down interruptions without switching tasks.
☐ Work on the chosen task
Use the 25-minute timer. If an unrelated thought arrives, jot it down and return to the task. If you finish early, review the work rather than opening an unrelated task.
☐ Record what you finished and the next action
Leave a short note in your work or checklist comments so restarting is easy.
☐ Take a short break
Step away from the task for five minutes. Resume only if another session fits your time and energy.

© Checklist.com 2010-2026
