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Healthy Productivity 
Habits 
We’ve all been there. Overwhelmed and lacking motivation. Being productive isn’t a natural talent. Like 
every skill, it’s something that needs to be nurtured and practiced. Apply only the tips that work for you 
to help build your productivity.  

Define your why-power 
                                                                                                                                                                                                                   
                                                                                                                                                                                                                   
                                                                                                                                                                                                                       

Focus on you 
What are at least 2 things you do in the morning that show that YOU are a priority: 
                                                                                                                                                                                                                   
                                                                                                                                                                                                                   

Get inspired 
What are at least 2 ways you keep inspired/motivated regularly? 

Podcasts? Books? Documentaries? Coaches? Exercise? 
                                                                                                                                                                                                                    
                                                                                                                                                                                          

Create a ritual 
Aim to create an environment or mood that would indicate to your mind/body it’s time to get work 
done? (ex: candles, clean space) 
                                                                                                                                                                                                                  
                                                                                                                                                                                          
         

Create a system 
What time(s) are you scheduling to check your email? Social Media? Other? 
Check the box if you stuck with it today. 

Inbox                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                                          
Social media                                                                                                                                                                                                                                                                                                                                             
Other                                                                                                                                                                     
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Action items (A.K.A. The to-do list) 

Categorize the action items based on the Eisenhower Decision 
Matrix 
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Re-create your list with a select few high priority action items 
BONUS TIP: try to be more specific. What exactly needs to be done? Can you break it down into 
smaller tasks? By when will it be done? 
BONUS TIP: place a star next to the items that need be done before noon; these are the items 
requiring the most attention/energy. 

                                                                                                                                                                                                                   
                                                                                                                                                                                          
                                                                                                                                                                                                                   
                                                                                                                                                                                             
                                                                                                                                                                                                                   
                                                                                                                                                                                           

                                                 

Schedule breaks 
Don’t forget to take some breaks! What will you do during the break? 

Break #1                                                                                                                                                                  
Break #2                                                                                                                                                                 
Break #3                                                                                                                                                                   

Honour accomplishments 
Don’t forget to record items that have been completed. Add any other accomplishments unrelated to the 
goals. 
                                                                                                                                                                                                
                                                                                                                                                                                              
                                                                                                                                                                                               
                                                                                                                                                                                               
                                                                                                                                                                                               

Add your own personalized notes here: 
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