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☐1st: Try to Single-task 1st  with unfamiliar or new projects and tasks.

☐2nd: Single-tasks, important audio like phone calls, audiobooks, internet research, et cetera.
· Try closing your eyes & focusing on the words. If your mind wanders keep returning it back to the words. 

☐3rd: When reading something new, or something dense.
· Use your finger to guide over the words to boost your focus & concentration.

☐4th: When you want to enjoy the moment more single task.
· Makes people feel valued & important.  

☐5th: Bonus: The most productive way to switch between single-tasking tasks.
1. Determine if it’s a good time to switch.
2. Close your eyes & take deep belly breaths in thru your nose & out thru your mouth. Let go of all the thoughts & emotions associated with the task your moving on from. Until you’ve let them all go & you feel more at peace & less stressed.
3. Then while continuing to breath the same way think about these things:
a. what is the overall goal of this new project or task and why is it important?
b. What are the steps first, second, third, et cetera? Visualize yourself doing them.
c. Then imagine how you can do that task or project in the best possible way.
d. [bookmark: _Hlk24119652]Getting yourself into the zone, thinking about all these things and then when you are ready and focused, attack it.
e. Note: if you have an idea while doing this write it down in your idea list form the last video (about to do lists).
