
TIME MANAGEMNT TOOLKIT
Weekly Focus Map 

Decision Funnel
 Stop saying yes to everything.

Notes 

Step 1: Know Your Non-Negotiables

Where does your energy = highest impact?

Deep work block meetings/ admin Energy Check
(🔋/⚡/💤)Mon

tue

WED

thu

fri

Instructions:
Circle 1 daily deep
work block where
you’ll guard your
time (90 min).
Mark when you
feel most focused
(🔋), stressed (⚡),
or drained (💤).
Use trends to
schedule your
highest-value tasks
during your focus
zones.

Urgent & Impactful
(Do)

Not Urgent, High ROI
(Schedule)

Low ROI, High Noise
(Delegate/Auto)

Not Yours
(Ignore)

Instructions: Write down 5 current tasks on your plate → run them through the funnel.

Aligned No Blueprint
Boundaries are respect in action.

(Write 3 here: _________, ____________,
_______________)

Step 2: Script Your Aligned No

Try this template:

“I’d love to help, but I can’t give it
the focus it deserves right now. Can

we revisit later / delegate this?”

Step 3: My Next Aligned No Will Be…

Write it here:
________________________________
________________________________
________________________________
________________________________
________________________________
________________________________


