Task Batching Worksheet
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How to Use This Worksheet

This worksheet is designed as a companion to episode 516 of The Productive Woman podcast. Find it at

TheProductiveWoman.com/516.
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Step 1: Identify Repeat Tasks
What tasks do you do frequently?

Step 2: Group Similar Tasks
Which of these could be batched?

Batch 1:

Batch 2:

Batch 3:

Step 3: Choose One Batch to Start
My first batching block:

Day:

Time:
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Step 4: What Will Go in This Batch?

oemail
o phone calls
oadmin

0 home tasks
o planning
oother:

Step 5: Keep It Realistic
My batch length:

020 minutes
030 minutes
045 minutes
o1hour

Step 6: Reflection
After trying batching, | noticed:

A Gentle Reminder
Batching is a tool and a guide--not a rigid rule.

Adjust as needed.
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