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A checklist to help remote workers create a productive daily routine, improve focus, and enhance overall
productivity.

Checklist Items:

1. Identify Common Challenges
Recognize and address the common challenges of remote work: distractions, unclear working hours,
and isolation.
Reference Section: Identifying Core Challenges in Remote Work

2. Create Scheduled Work Blocks
Establish 60-90 minute focus blocks followed by short breaks to maintain energy throughout the day.
Reference Section: Basic Principles of a Productive Routine

3. Use Task Management Tools
Utilize tools such as Asana or Trello for task prioritization and visibility, which can lead to a productivity
boost.
Reference Section: Tools and Habits that Help

4. Set Clear Time Limits (Timeboxing)
Define clear time limits for tasks and meetings to enhance focus and reduce tendencies to extend
working hours unnecessarily.
Reference Section: Basic Principles of a Productive Routine

5. Focus on Outcomes, Not Just Hours Worked
Define three main outcomes for each day and write short acceptance criteria for each to clarify
success measures.
Reference Section: Basic Principles of a Productive Routine

6. Plan for Breaks
Use techniques such as the Pomodoro Technique to schedule breaks and ensure mental energy is
maintained.
Reference Section: Tools, Templates, and Checklists for Implementation

7. Establish Communication Standards
Use Slack for brief communications and Zoom for structured meetings to improve collaboration and
reduce context switching.
Reference Section: Tools and Habits that Help
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