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A practical checklist to reduce stress through effective time management techniques in remote work.

Checklist Items:

1. Set Clear Daily Priorities
Create a daily top-3 priority list to guide your tasks, ensuring you focus on what matters most.
Reference Section: Assess Your Current Time Use and Stress Patterns

2. Batch Notifications Checking
Limit distractions by checking messages at designated times rather than constantly throughout the
day.
Reference Section: Quick audit of the biggest leaks

3. Implement Time Blocking
Dedicate specific time slots for different tasks, ensuring you have uninterrupted focus blocks for deep
work.
Reference Section: Build a Stress-Reducing Daily Time Management System

4. Schedule Regular Breaks
Incorporate short recovery breaks (e.g., Pomodoro Technique) to reset your attention and prevent
burnout.
Reference Section: Why Remote Work Stress Happens When Time Is Poorly Managed

5. Create Meeting-Free Periods
Block out times in your calendar where no meetings are scheduled to protect focus on deep work
tasks.
Reference Section: Remote Work Techniques That Save Time and Lower Anxiety

6. Enforce Hard Stop Times
Set a strict end time for your workday to help maintain boundaries and reduce chronic stress.
Reference Section: Create Boundaries That Protect Mental Health

7. Use a Calendar Tool
Leverage tools like Google Calendar to visualize your schedule and keep your time structured.
Reference Section: Use Tools and Routines That Support Consistency

8. Evaluate Task Completion and Stress
After tasks, assess if they drained you or felt fine; adjust future plans and recovery based on your
findings.
Reference Section: Assess Your Current Time Use and Stress Patterns

9. Batch Responding to Emails and Messages
Limit the frequency of replies by setting specific times to handle your communications all at once.
Reference Section: Quick audit of the biggest leaks

10. Reflect on Daily Performance
At the end of each week, review what worked and what didn’t to continue improving your time
management strategies.
Reference Section: Make Time Management a Career Advantage in Remote Work
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