
10 Quick tips to Improve Your
Productivity & Mental Health

1. Prioritize Your Tasks

2. Use the Pomodoro Technique

3. Declutter Your Workspace

4. Break Big Tasks into Smaller Ones

5. Limit Distractions

7. Practice Mindfulness and Breathing Exercises

8. Stay Physically Active

6. Set Clear Boundaries

9. Get Enough Sleep

10. Reward Yourself!



As you develop the habit of following our productivity tips, use
this template to monitor your progress.

Using a habit tracker can greatly assist you in establishing a new
habit by providing visibility and accountability. By recording your
progress daily, you create a visual representation of your efforts,
which can motivate you to stay consistent. Seeing consecutive
days marked off can build momentum and reinforce your
commitment to the habit.
Finally, reviewing your tracker regularly can help you identify
patterns, obstacles, and adjustments needed to successfully
solidify the habit over time.

You can print and use your weekly tracker now. After each day
take a look at the notes and reflect. Good luck becoming more
productive while taking care of yourself!
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Prioritize

Pomodoro

Declutter

Big to Small

Distractions

Boundaries

Mindfulness

Physically Active

Sleep

Reward

How did prioritizing tasks affect 
your stress level today?

Did you stay focused using Pomodoro?
How did it impact your energy?

How did a clean workspace 
influence your productivity and mood?

Were you able to break down 
large tasks? Did it reduce anxiety?

What distractions did you eliminate 
today? How did it help you focus?

Did you say "no" to protect your 
time? How did it make you feel?

How did mindfulness or breathing 
exercises impact your stress?

What activity did you do today? 
Did it boost your mood or focus?

Did you sleep 7-8 hours? How did 
it affect your productivity and mood?

Did you reward yourself for completing
tasks? How did it motivate you?

Notes / ReflectionTip


