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• This document is based on the framework and some of the critical elements included Peter Bregman’s book, ’18 minutes: Find Your Focus, 

Master Distraction & Get the Right Things Done’.

• At its simplest, it is a ’to-do’ list. With some differences. Let me walk you through how to use it. I have left it as an editab le version so you 

can update the soft copy.

• Review it each day, and update it every 3 days. I tend to make mark-ups and scribbles during that period so that it’s a work of ‘art’ by the 

end of the 3 days. At that point, I update electronically so that I have a clean copy and print it in A4 and carry it around with.

• This template has 8 boxes with 8 headings. The top 4 headings are to be updated and edited by you, the bottom 4 aren’t.

• ‘Areas of focus #1-4’: these are the things that matter to you. There are thousands of books out there to help you identify what 

your areas of focus should be. 18 minutes is also helpful here. I prefer my areas of focus to cover the key areas of my life so they 

are not all focused on work. However, given that this is intended to be a working document, this may change over time and as 

different things become important in your life.

Replace each heading with your own area of focus. Then the space underneath the heading is to include the detailed ‘to-dos’.

• ‘Other 5%’: this box acknowledges that the sun doesn’t revolve around you and that at times, you will need to do things that may 

not matter to you. Those go in here, but as the heading suggests, this should not take up more than 5% of your time.

• ‘Ignore list’: this is my favourite and was a game changer for me when I read Bregman’s book. This box allows you to 

acknowledge and intentionally capture the things you won’t do. Why is this important? Because having a bunch of ‘to-dos’ on your 

list that you won’t get to or simply are distractions consume valuable energy that you could be directing more productive towards 

what really matters in your Crunch Times.

• ‘People’: I believe that people and connections are the key to success. So it’s important to keep them front of mind, so you be 

purposefully contacting them and nurturing your connections both to help them and yourself. Tip: I like to put a date next to their 

name to show when I have connected or made plans with them.

• ‘Notes’: I keep this document in my notepad. So I make space for important notes that I might make during a meeting, or when 

lightbulbs go off randomly in my head that will require important or urgent action. These notes can often make their way up the list 

into a ‘to-do’ when I review and refresh this document. 

• Remove pages 1 and 2 of this deck and keep the final page saved to your computer.

• I’d love to hear any thoughts or feedback when using this template. Please send through to alena@alenabennett.com.au. 
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[Area of focus #1: Do a great job in my current role] [Area of focus#2: Find my focus/ Determine my 1:3:5]

[Area of focus #4: Be present with family and friends][Area of focus #3]: Have fun and take care of myself

Ignore listOther 5%

NotesPeople


