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MAPCASH PRODUCTIVITY STRATEGY
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Do you practice
“multi-tasking”
on a regular basis?

Sometimes interruptions / distractions 
simply cannot be avoided

Also try to focus on your Most 
Important Task. Focus extra hard 
on this to start your day to assure 
that you complete at least one 
pressing task for the day

Work on each task in 15-90 minute increments, with short breaks in between
TIP: Use a timer and work as hard as possible until the timer indicates the 
end of your “Power Period”

The concept of painting “solid lines” 
relates to the planning and 

scheduling of your day. Dedicate 
blocks of time during which you’ll 

only focus on a particular task
TIP: This concept can be applied 

outside of work by painting solid lines 
around family time, spiritual time, 

school time, author time, etc.

Today’s workplaces face ever-growing numbers of alluring distractions. Be wary of 
electronic time wasters such as e-mail, instant messaging, Facebook, texting, etc.
TIP: Obtain our Email Survival Cashmap package to eliminate e-mail distractions

The Action Snowball” is a strategy for focused action. Work 
solely on your most important activity until it is complete. 

Then move on to the next most important project

If you are interrupted or distracted, keep a notebook / journal to 
record your status and progress to that point. Doing so will reduce 

the “ramp up” time that is required when you return to the task

Stop trying to tackle multiple tasks at once and look for ways to group related tasks / activities

Create several simple lists of different contexts (i.e. @work, 
@home, @projects, etc). Use an index card or notebook. 
There is no need for complex task management
TIP: For Gmail users, Google has an integrated “tasks” 
feature within the Gmail interface

Prioritize your tasks. Look for the Most Important 
Task, taking into account due dates and similarly 
important criteria
TIP: Regardless of how you prioritize, make sure that 
you are working on important tasks at all times
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