
Ten Tips for Reducing Distraction (I haven’t even had time to make this into a formal document yet!) 

1. Set special notifications for your most important e-mailers, phone callers, and texters.  Don’t get 
distracted by everything coming in, but only the most important things/people. 

2. Check the rest of your inputs (e-mail, voice mail, documents & e-docs, etc.) on a time-based 
regimen throughout the day that you decide is right for you and your job! 

3. Stop checking e-mail first thing each morning!  Instead, check your calendar for today and a few 
days ahead to prep for what is coming, and then build a smart, prioritized task list for the day 
that reflects your key responsibilities and projects.  (This should only take 3-5 minutes.)  Have a 
plan for your time and your tasks before checking your inputs. 

4. When transitioning between active project/activities/events, before leaving something for 
something else, make a note of what you need to do next on the FIRST THING before giving your 
full attention to the NEXT THING.  This way, you can easily remember where you left off on that 
first thing when you come back to it. (Thanks David Allen, Mr. Getting Things Done!) 

5. Related to that, if you get an unexpected phone call or “stop by”, ask for a second from that 
interrupting party so that you can once again take a quick note (grab that sticky note!) of what 
you need to do next before giving them your full attention on their new matter.  (This will 
actually help you with also being a better listener and customer servant.) 

6. Take advantage of mobile technology (laptops, tablets, smart phones, mobile hot spots, etc.) to 
find places and times when you are much less likely to be interrupted.  Periodically get away 
from where people can easily find you so you can get your most important work done. 

7. Consider the layout of your office/workstation/desk.  Does it make it easy for people to 
interrupt?  If so, periodically physically position yourself and your equipment to reduce easy 
distraction/interruptions. 

8. Own your phone and apps rather than letting them own you.  Manage your settings and 
notifications to turn off the incessant “blinging” and push notifications from your apps and 
devices.   

9. Put your most distracting apps “out on the wings” of your phone/tablet, while putting your 
productivity tools on the “center panel” of your device.  Make it easier to be focused and 
productive. 

10. Consider a social media diet/regimen.  Evidence shows that those that check social media the 
most are more anxious and/or depressed.  But those that check it only occasionally are actually 
more productive.  Limit your exposure to social tools/media, and keep it positive in 
nature.  Block or delete those people/organizations that are too intrusive and/or negative.  

 


