X?XexX?X" ' §
Description

X XP?X?X?X? X?X?X? XeXOXEX?2X?X?X?: X?X?X? Xe
X?XOX?X?X?xa

XEXP?XP?XP?X'X?X?: XP?XAXOXAXP?XP?XA XexP?XOX?%xa

XP?XP?X?Xe

X XP?XP?XD?X? X?X?X? X?XP?X0 XoXP?XD? X?X?XP?XOX?X 'X?Xe XP?X?XOX?X?X?Xe X?X?X?x4X" x?x?x:x?x?x?
XP2XDP?X?X?X0 X?XOXP?XOX?X?Xe x?x?x?x§x:x?x¢x?x?x-_ XPXDP?XD?X?XE XV?XAXD?X XD X?XeX'X?X?
x?x?x?x:xq: XP?XOX?X?XD?XE XPXDP?XD?X? X?XeXOXOX XA X?X?XOX?X? X?2X?2X'X?2%2 x?Xx?xax?x?xa
XP?X?XYE XP?XP?XPXP?XP?XP?2XD? XOX ' XP?XP?XP?XEXP?XP?XP?XP?XP?XA, XP?XoXP?X" XPX7? x?xixoxg XOX?X?X?xa
XP2XP?XDPXP2Xe XP?XEXOX?XPXe XP?X XP?XPXP?XP? XP?XPX?, XP?XEXD?XDV?XP?XD?XDV?XE XEXo XP?XP?XPXD?X XP?X2
XP2XD?X?X XA XEX?X?2XAXD?X?X?XE X?XOX?2XAX?X" XoX?2X?X?XA X?XD?XD?X?Xe,

1. X?X?2X XA X?X?X?X? X?X?X?XOX?2XEX?2%XA x©Ox?X?

0 X?2X?X?X? X?XVXe X?XOXOX? XV?X?XP?XP?X?: XP?XD X?X?XP?XP?X? XCX? X x?x:x?x?x?
X?XOXaX?XEX? XEx? x?x:x?x?x?, XOXPXPXP?XA XP?XP?XP?Xe X?XDP?X 'X?XeX?X2 X XOX©Ox?xX2,

0 X X?X?X?2X? X?X?X? X?XEX?X? X?X?Xe X?Pxe X'X§ x?x?x:x?xq: XPXOX?XP?XP?X2 XP?XPX" Xex?Xe
XP?XP?X?X?XEO XEX'X?X?2Xe XP?XP?X?X 'X?XA Xex?XOX?X?X2,

o X?X?X?X?XD X?X?X? XEX[XP?XE XP?X?X?X? XOX ' XP?XDP?XPXGX?X?X?X?: XCxX{X?x§ 4?7? x?x?x:xq:
XOXEXP?X2X?XE XXX ?XE: XOX "' XP2XPXP?XEXP?XD?XD?X? 47?7 XP?XEXDV?XEGX? XP?XP?XV?X "X P?Xe
XP?XP?XOX?X?X VX0 XOXP?XEXPXP?X DX XAX DX X oX P2,

2. XEXEX"X?X X?2X2A X X?X?2X?X? X?X?X?

1. X?2X?2X?2X XA X?X?2X 'X?X2 X?X 'X?X 'X?Xx2 3?7 X?X?2X(EX2 Xx?2X? x"x?x:x?xo X?X?XOX?X?,
XP?XP2XAX'XE XoxB XPXP2XP?X ' XPXB X?XP?XOXP?X?XPXE X?2XP?XP?X2XD?XB XOX?X?2XEX?Xx?2%2
XP?XP?X?X?XOX?2X?%2,

2. X8§x?2x?x(Exa XiX?X" XEX?X?XAX?X?X? %2 A?77? X?X?X?2X?X? XeX?X?X? X?XOX?2X?2x?x2
X2X?X?XAXP?XA XP?XP?XOX?XP?X?XA XP?XeXPX?X? XOX?X?XA,

3. XAX?2X X?X? X?X'XeX© §?? XOX?X?X?XO X?XP?XP?X? XPXP?X XPXe XeXTXPXP?XEX|XP?X DX
XP?XAXPXP?X?X ' X?XA XP?X XP?X?X?XD? X?XEX?X? XOX? X?X?X?2X?.



4. X?X?XEX?X? x?x?x?x:x?x¢ XP?XPXe X?X|X?XP?XAX?XEXR §?? X?X?X?X?X X(¢
XPXPXPXPRDPXRP?XP?X[XEX VX X?| XP?XP?XEXD?XP?XO© XP?XP?X? XP?XP?XPXEXPXe XP?X2?XOX?X?X?x4
XEXXPRPXD?XDP?XE,

5. X?X?X?XEX? X?XOX?XAX?X" X?XAXDPXPX? §2? XP?X[XVXE XPXD XPXPXe/XOX?X?X(
XP2X?XEX 'XP?X? xexd x?x?x?x:x?x(]: x?x?x?x:xq: XPXAXOXP?XP?XA,

3. XOX?X?X?XAE X?X?X?X X?XEX?X XP?XP?XP?X? X?X?X?
Xe, x?x?x"x?x:xa XOX?X?X?X X?XoX7? XeX"

o X?X?2X?2XEXA X?2XOX?X?X?XA X?2XOX? X?2XP?XP?XOX?2XA X?X?2XO©OX?X?X?Xa;
1. X?X?X?2XE X?XP?XOX?2X? 877 X?X?X|XC X?X?X7?
2. X?xe XP?XPXP?XE XoX? XP?XOX?X? 7?7 X?XAIKDX X P XP?XDV?KXP?XEX|XP?XE XP?XP?X?
3. X?X?2XDVXE Xox? X?xe XP?XOX?X? 7?7 XP?XP?XeX|XP?X? XXX DX "X PXe
4, X?xXe XPXP?XP?XE XP?XP?Xe X?XOX?X? a7?7? X?XOXGX?X? XP?XPXP?X?X?

x?. xOx?x?x2 Pomodoro

o XEX?XPX?XP XP?X"X|XAX? XP?XP?X? XXX "X PXe (25 X?XxGX?XA) X Xe XP?XAX[XFX?X2 XX XX ?x2 (5
XP?X8XP2XA) XP?XOXP?XAXP?X" XP?XP?XGXP?X? XP?xeX X "XPXD?X?,

x?. GTD (Getting Things Done)

o XOX?X?2X? X?X X?X?X?X? X?XOX?X?XP?X2 XEX? XPX?X? XoxP?X[|XP?XE, XCXP?XP?XP?XTD? XoX'XPX?X?,
xix§x?x"x? x?x?x?x:x?x¢, XP?XPXDPXDP?XDPXDP?XD? XOX?X? XP?XOXP?XP?X? XP?XP?X?XOAXP?XE XP?XP?XEXPXe
XP2XP?XP?XP?X? X?X?XAXOX D Xe,

4, X?XAXD?XP?XD?X?X?XA XEXe X?X?X?X?X X? X2

0 X?X?X?XP?XD XP?X?X?XXP?XP?Xe XP?XPXPX?XD?X XP?XB 27 XOX?X? XPX?XP?XOX?XP?X?, X?X?Xjx"
x?x?x?x?x?x:x?x?, XEX?X?Xj X" X?XOX?,

o XOX?X?2X XA XP?XOX?X?X?XA XP?XP?X?XD?XDP?XE XP?XP?XP?XEX DX XEXPX XP?Xe XP?XP?XP?XD?X X?Xe,

. x?x:x?xa XAXP?X?X?X 'X?%x4 x?xax?x"x?x:x?xo XeXP?XOX?X?Xe X?X?X? XOX?%X?.

o XOX?X?2X?2XO X?X?X?XE 2 XP?XP?XEX?XA: xoxXe X?XOXP?XP?X? XP?XP?XEX?X2 xux?x?2x2 x?-2
XPX8XPXA §?? X?XPX[XE X?X?X?,

B, X?X?X?XeX?XP?XP?X?X?X?X?X?XeX?X XP?XP?X?X? X?X?X?

o X?X?X?X?XAXOx X? X?X?X?x?x?x?x?x?xe. Google Calendar, Outlook 8?7 x?xax?x x?x?
XPXPXPXEXD X0 XOX? XP?X?X?,

o XeXTXPXP?XEXIXP?XP XA X XP?XP?xXP?x? x?xOx?%x?%x?%2; Todoist, Trello, Notion 4?? x?X?X¢x8X? xe
XPXT X?X?2XP?XP?XA X?2XOX XP?XP?XEXP?XP?Xe,



o XOXEX?X X?Xe X?XAXD?X?X?X 'X?XA: X?XOAXEX?XE X?XAX 'XeX?XA X?X?X X?X X?X X? X X?X?X?X?
XPXPX? XCXIXP?XPXPXe,
o XOX?X?XP?X? X?XP?XPXe XoXPX? XP?X[X?XP?X(E X?XOX?X?X"X? XEX? X|XPX" X?XP?XEXP?XP?X?XE,

B. X X?2X?X?X? X?X?X? Xex?XOX? X?X?X? XECX?X?X?X? x§x?x?x:xax?xa

0 X7?XAXeX XA XP?X?X?XP?XA XPXD?X XPXe XP?XP?X? XoXP?XOX?XP?Xe XPXOX 'XP?XDPX XP?XPXe,

o XAXEXOX?X XA XPX 'XDK XD XEXo XIXPXPXAXDXe XPXPX? XPXP?X XPX(E XPXAXDKP2XPXP?XP?XA Xox?
XEX?XP?XPXPXDXe,

0 X?2X?X?XEXE XP?XOXP?XP?XP?X2 XP?XP?XAXeX0 XPXP?XP?XOXPX 'XPXe XPXP?XP?XP?XP?X XP?X& XOX? X?X?
XPX?X" x:x’?x’?xa,

7. X?2X?2XOX?X?X?X2 XO©X? X?XAX[XEX? XA XP?XP?X X?X?X?

e X?xOxjx8§x?2x2 x§x:x"x?xa XP2XP?XP?X?X? X?X?Xe XP?XEX?2X?2X?X? X?XOXAX 'X?X2 X 'XP?X?X?X?
XPXPXIXP?X " XAXP?X DX,

o XOX?X X? Xex?2X?X?2XAX?X2 X?XexOXOX X2 XX ?X?2XA XP?XPX?2XPX?XE X?X?XD?X? X?X?XAXK"
XOXAX"'X?X? X?XEX?X?2XA X?XEX?X? X?XOX?2X?X?2X" Xox X 'X?2X?X?,

o XOXEX?XP?XPXA X?X?2XOX XP?XA X[XP2XPX'X? XPX[XP?XP?XEXA X?XOXP?XP?X X2 XEX? X"X?X?X2 Xeo
X X"XPXPXD? XP?XOX XP?XP?XP?XEXP?XP?XP?XD?KD?XA XP?XeXP?X 'X? XP?X?X?,

8. X X?X?2X?X? X?X?X? X?X?X?X?X? XX 'X?X?

o XAXPX X?X? XOX?X?XEX? XP?X?XPX?XOX? XP?X[X?XP?XE XP?X 'XoXPX2 XAXP?XP?X X? X"'XP?XP?X? XO©OX?
XP2X?2X"XP?XA XP?XDP?XEX?X?Xe,

o X8X?X?XEXA XP?XEX?XVXe XOX XAXPXPXe XP?XoxX 'X?2X (T XOX XAXPX?Xe X?X|X?X?X (X2
XP?XP?XAXP?XEXD? XPXP?XP?XPXA XP?XPX0 X'X§ XP?XP?XD?XP?XD?X?D,

o X?XEXEX? XPXPXP?XP?X X? XAXEXP?XOXAXPXA X PXeXTXOX X PXe XP?XAXeXPX XA XP?XOX?XxaX?X"
XPXAXDXPX?,

0. X?2X?2X?X?XeX?2XA XP?X?XD?XD?X? Xe

o X?X?Xe XOX?2X?X?XE Xox? XP?X?2XVXe XP?XV?X?XV?XEXV?Xe XxOX? XECX?X?X?X? XOX?X?XOX?%2
XPXIXPXTXD XPXP?XPXD?XDPXD Q27 XOX?XP?X" XEX? XP?XP?XGXP?K? XP?XP?XIXP?XP?X?,

o X(X?X?X?X X? X?X?xOX2X?XO x?-POomodoro X?x?x?x¢x"x?x2 GTD X?X|X?X?X? X?Xex?X?
XP?XP?X?XP?XP?X?Xe XEXo X?X?X? XP?X?X'X?.

o X7?X X?x7? ><:><?><?><a XOX?X?X?XOXe x?x?x"x?x:xa XoXPXP?X?X XP?XoXPXexX" x?x:x?x?x? X?X?Xe
x:x?x? X?2XOX?2X?2x?x2 x?x:x?x"x? XP?XEXP?X?X? x?x?x:x?x:x- X?X?XY.

10. Xjx?X?x?xe



X XP?XPX2X? X?2XPX? XeXOXEXPXP2XP?X? XPXexOXOX X?2XOX?X?X? XPXP?X?XPXe X?X?2XOAXP?XP?XA XP?XP?XY,
XPXPXPXP?XP?X? XOAX ' XP?XP?XP?REXP?XP?XP?XD?XDP?XEA XPXDPXP?X?XO X?XP?X 'X?X2 XexP?XOX?X?%x4
x?x?x§x:x?x¢x?x?xa_ XEXEXXP?X X?2XA XP?X ' XP?XP?XP?XPXe X?XP?XP?XOX?Xe XP?XP?XP?XD?XP?XD?XD:

XPXPXPX XA XPXPXTXP?XA XP?X'XP?X 'XP?X2 XP?XOX XEXAXP?X? XP?XP?XOXP?XP?X?x2
X8XP?XP?x (%2 X(X?2X"X? XEXP?XPXAXPX?XP?XE XP?X ' XPX XD Xe

XAX DX X?X? X?2X ' XoX© X?XOX?X?X?XO) X?X?X?X?Xe XP?XP?XD?XDP?XP?XP?XP?XP?Xe
XP?XOX[XZX?XA XPX XPXP?X? XP?XOX?X X? x?Xjxax§x2

XP?X?2X?2XEX? X?XOX?2XTX?X" X?XAX?2X?X? XOX? x?x?x:x?xq:x?x-

arwdE

XOX?2XP?XPX? XP2XP?XPXe XP?XPXP?X XP?XEXPXE XexPX? XP?XeXDXOX XP?XPXPXe XP?XOXP?X 'XP?X XPXe
XPXAXPXP?XPXPX2XA XPXP?XP?XTD? XCXe XP?XPXP?XP?X XP?XE XPX2?XP?XY, XP?XPXAXGXP?XP2?XP?XB x2XAXP?X P XA
XP?XP?X?X 'X?XE XoX 'XP?XP?XP?XE XP?XP?X?X?,

Category

1. XEXeX?X 'X?X? Xex§XP?X?X?

Date Created

19 x?x?x x?xex” 2026
Author

admin



