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Timeboxing, in 60 minutes
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Change your life.
Right now.

Exercise
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❏ Think of a relationship you think 
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sense, to make that happen

Change your life.
Right now.
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Exercise
❏ Think of a relationship you think 

you could and should develop

❏ What would quality time with 

that person really be?

❏ Right now, set a recurring 

monthly appointment, at a time 

and day of week that makes 

sense, to make that happen

❏ Do it and keep to it

Change your life.
Right now.
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Languages the book has been translated into
Arabic - العᘭᗖᖁة

Azerbaijani (Azerbaijan) - Azərbaycanca
Chinese (Simplified) -中文 (简体)

Chinese (Traditional) (Taiwan) -中文 (繁體)
Croatian - Hrvatski

Dutch - Nederlands
English - English

English (US) - English (US)
Estonian - Eesti

French - Français
German - Deutsch

Greek - Ελληνικά
Gujarati -ગજુરાતી

Hebrew - עברית
Hindi - िहȽी

Italian - Italiano
Japanese -日本語

Korean -한국어
Lithuanian - Lietuvių

Malayalam -മലയാളം
Marathi - मराठी

Polish (Poland) - Polski
Portuguese (Brazil) - Português (Brasil)

Portuguese (Portugal) - Português (Portugal)
Romanian - Română

Spanish - Español
Tamil -தழ்

Telugu -ڷࡱޘ
Thai - ไทย

Ukrainian - Українська
Vietnamese - Tiếng Việt

BELIEVE PLAN DO OWN
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My 
timeboxing 
story
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Disorganised mess
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Disorganised mess
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Disorganised mess
DWP
Calendar x to-do list &
5 years doing it
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Disorganised mess
DWP
Calendar x to-do list &
5 years doing it
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Disorganised mess
DWP
Calendar x to-do list &
5 years doing it
My HBR article
Viral TikTok
Penguin Random House deal
4 months, 45k words,
30+ languages
UK launch (Jan), US launch 
(March). Many others…
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My 
timeboxing 
story

2001
2003
2013

2018
2022
2023

2024
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Occurs once 
every two 

pages

What’s the most frequently used noun in the 
English language?
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The top-30

1. time
2.    year
3. people
4. way
5. day
6. man
7. thing
8. woman
9. life
10. child

11. world
12.  school
13.  state
14.  family
15.  student
16.  group
17. country
18. problem
19. hand
20. part

21. place
22.  case
23.  week
24.  company
25.  system
26.  program
27.   question
28.  work
29.  government
30.  number
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Meetings prep
0700-0730

A single timebox
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Just an entry in a calendar

0700

0800
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Yoga
0730-0800
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0700

0800

Another timebox…
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adds 
up to 

a week…
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Timeboxing (ˈtīmˌbäksiNG)

noun

The practice of: 

❏ selecting what to do before the day's distractions arise;
❏ specifying each task in a calendar, with start and finish times;
❏ the method of focusing on one thing at a time (single-tasking);
❏ doing each task to an acceptable standard.
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Definition
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Timeboxing (ˈtīmˌbäksiNG)

noun

The practice of: 

❏ selecting what to do before the day's distractions arise; WHAT
❏ specifying each task in a calendar, with start and finish times; WHEN
❏ the method of focusing on one thing at a time (single-tasking); ONE
❏ doing each task to an acceptable standard. ENOUGH
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Definition



© Marc Zao-Sanders 2024    29© Marc Zao-Sanders 2024    

Very many benefits…

Timeboxing is logical. Timeboxing is proven, scientifically in multiple controlled trials 
across a couple of decades. Timeboxing is agnostic and flexible. Timeboxing is 
acknowledged by experts, bosses and Gen Z as the preeminent time management 
technique. Timeboxing gives you a log of all you’ve done. Timeboxing provides a 
sanctuary from the stresses and strains of modern life. Timeboxing helps us to 
collaborate openly and efficiently with others. Timeboxing helps us to think clearly 
and more deeply. Timeboxing doubles our productivity.  Timeboxing helps us, 
ultimately, to lead a more intentional life. Timeboxing is easy because we all already 
do it, to some extent. Timeboxing is the one habit to rule them all.
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Timeboxing is logical. Timeboxing is proven, scientifically in multiple controlled trials 
across a couple of decades. Timeboxing is agnostic and flexible. Timeboxing is 
acknowledged by experts, bosses and Gen Z as the preeminent time management 
technique. Timeboxing gives you a log of all you’ve done. Timeboxing provides a 
sanctuary from the stresses and strains of modern life. Timeboxing helps us to 
collaborate openly and efficiently with others. Timeboxing helps us to think clearly 
and more deeply. Timeboxing doubles our productivity.  Timeboxing helps us, 
ultimately, to lead a more intentional life. Timeboxing is easy because we all already 
do it, to some extent. Timeboxing is the one habit to rule them all.
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…But I’ll pick out just one
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Time check: is it before or after 2.20pm (CET)?
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❏ 15 minutes for 15 hours.
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❏ 15 minutes for 15 hours.
❏ First thing, recurring appt. Most important.
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❏ 15 minutes for 15 hours.
❏ First thing, recurring appt. Most important.
❏ Take pride in this piece of work.
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❏ 15 minutes for 15 hours.
❏ First thing, recurring appt. Most important.
❏ Take pride in this piece of work.
❏ Order: dependencies, energy. Curate your experience.
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❏ 15 minutes for 15 hours.
❏ First thing, recurring appt. Most important.
❏ Take pride in this piece of work.
❏ Order: dependencies, energy. Curate your experience.
❏ Sizes: 15-30-60
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❏ 15 minutes for 15 hours.
❏ First thing, recurring appt. Most important.
❏ Take pride in this piece of work.
❏ Order: dependencies, energy. Curate your experience.
❏ Size: 15-30-60
❏ Where from? 

❏ Your head
❏ Your to-do list
❏ Your calendar.
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❏ Internal vs external distractions
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Rabbit holes
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❏ Internal vs external distractions
❏ That helpless feeling
❏ What to do

❏ Notice the distraction / your reaction
❏ Control the response (OTAAT mantra)
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Rabbit holes
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❏ Internal vs external distractions
❏ That helpless feeling
❏ What to do

❏ Notice the distraction / your reaction
❏ Control your response (OTAAT)

❏ When do you get distracted? When are you vulnerable?
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Rabbit holes
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❏ If you timebox tomorrow or next week and stop, 
you haven’t achieved a thing

Build the habit
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❏ If you timebox tomorrow or next week and stop, 
you haven’t achieved a thing

❏ BJ Fogg, story and Behaviour = M x A x P

Build the habit
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❏ If you timebox tomorrow or next week and stop, you haven’t 
achieved a thing.

❏ BJ Fogg, story and Behaviour = M x A x P
❏ And with timeboxing all three are tiny:

❏ Motivation - you’re here! Six benefits
❏ Ability - administratively easy - remember OTAAT
❏ Prompt - just your calendar

Build the habit
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Languages the book has been translated intoLet’s stay connected!

marczaosanders.com/newsletter

Sign up now!

There’s no time like…
the present.
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Languages the book has been translated intoLet’s stay connected!

marczaosanders.com/newsletter

Sign up now there’s no time like…
the present.

…or on LinkedIn…


