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An ordinary 
day at the 
office

Could you please just take 
a quick look  

at this?

Could you please just 
take a quick look  

at this?

Could you please just 
take a quick look  

at this?

Could you please just 
take a quick look at 

this?

Could you please just 
take a quick look  

at this?

Monday, Friday, Monday, Friday, Monday, Friday, Monday



StructureStruktör!? Structure

Organize

Focus

Automate

19

OrganiseraOrganize
Where and how do you 
keep track of what you 

have to do?



Build a house

Buy nails

Wash the brushes

Get a job

Get a haircut

Graduate

Do your homework

Todo-listLarge tasks & projects

Build a house

Get a job

Graduate

Buy nails

Wash the brushes

Get a haircut

Do your homework

Current 
projects 

- Project A 
- Case B 
- Assignment C 
- Change D What about the constant inflow of emails?



Three ways to save e-mails

Among other 
documentsArchive Labels/folders

Empty. Zero. 
Zilch. Nada. Rien.

✉ Eric This is just trash 8:24 am
✉ Anne Need to keep 8:28 am
✉ Mark Reply quickly 8:36 am
✉ Mike Please do this 9:05 am
✉ Jo A new project! 9:11 am
✉ Beth Thursday, I promise 9:18 am

"
#

68 69

FokuseraFocus



IMMEDIATELY!
RIGHT AWAY!

EVERYTHING 
NOW! ME!

Work time

UrgentImportant

Urgent Important ”Vision” or something

Goal
Goal

Goal

A task

Another task

An important task

Another important task



See your time

Mejiro, Tokyo

Create a metaphorical 
slide puzzle

Create a template calendar



Where does this leave us?

Less More

Worried Confident
Despair Calm

Frustrated Unaffected

A more enjoyable workday

Thank you!
Here’s more:

stiernholm.com/more

@davidstiernholm

David Stiernholm

David Stiernholm

http://stiernholm.com/more

