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Tuning the rudimentary processes & approaches | less is more
Objective: To identify one "rudimentary" process in your day that causes friction and simplify it to increase your impact and efficiency.
Step 1: The Frustration Log
Think about your average workday. On a sheet of paper, quickly jot down 3-5 things that consistently cause friction, inefficiency, or frustration. Don't overthink it—just list the things that interrupt your flow or can feel overwhelming.
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Step 2: Isolate the Frustration Process
From your list, pick the single item that causes the most stress or wastes the most time. This is the process you will focus on tuning.
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Step 3: Apply "Less is More"
For your chosen frustration, think of one simple action you can take that embodies the "less is more" principle. The solution should be about simplification, not adding another complex system.
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Triggers to consider as part of the exercise
Email & Communication
1. Unsubscribe from ten marketing emails.
2. Create three email templates for common responses.
3. Archive all emails from a past project.
4. Turn off email notifications on your phone.
5. Set one or two specific times per day to check email.
6. Use a single line for your subject and a bulleted list for the body.
7. Change your email signature to better reflect what you are doing on a day.
8. Create a "read later" folder for non-urgent emails.
9. Use AI tools to simplify your email message and or assess for clarity.
10. Send a single weekly update to a team instead of many small ones.
Task Management
11. Elevate your 3 most important tasks each day out of the rest in your task manager. 
12. Develop symbols to help you identify actions in meeting notes
13. Create separate lists for things to discuss with specific important people.
14. Consolidate all your tasks from different lists into one place.
15. Use two folders: "To Do" and "Done."
16. Write down your tasks by hand instead of typing them.
17. Use a single digital checklist for a routine process.
18. Delete any old or completed projects from your task app.
19. Assign one person to be the final decision-maker on a project.
20. Block recurring time in your calendar to progress particular tasks e.g. HR related.
Meetings
21. Cancel one recurring meeting that lacks a clear purpose.
22. Cut a meeting from 60 to 50 minutes.
23. Remove yourself from a meeting where you are not essential.
24. Insist on a clear agenda and outcome for every meeting you attend.
25. Introduce a standard format for your 121 meetings, Dev, Bug, release.
26. Have a meeting while standing up to keep it short or go for a walk.
27. Instead of a meeting, send a short summary document.
28. Reduce the number of people invited to a meeting.
29. Start and end meetings on time, every time.
30. Schedule meetings with yourself to progress work; use a code to avoid overbooking.
Digital Tools & Files
31. Unfollow ten non-essential accounts on social media.
32. Delete three apps from your phone that you don't use.
33. Organize your desktop into a single folder.
34. Unsubscribe from five newsletters.
35. Turn off all non-essential notifications on your computer.
36. Consolidate apps.
37. Use a single browser instead of multiple.
38. Delete all bookmarks from your browser that you don't need add ones that you do.
39. Close all tabs at the end of the workday.
40. Use one cloud storage service instead of multiple.
General Productivity Habits
41. Schedule a single "deep work" block of time in your day.
42. Stop checking your phone in the first 30 minutes of your workday.
43. Pick a single task and work on it for 15 minutes with no interruptions.
44. Say "no" to one request this week.
45. Simplify your morning routine.
46. Block off 15 minutes at the end of the day to plan tomorrow.
47. Remove all non-essential items from your desk.
48. Choose one time of day to exercise.
49. Simplify your password system.
50. Write down all your ideas in one notebook.

Unlocking Extraordinary Productivity
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