
DEEP WORK CHECKLIST 
1. My Focus Block  

How long will this deep work session be?  

• 20 minutes – I’m rebuilding focus  

• 40 minutes – I can stay with one task 

• 60 minutes – I already have strong focus habits  

• (            )  minutes  

Why I chose this length:  

 

Start time: ______________________                               End time: ______________________      

2. My Deep Work Zone 

● Where will I do this work? 

Location: ________________________ 

What makes this place work for focus? 

 

3. Environment Check 

Before I start, I will: 

Clear my desk/workspace 

Gather all materials I need 

Close extra tabs (limit: _____ tabs) 

Put my phone:        out of reach  

                                                      in another room 

                         face down 

 

 

 

 

 

 

 



 

4. One Clear Intention (Most Important) 

What is the one task I will work on? 

 

 

If I finish early, I will continue by:  

 

5. Distraction Plan 

What usually pulls my attention away? 

My top distraction: ____________________________ 

What I’ll do when the urge hits: 
 ⬜ Ignore it for 60 seconds 
 ⬜ Write it down and return to the task 
 ⬜ Take one deep breath and refocus 

⬜ Others: __________________ 

 

6. After the Session  

What did I complete? 

 

What distracted me most? 

 

One thing I’ll adjust next time: 

 

 

 

 



 

 

 

Track the Experience (optional) 

(After each session, rate the following on a 1–5 scale: 

Clarity 
 How clear was my thinking and understanding? 

1 ⬜ ⬜ ⬜ ⬜ ⬜ 5 

Productivity 
 How much meaningful progress did I make? 

1 ⬜ ⬜ ⬜ ⬜ ⬜ 5 

Stress Level 
 How stressed did I feel during the session? 

1 ⬜ ⬜ ⬜ ⬜ ⬜ 5 

Sense of Accomplishment 
 How satisfied did I feel afterward? 

1 ⬜ ⬜ ⬜ ⬜ ⬜ 5 

 

 

 

 


