
FREE TO FOCUS™ |  ©2018 MICHAEL HYATT & COMPANY

W O R K F L O W  O P T I M I Z E R ™

P R O J E C T  N A M E  ___________________________________________

  

E L E M E N T S
Brainstorm steps required for this project. Don’t leave anything out.
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O P T I M I Z A T I O N
☐    Draw a line through the steps that can be eliminated.

☐    Identify the steps that can be simplified.

OPTIMALIZACE PRACOVNÍHO POSTUPU
NÁZEV PROJEKTU

PRVKY

OPTIMALIZACE

Společně se zamyslete nad kroky, které jsou v tomto projektu zapotřebí. 
Nic nevynechávejte.

Přeškrtněte kroky, které lze eliminovat.

Určete kroky, které lze zjednodušit.

Zaměřte svou pozornost ©, 2020 Audiolibrix s.r.o.
FREE  TO  FOCUS™ |   ©20 18 M ICHAEL HYAT T & COMPANY

MORN ING  AND  EVEN ING  R I TUALS  WORKSHEE T ™

List your activities and necessary time for completion.MORNING R ITUAL
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List your activities and necessary time for completion.EVEN ING R ITUAL
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O R D E R
Write out the steps in the order that they need to happen. Include the person responsible 

(owner).

STEP OWNER NOTES

POSLOUPNOST
Vypište kroky v pořadí, ve kterém musejí být učiněny, a připojte jméno 
odpovědné osoby.

KROK ODPOVÍDÁ POZNÁMKY

Zaměřte svou pozornost ©, 2020 Audiolibrix s.r.o.
FREE  TO  FOCUS™ |   ©20 18 M ICHAEL HYAT T & COMPANY

MORN ING  AND  EVEN ING  R I TUALS  WORKSHEE T ™

List your activities and necessary time for completion.MORNING R ITUAL
ACTIVITY TIME POSSIBLE ACTIVITIES

1

2

3

4

5

6

7

8

9

10

TOTAL TIME

List your activities and necessary time for completion.EVEN ING R ITUAL
ACTIVITY TIME POSSIBLE ACTIVITIES

1

2

3

4

5

6

7

8

9

10

TOTAL TIME


