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Time Box Tactic #1: 
Pretend the deadline is today

How it works

• Close your eyes or at least 
mentally block out all activities. 

• Engage your imagination to 
envision that the software you are 
working on will be released for 
production use “today.”

Why it works

• Shifts your perception of time.

• Drives important tasks to the top.

• Creates a sense of urgency.

• Helps you realize what critical 
tasks you may have ignored, 
skipped or “just haven’t gotten 
around to.”
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Time Box Tactic #2: 
What if I don’t finish X?

How it works

Ask yourself if you don’t complete a 
specific task, a task you are 
struggling to complete, what would 
happen if you did not complete the 
task. Complete the task today, or 
possibly never complete the task.

Why it works

• Forces a short analysis of the 
importance of tasks.

• Indirectly highlights the 
importance of one task versus 
another task. 
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Time Box Tactic 3: 
Can I finish x by y time?

How it works

• Set a specified amount of time to 
finish a task.

• Use a kitchen timer or alarm clock.

• Stick to the clock/deadline.

Why it works

• Focused solely on one task, 
makes one task more doable.

• Focus on only one and 
temporarily ignoring other work 
helps direct energy.

• Limit the time for a task 
alleviates the pressure of the 
rest of the day and keeps one 
task from bloating and filling a 
day.
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Time Box Tactic #4: 
Client Audit

How it works

Imagine your client (or some other 
person of influence) can see what you 
have completed and what you have 
not finished.

Why it works

When you mentally “your client’s 
voice in your head, you know what 
issues/tasks a they will be most 
concerned about and you will feel the 
pressure and focus to tackle that one 
task.
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Time Box Tactic #5: 
Task Switching

How it works

• Set sessions for work in one hour 
or one and a half hour increments.

• Allow yourself a 30 minute break 
in between each time block.

• Use an alarm clock or kitchen 
timer or an app like Pomodoro.

Why it works

• Forces you to realize the limits of 
time.

• Keeps your focus fresh.

• Forces you to rotate through 
assorted tasks.
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