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Inspiring, enabling, and empowering legal teams to work smarter.

EXPERIENCED. CREATIVE. CONNECTED.

Get Organized / Get Focused
Get Ready for 2021!

Presented By: Paul J. Unger
punger@affinityconsulting.com

Paul
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3-5%
work from home full-time

(2019)

2016 Study
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60%
have a job where they can work remotely

(2019)

2016 Study

80-90%
want to work from home (at least part-time)

(2019)

2016 Study

20-25%
work from home at least part-time

(2019)

2016 Study
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20+%
(est) will work from home full-time

post-COVID-19 (2020)

2016 Study
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https://www.gocomics.com/kevin-necessary-editorial-cartoons/2020/03/21

Process & People

STAYING FOCUSED & SANE

Interruption comes every
2 to 3 minutes
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Outlook Maximized Most of Day?

Email is NOT a Daily Plan!

Create a Daily Roadmap

Best Self Journal, Panda, Covey, etc.

Daily Planning
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Daily Roadmap Planning

Daily Planning

Weekly Deep Dive – 1 hour

Same Time, Place & Channel

Try Friday Morning

Weekly Planning
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Calendar – 2 weeks Forward

Calendar – 2 weeks Back

Project/Case List

Task List and Follow-Up Folder

Email (Delete, Delegate, Delay)

Loose Papers & Notes

Time Report (1 week back)

Microsoft ToDo

Personal Strategic Planning – 2021
Start a Dedicated List in your Task Program
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Gmail Tasks

Convert Email to Task in Gmail
Open Email > Shift+T (or add to task under More button – 3 vertical dots)

Batch Process Email

7:30 AM 15 minutes

10:00 AM 30 minutes

12 Noon 90 minutes

4:00 pm 30 minutes

5:00 pm 15 minutes

Today’s Batch Email Processing
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Delete

Do (are you paperless or a digital mess?)

Delegate

Delay

Batch Process Email – The 4 D’s

Turn Off Notifications – Outlook
File > Options > Mail

Outlook – Create Rule for VIPs
Right Click > Rule > Create Rule
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Turn Off Notifications – Gmail
Settings > General > Desktop Notifications

Turn Off Notifications – iPhone
Settings > Notifications > Select Desired App > Turn Off

Turn Off Notifications – Android
Settings > Notifications > Application Manager > 

Select Desired App > Turn Off
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Morning or Daily Routines
The Mind / Body Loves Routine

6:00 Wake Up/Meditate
6:50 Arrive at Office
7:00 Oatmeal/Tea/Fish Oil
7:05 Plan Day/Time Blocking
7:10 Business Development
8:00 Admin Tasks
9:00 Team Huddle (5 min)
9:05 Email & Task - Revisit
10:30 Start Client Work
noon Run & Workout
5:00 Tomorrow’s Daily Plan

6:00 Wake Up/Meditate
6:50 Arrive at Office
7:00 Oatmeal/Tea/Fish Oil
7:05 Plan Day/Time Blocking
7:10 Business Development
8:00 Admin Tasks
9:00 Team Huddle
9:05 Email & Task - Revisit
10:30 Start Client Work
noon Run & Workout
5:00 Tomorrow’s Daily Plan

Simple Checklist or Checklist Again
(iTunes/iPad App Store)

Create AM/PM Rituals
iPad/iPhone App
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Create AM/PM Rituals
iPad/iPhone App

Chore Checklist or Habitica

Android Phones/Tablets

Practice Single-Tasking
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Time Timer ($29.00)
www.timetimer.com
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Carl Franklin
www. http://mtcb.pwop.com/
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Morning Team Huddles

60 Second Lighting Round 
5 Minute Meeting

Digital Detox is about Finding Balance
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Screen Scheduling
Examples of Healthy Boundaries

• Devices off after 9 pm
• No email after 7 pm
• Phone Free Food
• Track Phone Time

LACK OF SLEEP

Anger

Decrease Sex 
Drive

Skin Aging

Blood Pressure
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Get Back to Nature

• Gardening / Hiking / Plant Something
• Phone-Free Walks at Lunch

Get Back to Nature

• Occasionally, Go Off Grid!
• Find your Built-In GPS

Social Media Fasting
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TIME-SAVING TECH TOOLS 
RIGHT NOW!

Sample Setup
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USB Hub

USB C Hub - $80

Dock / Docking Station

Elgato Thunderbolt 3 Dock - $299

Dual Monitors
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Use iPad as Second Monitor
(if you already have an iPad)

Asus Portable Monitor ($199)

https://pro.luxafor.com/

Let People Know You’re On The Phone
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Logitech BRIO

1080p

PC or Mac

$215 on Amazon

Webcam

Mobile Scanning – Use Your Phone

ScanPro App (iOS and Android) – Formerly ScanBot
Alternatives:  Microsoft Office Lens or Adobe Scan

Desktop Scanning

Fujitsu ScanSnap ix1500
30 ppm - $420

133

134

135



11/18/2020

22

Plantronics Wireless Headset

$299 – HeadsetPlus.com

100-300 ft range

13 hours of battery life 

Headset / Microphone

Jabra Elite 75t - $180

Headset / Microphone

Apple Airpods

$129 or $199

Headset / Microphone
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Paul Unger, Esq.  | punger@affinityconsulting.com |  @pauljunger
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