SMARTNEXTUP MASTER COMPANION « PRODUCTIVITY PLAYBOOK

The Clarity Engine: Turning Mental Overload into
Focused Action

Actionable Printable Worksheets, Scoring Matrices & Execution Protocols

m How to Use This Action Kit

This Action Kit transforms the conceptual strategy of the master guide into a rapid, repeatable personal process. Print these worksheets,
write your immediate answers, and execute the micro-steps to build undeniable momentum.

1. Decision & Comparison Frameworks

Reference matrices to evaluate trade-offs, break loops, and score options with zero ambiguity:

Email notifications Constant context switching Depth of thought

Slack/Teams pings Fragmented focus Creative problem-solving

"Quick" social media checks Dopamine-driven distraction Sustained attention span
Multitasking meetings Divided cognitive load Retention and decision quality
Simple (e.g., walking) Low Minimal

Moderate (e.g., email) Medium Noticeable

Complex (e.g., coding) High Severe

Checking email during a call Missed details, weaker rapport Close your inbox until the call ends
Texting while driving 4x slower reaction time Use "Do Not Disturb" mode
Writing while Slacking 2x more errors in both tasks Batch messages for later

2. Step-by-Step Printable Worksheets

Fill out each phase in under two minutes when faced with resistance or hesitation:
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SMARTNEXTUP MASTER GUIDE « PRINTABLE ACTION KIT

STEP 1: Stage 1: Capture everything

Your brain both processes information and stores memories; it functions as a processing system with significant storage capacity.
When you treat it like a to-do list, you're asking

Your Notes / Action Step:

STEP 2: Stage 2: Rapid triage rules

Now that everything’s out of your head, it's time to sort. But not the way you’ve been taught. Most people open their inbox and
immediately start organizing—Ilabels, folders, due da

Your Notes / Action Step:

STEP 3: Stage 3-5: Execution and clean shutdown

##### Deep Block (Stage 3) This is where the real work happens. Pick one task from your “next actions” list and give it a 90-minute
window. No multitasking. No notifications. Just y

Your Notes / Action Step:

3. Daily Momentum Checklist

Review these quick checkboxes every morning to keep your execution stack locked in:

Identify the single highest-leverage friction point before checking notifications or email.

Set a 10-minute sprint timer to take the first physical move on the hardest item.

[]

[]

[] Externalize looping thoughts onto an index card or note—never hold loops in working memory.
[] Review worst-case fear playbook: identify your safety action step if things go sideways.

[]

Record one win from today to reinforce evidence of personal agency and decisive execution.
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