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Multi-tasking Exercise 
 

 

 

 

 

 
 

STEP 1 
• Have a timer with a second hand or have someone else time you. 
• In first row, copy the phrase “Stress-Free Productivity is my goal” HOWEVER – For every letter you 

write in the letter row, switch to the second row and write the corresponding number.  
o So you’d write “S” in first row, then quickly switch to 2nd row and write the number 1. 
o Then you’d go back to letter row and write “t” and then switch down to write 2 and so on. 

• READY, GO!. 

STEP 2 
• Have a timer with a second hand or have someone else time you. 
• In the first row, copy the phrase “Stress-Free Productivity is my goal” all the way through and once 

you’re done, go to next line and write the numbers 1-31 
• Compare the time to completion between second and forth rows. *typically it takes people twice as 

long to complete the first pass (switch tasking between letters & numbers) vs. focusing on one task 
at a time as in the second pass. 

 

Stress-Free Productivity is my goal 
**After you finish, write down the time it took at end of second row for step 1 and end of 4th row for step 2. 

(See example on page 2) 
Step 1 
Letters 
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Letters 

 

Step 2 
Numbers 

 

    Module 2: Command/Control Central 

In Dave Crenshaw’s book, The Myth of 
Multitasking, there’s a great exercise to illustrate 
the inefficiencies of multi-tasking – which is more 
appropriately called Switchtasking. 
 

• Each time you switch between tasks, you 
have a switching cost in the forms of time, 
focus and energy…thus leading to more 
stress, exhaustion and busy-ness without 
much to show 

 

Ever feel like you’re great at starting everything  
but not so great at finishing without crashing?! 

 
Think what happens when you have too many 
applications open on your computer… it runs slower 
and slower until ….crash! Hmm. No coincidence. 
 
I’ve included an exercise below so you too can quickly 
understand the negative impacts of switchtasking on 
your efficiency.  
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The “New” Multi-task Solution 
It often takes twice as long to get anything done when trying to do more than one task at the same time 
that requires thought. But it’s pretty unrealistic to say you’ll never multi-task.  
 
Here’s your 3 step solution: 
 
1. Schedule a block or blocks of time for multitasking but don’t let it be your whole day. (ie, likely that you 

might be doing calls and emails at the same time but this why so many get overwhelmed by email.) 
 
2. Batch like tasks together and create focus blocks of time to focus on finishing ONE task/project etc. 
 
3. Background tasking is the answer if you really must multitask. Try to choose only one task that requires 

thought.  Here’s a sample of background tasking activities that can be mixed & matched.   
 

My Sample Chart - Choose one from left and one from right 
Takes thought Minimal thought 

 

Listening to audiobook, podcast, e-courses Walking/Running/Elliptical/Bike 
 

Talking on phone (with earpiece)  
*mixed thoughts on doing this while driving because -  though 
driving second nature…still takes thought and attention!! 
 

Doing laundry 

Listening to music 

 

Talking to family/friends in person Drying hair 

Cleaning/Doing dishes 
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