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Why we all need to write more

■ Communicate

■ Disseminate

■ Collaborate

■ Disambiguate
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DISCUSSION:

EXAMPLES OF WRITING



collisholmesinnovations tonicollis1                         company/11517516/          tonicollis1

Building time for writing

■ Academics are typically expected to spend 2 days per week on paper writing

■ Writing/documenting can easily take 30-100% of the time taken for the item

– How long do you think it takes to produce:

■ Meeting minutes

■ Agendas

■ Technical documentation
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Building time for writing

■ Identify your ‘ideal week’

– When is your ‘tiger-time’ or most productive time?

– Time blocking and batching
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DISCUSSION:

WHAT DOES  YOUR IDEAL 
WEEK LOOK LIKE?
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Building time for writing

■ Identify your ‘ideal week’

– When is your ‘tiger-time’ or most productive time?

– Time blocking and batching

■ Prioritize writing

– Top 3 things
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DISCUSSION:

WHAT ARE  YOUR TOP 
THREE THINGS?
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Building time for writing

■ Identify your ‘ideal week’

– When is your ‘tiger-time’ or most productive time?

– Time blocking and batching

■ Prioritize writing

– Top 3 things

■ Get rid of tasks that aren’t helping you

– Learn to say no

– Automate

– Delegate
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Being productive once you are ready to write

■ Break it down!

– Project manage your writing habit
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Being productive once you are ready to write

■ Break it down!

– Project manage your writing habit

■ Remove decision making from the writing process:

– Turn plan into steps

– Decide the previous day what you will focus on in your writing session

■ Remove distractions

■ Set a timer/deadline for each small task

■ Give yourself  ‘white space’ in your life

■ Separate writing and editing



QUESTIONS?
toni.collis@chi.scot


