12 Phrases
that Command
Instant Respect
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"I'm in deep work mode
1 until 2pm - I'll catch up on
messages after” :

« Put your phone in a different room.
 Physical distance prevents mental
drift. "

"I dedicate 10am and ' .
3pm to emails, I'll respond
- thoughtfully then" '
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"« Block these times in your calendar as
"focus work" to prevent scheduling
conflicts. '
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"My plate ts full thas weelk,
but I can help you find
another solution"
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» Keep a running list of reliable
alternatives to share when you need to
- say no.

"I need to check how this fits
with my current priorities

ﬁrst"

e Create a 3-column prlorlty matrlx

must/should/could

. Reference it before committing.



"Let's wrap up 5 minutes

5 early to prep for our next
commitments” ‘

» Set your meeting defaults to 25 or
50 minutes instead of 30 or 60.

"I'm offline until Monday to
6 recharge - urgent matters
to [contact]" '

o Write your backup plan before gomg
offline to avoid last- mmute anxiety.
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"I'll review my calendar
and get back to you by end
of day

. Schedule a 15-minute decision

[

block rig_ht after this conversation.

"I'm focused on an
lmportant deadline for the
next 90 minutes"”

8

" Use a visual timer on your desk to
make your boundary tangible to others.
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"This isn't something I
can commuit to right now"
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» Keep a template of graceful "no"
responses in your notes app for
quick access. |

'I'm available for
10 collaboration between
9am-5pm on weekdays"
o Add your working hours to your
~email signature to set clear

‘expectations.



"We have 5 minutes left -
let's prioritize key
decisions”

1

. Set a distinctive alarm tone for the
5-minute warning on your phone.

"I'm signing off for the !
day - happy to continue
tomorrow at 9" s

1

~ « Create a shutdown ritual: close all
tabs, clear your desk wrlte
tomorrow's top g



Jom Us!
_ It you liked this, join 300,000+ who follow

along for expert wellbeing and

personal development tips like this -

delivered straight to your inbox eVéry ¢
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