Time management strategies
1. Write notes immediately after the session, if possible
– Even 5 minutes of focused writing right 
2. [bookmark: _GoBack]Batch notes during a documentation block
– Schedule dedicated time once or twice per day (e.g., 11:50–12:10, 4:50–5:10) for notes.
3. Use the 2-Minute Rule
– If a note can be written in 2–3 minutes, do it now instead of putting it off.
4. Set a timer for 10–15 minutes per note
5. Use a voice dictation tool (most laptops will have)
6. Text expander app (Text blaze or PhraseExpress) - auto-fills common phrases
7. Use a note template/ starter note or drop in pre-written sentence starters like: (also see DAP at the bottom) 
· Client presented with
· Focus of the session was
· Clinician observed
· Client was guided through
8. Use shorthand or abbreviations (if appropriate in your documentation system), such as:
· CT = client
· r/t = related to
· w/ = with
Create a mini menu of clinical interventions
· When doing similar types of work create a cheat sheet of interventions or techniques commonly used: 
· Mindfulness: practiced breath work to support nervous system regulation
· CBT: examined cognitive distortions re: self-worth
· EMDR: Began Phase 2 resourcing and the client learned the following resources: 
Do you feel like overthinking or wanting it perfect might be part of it? 
What has helped me personally is thinking this way:
· It’s a progress note and not something I need to hand into a professor
· Being done and accurate is better than being perfect or poetic 
Here is a DAP note:
D – Data (What happened?)
· Client presented with…
· Focus of session was...
· Interventions used: (somatic grounding, CBT skills)
· Notable changes or insights:
A – Assessment (Your clinical impression)
· Client appeared (affect, insight, regulation)
· Themes: trauma response, relational rupture, etc.
· Client’s capacity to stay grounded
P – Plan
· Continue with...
· Introduce...
· Assigned between-session work (if any):
· Next session will focus on...
ADHD time tricks:
· Pomodoro notes sprint: 25 minutes, 5 notes, race the timer. Then take a break.
· Body double: Write notes while on a quiet Zoom or in-office with someone else also doing documentation
· Habit stack: When I close out a session - do 1-minute (or less) breath work - write the note
Reminders for you 
You are not lazy!!
Your notes don’t have to be perfect. They just have to be honest and done
You’re doing such important work!
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