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 There are different kinds of attention. One kind allows you to think about one thing for 

a short period of time, another type helps you ignore distractions and another type allows you 

to shift your attention from one thing to another. People with attention problems have a hard 

time staying focused during meetings, may get off-topic during conversations, and may have 

trouble remembering important details. Having trouble finishing tasks, especially when it is 

noisy or you are distracted, is a common problem. Using and practicing the following 

suggestions can be helpful: 

1. Recording information can be helpful. To help you remember important details, you 

can take notes or record voice messages after important meetings.

2. To help you complete tasks, break them into small steps, create a list and work on 

only one step at a time.

3. Distracting places can make these problems worse (for example, spaces that are 

noisy, full of clutter, have busy views, or frequent interruptions). As much as possible, 

work in quiet, non-distracting places.

4. When possible, wear earphones to drown out excess noise.

5. To help you remember meetings or important dates, use the calendar or reminders on 

your phone/watch/computer or use a regular paper planner or calendar.

6. During important meetings, take a minute to repeat or summarize important points to 

help you remember.

7. Attention can get worse as the day goes on. When possible, try to schedule important 

appointments earlier in the day.

8. Attention can get worse if you don’t sleep well.  
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