Helpful Reminders

BE MINDFUL OF YOUR BANDWIDTH

REVISIT & REASSESS AS NEEDED

Avoid overcommitting to too many action
steps or tasks. Prioritize your list to what
will make the biggest impact for you now.
Remember that you can always go back
through the program again & devise new
goals.

FIT THIS TO YOUR LIFE

Your goals can be professional, personal,
or a mix. Where you choose to focus is
unique to you and your needs. There is
no one “right” way to devise your action
steps or ambitions - only what's right
for you.

PROGRESS NOT PERFECTION

You'll likely mark items as done and fill
up your progress bar little by little.
Incremental progress adds up to major
results. You're not aiming for a perfectly
checked-off list, but rather to make
meaningful progress and to create longer
term habits and new ways of approaching
situations, which can take time.

Keep your worksheets updated as you
move through the program. Specifically,
remove items when you've completed
them (and celebrate) and cull them
periodically so you're not overwhelmed
by too many tasks.

INCORPORATE YOUR SYSTEMS

Put action items into your personal
productivity system. Add important
to-do’s to your calendar. Set reminders
for yourself. Add tasks to your project
management system. Keep these
worksheets visible so your goals are
top-of-mind.

KEEP THINGS SIMPLE & CONCRETE

Don't overthink or overcomplicate your
action items and tasks. The clearer they
are, the better and the easier you'll be
able to implement them. If you find
yourself saying, “but this seems so
simple it's silly,” then you're on the
right track.
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