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Brain Dump
Step #1: Everything in your head must come out. Write down everything that needs to
get done, anything that’s worrying you.
Question #1: “What is making me feel overwhelmed?” Is it the sheer number of undone
items? Have you overcommitted yourself? Is there an unhealthy relationship, boundary,
or financial issue that needs to be addressed? Are you distracted by projects and tasks
that aren’t the most important things you should be doing? Are you trying to do it by
yourself? Do you have conflicting emotions keeping you from moving forward? Are you
too disorganized? Is a task too complicated? Be specific. What is making you feel
overwhelmed?
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Daily Action Plan
Step #2: Organize. Go through your brain dump, and organize your to-do list into categories. Star your most important project. Number
the 1-3 most important tasks that will move it forward. Identify 1-3 other most important tasks/errands you must complete today.
Remember, your 3 life priorities are ______________, ______________, and ______________. If tasks are not consistent with your life
priorities, eliminate or delegate. Take a reality check, is there enough time to get this all done?
Question #2: As you go through your list, ask, “Given the reality of the situation, what is the next most important thing for me to do?”
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Step #3: Do. Also do the next most important thing you need to do.
Question #3. How will you reward or recognize the accomplishments you had today? Take time to celebrate your accomplishments and
appreciate the hard work you do.
Status Legend: U= Urgent W= Waiting on something or someone SM= Someday maybe D= delegate or decline

