
Table of Contents

3-2-1-Done: Three Simple Strategies to get Your To-Do List Done!

Welcome!

Exercise: Create a To-Do List

Mistake #1: Writing | Everything Down

Tip #1: Don’t Write | Everything Down

Mistake #2: Randomly Tackling To-Dos

Tip #2: Identify Deep vs. | Shallow Tasks

Mistake #3: Not Making Time | for To-Dos

Tip #3: Assign a Day & | Time to To-Dos

Become a To-Do List Whiz

Tips to Help You Stick With It!

You Can Do It!

A Bonus Tip

My Gifts to You

About The Author

Stay in Touch!


[image: ]

BOOKS BY THE AUTHOR

If you aren’t sure where to start, may I suggest beginning with 3-2-1-Done and Rock Your Morning. When fully implemented, their strategies will give you the time and energy to move on to the others. 

TIME MANAGEMENT

	3-2-1-Done: Three simple strategies to get your to-do list done!) 







	Rock Your Holidays: Three simple steps to having fun while getting things done!


LIFE DESIGN & SELF-CARE

	Rock Your Morning: Three simple steps to take control of your morning! 


VIBRANT FAMILIES

	Rock Your Mission: Three simple steps to creating a family mission!



[image: Image]

Copyright 2022 Beyond Your Wildest Dreams (BYWD)

Published by Wild Dreamers Publishing 

ISBN: 978-1-947420-23-6

––––––––
[image: ]


All rights reserved. No part of this publication may be reproduced, stored in a retrieval system, or transmitted in any forms or by any means currently existing or yet to be developed – for example but not limited to electronic, photocopy, recording – without the prior written permission of the publisher. The only exception is quotations of three sentences or less in reviews.

Welcome!

Exercise: Create a To-Do List

Mistake #1: Writing

Everything Down

Tip #1: Don’t Write

Everything Down

Mistake #2: Randomly Tackling To-Dos

Tip #2: Identify Deep vs.

Shallow Tasks

Mistake #3: Not Making Time

for To-Dos

Tip #3: Assign a Day &

Time to To-Dos

Become a To-Do List Whiz

Tips to Help You Stick With It!

You Can Do It!

If You Enjoyed This Book:

A Bonus Tip

My Gifts to You

About The Author

Stay in Touch!

––––––––
[image: ]


Dedication

[image: ]

With gratitude and love for that 

from which all things flow. 

And to my family and friends 

who keep me on my toes and endlessly fascinated.

And bestie-tier Natascha especially.
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Do what you can, 

with what you have,

where you are.

~Theodore Roosevelt
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​Welcome!
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Good for you for picking up this book. It shows that you are ready to learn some new skills and that’s the first step to creating a life that’s beyond your wildest dreams!

Many people don’t recognize that they have the power to change their lives. This helplessness is learned in childhood and perpetuated through adulthood. And just as helplessness is a learned behavior, so is its opposite: resourcefulness.

Knowing that

you have the ability

to change your life 

opens you up to 

limitless possibilities.

My business, Beyond Your Wildest Dreams, is all about empowering you to tap into those limitless possibilities by teaching you to harness the power of planning so you can prioritize yourself, save time, and achieve your goals. 

And I want to help you accomplish all your goals, from the small — finish that DIY project you haven’t touched in years — to the large — live in the foreign land that’s been calling to you. 

But I don’t want to turn you into a productivity robot. I will also encourage you to let go of things that no longer matter, that can drag you down like ballast you should have jettisoned long ago. I want to show you how to make time for the little things like chats with friends and taking naps that many of us want more of but have difficulty finding time for.

In this book I am going to teach you how to take your “to-do” list and turn it into your “to-done” list. First I’ll break down the top three mistakes most people make when using to-do lists and I’ll teach you three easy, actionable steps that will help you overcome the hurdles.

I want to recognize that we are all in different situations and stages of life, so as I tell my students frequently: take what speaks to you and leave the rest. Maybe one of the tips really appeals to you. Run with that! You don’t need to master everything at once.
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Before we start, I’d like you to consider the following scenario. 

Imagine looking at your to-do list and knowing exactly where to start and what order to do things in. You have a sense of when everything will be completed and an actionable plan to implement.

	How does that scenario make you feel?

	Are you calmer?

	Will your life be improved by this?

	What opportunities will this create in your life?







Close your eyes and really imagine what that looks and feels like for a couple of minutes.

Set a timer for 2 minutes, grab your journal or planner and write down what you saw.

Pick your favorite one or two sentences from that exercise, write it on a post-it or index card and tape it somewhere you’ll see it every day. Your bathroom mirror or your refrigerator are good options. 

I’ll explain why later.

Do that now...I’ll wait.
​​​
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​Exercise: Create a To-Do List
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In order to make this an interactive learning experience, you need to create a to-do list. 

Set a timer for two minutes and write down all the things you need to do in the next couple of weeks in the space provided. Include errands, appointments, chores, shopping, financial planning, work projects, gifts to buy, reservations to make, kid-related stuff.

Don’t skip this step, it will make the learning process much more effective.

Once you’re done, turn the page and read about Mistake #1.
​​
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​Mistake #1: Writing 

​Everything Down
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Okay, I kind of set you up for this, but come on, we all do it! If you’re like most people, your to-do list is very random. It’s part reminders, part shopping list, part tasks. Maybe your list looks something like this:
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It’s not a strategic list of action items; it’s a brain dump. Getting things out of your head and onto paper is great because it frees your brain up to do higher level thinking. However, a brain dump is just the first step in getting things done and unfortunately it’s the place where most people stop. 

There is a counterintuitive drawback of the brain dump to-do list: it feels so good, it can allow you to feel accomplished. Wait, what? Feeling good is a bad thing? In this case, it can be. When we accomplish something, it triggers the brain chemical dopamine. 
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Even something as inconsequential as writing a list can trigger this chemical. Dopamine is also triggered when we cross an item off the list, creating a feeling that is so enticing, people will write something down that they’ve already accomplished just so they can cross it off. (You know who you are!)

This excess dopamine can be counterproductive because it can lull you into a satisfaction that satiates your need to take action. “Why do I need to write my report now? It’s on my to-do list. I’ll do it eventually. That’s good enough.” 

This is the never-ending cycle excess dopamine supports, and why so many of us have multiple lists of to-dos with very few things getting accomplished.
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This might be a good place to tell you I’m a brain science nerd and I am always looking for ways to improve my students’ learning experience.

As an ENFJ personality type, I enjoy figuring out how to do things better and more efficiently, incorporating it into my systems, road testing, and teaching it. My fascination with brain science is a big part of how I do this.

Expect to read more about brain science because it’s part of what makes my systems work for all different kinds of people.

So, how do you overcome the counterproductive hit of dopamine?

​​
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​Tip #1: Don’t Write 

​Everything Down
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I’m not saying don’t write anything down, but you need to be strategic about triggering dopamine to conquer your to-do list. You need to reserve dopamine to spur you on when you’re working on a challenge, and not trigger it to pat yourself on the back for the mundane. If you don’t learn to harness your brain chemicals, then you’ll always be at their mercy. 

There are two categories of tasks I recommend leaving OFF your to-do list.

First, don’t include 

recurring tasks.

––––––––
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Let’s go back to that sample list. There are two things on it that are recurring: brush teeth and walk the dog. 
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Maybe you’re thinking, “But I want it write it down because it feels good to cross it off!” Don’t listen to that voice. That’s the part of your brain that craves – I use that word intentionally, many of us are addicted to – dopamine. Remember, writing things down triggers it which gives you a counterproductive sense of accomplishment, so if it’s recurring, leave it off!
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And definitely don’t write down things you’ve already done in order to cross them off! You’ll be swimming in dopamine and feeling so fulfilled that you won’t do any real work. I know many people who’ve fallen into this trap, but now that you know better, you can do better!

The fact is, the best way to ensure you accomplish recurring things that you “should” do – such as brushing your teeth or walking the dog – is to turn them into habits. Habits are your brain’s way of saving energy and you know you’ve established one when it’s easier to do something than not do it.

I go into great detail about habits in my life design course Harness the Power of Planning, but for now, let’s just stick to how habits affect your to-do list. 

The science of habit formation says that time is a great reminder – or cue – to do something. Do the task after the cue enough times, and you’ll establish a habit. Connect something you want to do regularly (drink more water) with a specific, time-based cue (right when you wake up) and watch how quickly it becomes a habit.

How quickly? Experts disagree on this because there are too many variables to consider. It could take one month, it could take three, but the good news is that it will happen.

So, if you have trouble remembering to brush your teeth, instead of including it on a to-do list, use the time-based cues of waking up and going to sleep as reminders to do it. Or you can use meals if you prefer. The reality is, if you don’t establish this habit proactively, that cavity is eventually going to remind you, right? 

For walking the dog, use the time-based cue of waking up or eating dinner to remind you.
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Second, don’t write anything down that takes two minutes or less to complete. This is called the “2-Minute Rule”.

Often, it’s faster to just do these things than it is to write them down. So, let’s look at that list again.

There are three things on this list that take less than two minutes to accomplish: the thank you note to Carolyn can be written and put in my mailbox in under a minute, getting more mechanical pencils is just a few swipes on an app, and scheduling my haircut is just a couple of text messages to my stylist.
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Look at that! I just eliminated five things from the list. Look at how much more manageable it is. My stress level has diminished considerably.

[image: Image]Your Turn: Mark-up your own to-do list. Make a note next to recurring tasks with a time-based cue and once you identify your two-minute activities JUST DO THEM NOW...I’ll wait.
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accomplishing so much!
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highlighting, It feels more celebratory than crossing
off, and it makes it easy for me to distinguish the

tasks that aren't complete yet

Iknow I've had a productive day when my page is
pink, pink, pink! Get a highlighter in your favorite
color and see how fun it is.
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