i JUMP START TO GETTING ORGANIZED

l'

1. Identify one large overwhelming project from your To Do list.

2. Does this project really NEED to be done, and if so, are you the best person to do it?
If the answer is no take it OFF your list and pick a different task!

3. What is really expected of you? How will you know when the project is completed? What will
it look like? How will it feel?

4. When would you like the project COMPLETED? Assign a deadline!

5. What are the first few steps you can take to move the project ahead just a little bit? Are
there any questions you need answered? Is there something you need clarified? Do you need any
supplies?

6. When do you want to accomplish those firststeps?

7. Schedule time to do these steps on your calendar.
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