
Bonus - Getting It Done Worksheets

We’re all going to try these worksheets several times as we practice making these techniques a habit. You’ll
want to print the worksheets (this document) as many times as you need them. This is about trying them out,
making mistakes and trying again.

1. Triangle Model
2. Productivity Worksheet
3. Weekly Boss List
4. Time Blocking
5. Control Worksheet
6. Mental Sprint Estimating
7. Chunking Worksheet
8. Procrastination Decoded Worksheet
9. Priorities Worksheet
10. Weekly Boss Plan
11. Anchor In Time



GID TRIANGLE MODEL
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PRODUCTIVITY CHART

Unattractive Attractive

Productive

Unproductive
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WEEKLY BOSS LIST

ALL TASKS YOU THINK YOU HAVE
TO DO THIS WEEK

3-5 MOST IMPORTANT TASKS
FOR THE WEEK

3-5 SECONDARY TASKS FOR THE
WEEK
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TIME BLOCKING

7:00 AM

8:00 AM

9:00 AM

10:00 AM

11:00 AM

12:00 PM

1:00 PM

2:00 PM

3:00 PM

4:00 PM
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CONTROL WORKSHEET

DISTRACTIONS IN MY CONTROL DISTRACTIONS OUTSIDE MY CONTROL

WAYS TO MANAGE MY DISTRACTIONS
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MENTAL SPRINTS

YOUR 3 MOST IMPORTANT TASKS
FOR THE WEEK

HOW MANY MENTAL SPRINTS YOU
ESTIMATE YOU’LL NEED TO GET
EACH TASK DONE

HOW MANY MENTAL SPRINTS YOU
ACTUALLY NEEDED TO GET EACH
TASK DONE
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CHUNKING

Complex Task:

TASK BREAKDOWN INTO STEPS -
DON’T BE AFRAID TO CREATE
MANY STEPS FOR A LARGE TASK

HOW LONG DO YOU ESTIMATE
EACH STEP TO TAKE?

BONUS REFLECTION: HOW MANY
MENTAL SPRINTS YOU ACTUALLY
NEEDED TO GET EACH TASK DONE
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PROCRASTINATION DECODED

WHAT’S IN IT FOR ME?
ATTRACTIVENESS OF PROCRASTINATION

HOW DOES IT GET IN MY WAY?
COSTS OF PROCRASTINATION
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PRIORITIES

A TASKS

THESE ARE THE TASKS OF
HIGHEST IMPORTANCE. THEY
MUST BE COMPLETED IN THE
SHORT TERM (LIKE TODAY OR
TOMORROW).

B TASKS

THESE ARE LOWER IMPORTANCE,
LONGER-TERM TASKS. SOME
PORTIONS SHOULD BE
COMPLETED IN THE SHORT TERM,
BUT OTHER PORTIONS MAY TAKE
LONGER.

C TASKS

THESE ARE THE TASKS OF
LOWEST IMPORTANCE. THEY MAY
BE MORE ATTRACTIVE AND
EASIER TO DO, BUT THEY ARE
NOT AS IMPORTANT.
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WEEKLY BOSS PLAN
All the tasks you think you have to do this week

3-5 most important / urgent tasks 3-5 secondary tasks (candidates for
delegation)

CHUNKING & DELEGATING “if you can’t get started, the first step is too big!”

Big Task:
Smaller Ones:

Delegation & Support
“Where do I need support to move forward?”

Big Task:
Smaller Ones:

New Ideas - Don’t Forget
“Put new urgent tasks that come up this week here”

MOVE FORWARD “reminder of unfinished or new tasks for next week”
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ANCHOR IN TIME

03 MON 04 TUE 05 WED 06 THU 07 FRI

8 AM

9 AM

10 AM

11 AM

12 PM

1 PM

2 PM

3 PM

4 PM

5 PM

6 PM

7 PM

8+ PM

08 SAT

______________________________

______________________________

______________________________

______________________________

09 SUN

______________________________________

______________________________________

______________________________________

______________________________________
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