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#2 Simplifying Your Weeks



What tasks take up your time?

BRAINSTORM

Use this page to brainstorm all of the tasks, commitments and appointments that fill up 
your weeks.

What commitments take up your time?

What appointments take up your time?



CATEGORISE

Use this page to categorise your tasks, commitments and appointments.

GOOD BAD

Which of your tasks, commitments and
appointments do you find difficult, overwhelming, 
frustrating or draining?

Which of your tasks, commitments and
appointments are giving you energy? These are the 
things that you look forward to doing.

Which two ‘bad’ activities are having the most impact? 



SIMPLIFY

In the next few pages you’ll be going through your top tasks or commitments that are 
draining your energy and evaluating how you can remove them, reduce them and make 
them more appealing. You’ll consider these questions:

WHAT WOULD THE CONSEQUENCES BE IF YOU DIDN'T DO THIS?

Think one year and five years in the future. What would the consequences be if you didn’t 
do this task or behaviour? This filter question will make sure that this task has a
purpose and long term outcomes in your life.

DOES THIS NEED TO BE DONE BY YOU?

If you have a partner, could your partner do this? Another community member? A virtual 
assistant? A freelancer? A friend or a family member? Is it possible to plan to delegate this 
in future? Does it really have to be YOU that does this always and forever? This filter
question will make sure that this task is something that you and only you can do.

HOW COULD YOU MAKE THIS EASIER TO DO?

Is there an automated online service that can make this easier for you? Is there a system 
that you could put in place to make this task easier to do? Could you create a checklist, a 
template or a process that will make this task easier to do? Is there a helpful app to make 
this process smoother? Can you change the location that you do this task? Is there a tool 
to save up for that could make this easier?

HOW COULD YOU MAKE THIS MORE APPEALING?

Can you gamify this task or activity? Can you add in a reward at the end every time? Can 
you change your mindset about it in any way?



SIMPLIFY

TASK / COMMITMENT:

WHAT WOULD THE CONSEQUENCES BE IF YOU DIDN'T DO THIS?

DOES THIS NEED TO BE DONE BY YOU?

HOW COULD YOU MAKE THIS EASIER TO DO?

HOW COULD YOU MAKE THIS MORE APPEALING?

IMMEDIATE ACTION LIST:

_____________________________________________

LATER ACTION LIST:



_____________________________________________

SIMPLIFY

TASK / COMMITMENT:

WHAT WOULD THE CONSEQUENCES BE IF YOU DIDN'T DO THIS?

DOES THIS NEED TO BE DONE BY YOU?

HOW COULD YOU MAKE THIS EASIER TO DO?

HOW COULD YOU MAKE THIS MORE APPEALING?

IMMEDIATE ACTION LIST: LATER ACTION LIST:


