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Do A Brain Dump
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Feeling a little overwhelmed by the sheer amount of things bouncing around your brain right now? Those tasks, to-dos, 

projects, priorities, and freak outs? Here’s some incredibly awesome news: You can take control of the stress and get 

your shit together in less than an hour. And you can use research-backed methods to help you do it. How do we know? 

Because we’ve been there too—we dug into the science to get back on track fast, and we want to share our kickass, 

seven-step plan with you

Let’s get started.

Step one is to get everything out of your brain and onto paper. And we mean everything—from small tasks like putting 

away the laundry to major projects like writing that novel. Concerns and stresses you have count too.

Why? Because the more stuff you have rattling around in your brain, the harder it is to focus.

Research confirms it: Unfinished tasks are a bit like software update notifications. They keep popping up to bother you 

whenever you’re trying to focus.

Good news though. The same study found that writing down your tasks and goals into a plan can stop those brain-

hijacking moments in their tracks.

The best place to start is simply to jot down a list of everything you want or need to do. You can toss it a notebook, an 

email draft, or better yet, your Panda Planner. It’ll declutter your brain and take a load off your memory, which gives you 

more mental space to focus. Proceed to step two.
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Narrow It Down

Prioritize

Now you have your list and more room in your brain. All set, right? Not so fast. Next, you’ll want to single out anything 

on the list that you can’t control. Like an impending storm ruining your upcoming 10K race. Or a family member 

causing some chaos at the next holiday dinner. See any of those on your brain dump? Good. Now cross them off.

Because if you can’t do anything about it, it’s not worth the worry. Instead, let’s focus on what you can control. 

Truthfully, there are usually things within your control in most situations—even if it’s just your reaction to them. For 

example, let’s say you have a chronic illness that makes life kind of tough. (We know how that goes.) It may be on your 

mind, but it’s also beyond your control. So scratch it off your list. Or adjust your focus. Rather than worrying about the 

fact that you have the chronic illness, focus instead on the things you can do to manage it—like regular exercise and 

meditation practice. Keep those on the list because it’s within your power to control them. See the difference?

To kick this up a notch, double check that the goals and tasks you have on your list are as clear and specific as 

possible. If you can make them measurable, even better. So rather than stop sleeping in, you might say make it a habit 

to get up at 6 a.m. every morning

For top points in goal-making, add a timeframe or deadline (e.g, by end of next month).

We all have more stuff on our to-do list than time to actually do the stuff. That’s where prioritizing comes in.

Order your list into what’s most important for you. You could use a prioritization method like the Eisenhower Matrix. Or 

just keep it simple and go with your intuition.

Don’t stress about getting a perfectly numbered, prioritized list. The key here is to help you decode which goals or tasks 

are the most worth pursuing, and which to sideline for now. 

Need more help with prioritization? This article from Positive Routines makes it easy.
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Break Each One Down

Find Your Why

Now take the top five to seven things on the list and explore what it would take to get those things done.

If there’s something on the list you’ve never done before, you might need to do some research. And that’s totally okay. 

In fact, that’s part of the process.

Once you have an idea of what you need to do, break that item down into smaller subtasks. Smaller equals easier 

to manage. So, draft an outline of chapter one might be a subtask of writing your novel, for example. And of course, 

we have back-up here—research shows that breaking down goals into smaller steps makes the end result feel more 

attainable.

Why do you want to get up earlier? Why do you want to write that book? Why would nailing your exercise routine make 

such a positive impact on your life?

The why of things is just as important as the what. Because it’s the why that keeps you motivated and gives you 

purpose, according to research, and that’s especially true when you’re struggling to put in the work.

For everything you’ve decided to tackle on your list, write down why accomplishing it is important to you. Make it 

detailed, and make it personal.

Any time you feel discouraged, come back to what you’ve written for a serious dose of motivation.
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Make A Commitment

Create A Roadmap

Now you have a list of your most important projects and tasks, along with a breakdown of what it would take to 

accomplish each of those things and the reasons you want to make it happen.

It’s time to make a commitment to achieving them.

The commitment could be to yourself. Or, depending on the goal, you might consider sharing your commitment with 

someone else. Research suggests that committing to and sharing your progress with a friend, or even to your Twitter 

followers, helps keep you accountable and makes you more likely to achieve your goals.

You’ve nailed the what and the why. It’s time to plan out the when and the where.

Research shows that setting deadlines helps combat procrastination. But as well as making the goals on your list 

time-bound, it’s also helpful to create a roadmap that will lead you to that end point.

Your roadmap might be weekly or monthly. Regardless of the timeline, it should lay out your implementation intentions: 

aka, what you will do at particular times or in response to particular triggers to progress toward your goals. Think of 

it like an if-then statement for hitting your goals. For example, if I don’t wake up in time to go to the gym before work, 

then I will take my workout clothes with me and fit in a 20-minute run at lunch. 

Studies show that implementation intentions can help you reach your goals. This is because they push you forward, 

keep you engaged, and help you stay on plan in the face of obstacles as you progress along your goal path.

It’s important for these intentions to be specific. Your monthly roadmap for writing chapter one of your novel might 

specify sitting down to write for three hours every Tuesday and Thursday morning while the kids are in playgroup. That 

way you have a clear idea not only of where you’ll be at the end of that month, but the exact steps you’re going to take 

to get there.
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GO
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You’ve freed up space in your brain. You’ve worked out what you have the power to change, singled out your priorities, 

and put together a plan to make it happen. Hopefully you’re feeling more in charge and more organized.

Congratulations: You officially have your shit together. Go forth and start crossing things off that list. 
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We’re on a mission to help you take back control of their time, reclaim your 

happiness and flourish in every way. If you’re getting value out of the Panda 

Planner and our educational resources, please consider inviting your friends, 

family members, and colleagues to join the movement. Be sure you check out our 

other eBooks and videos over on mypandaplanner.com.

Join Our Online Community

Read Our Blog

Follow Us on Instagram

Follow Us on Facebook

Email Us

Want to stay up to date on all things Panda Planner?

THANK YOU!
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