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Do you feel like you are...

1. Lacking Focus?

2. Disorganized?

3. Doing too much?

Are you stressed, struggling to get everything done during the day, 
burdened with a bottomless “to-do” list?  You’re not alone. In fact, 
being busy and getting distracted is epidemic even among people you 
might think of as very successful.

If every day you wake up with some sort of mental “to-do” list 
buzzing through your brain and you feel the stress and the pressure 
of the crushing deadlines of all the projects and tasks you need to 
accomplish, this report is for you.  Not to mention that you would 
like to improve your work/life balance and find more time to spend 
with your family and friends, and – of course, you know you need to 
exercise and find time to sleep.  

But, you never seem to have enough time to get it all done.  

Do you?

And consider this…What if you got everything done?   Would it make 
your life more meaningful?

Introduction
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You keep thinking…

“If only I had more time”

“If only I could get more done”

“I will have more time once I…”

In the meantime, the hopes and dreams you truly want to spend your 
time on keep slipping away from you or are put off until another day 
that never comes.  Why? Because the three statements listed above are 
myths—they are fantasies that trap you.

“If I only had more tIme” 

The bottom line is that we all get the same 24 hours and 7 days a 

week.  You can’t add to or take away from these.  Highly productive 

people don’t think about needing more time, instead they optimize the 

quantity of time they have.

“If only I could get more done”  
Frankly, this myth depends on your to-do list.  If your list is populated 

with your highest value activities (the things that matter most to you) 

then getting more done will actually bring you greater meaning and 

productivity.  But if you’re feeling stressed, burned out, and longing for 

a better life, I think we can safely bet that you aren’t filling your list with 

high value activities.  That said, getting more low value activities done 

will only add to your sense of being overly busy.

3 Myths to Beware
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“I wIll have more tIme once I…”    
If you are waiting for your big break to do the things you truly want, 

you will likely never find it.  Again, highly productive people optimize 

the time they have right now.  Now simply push back the low priority 

activities and make room for the higher value activities.

So what are...
The 3 Top Time 
Management Mistakes?
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Feeling productive and experiencing greater meaning is almost 
impossible if your life energy is scattered in ten different directions.  
Much of our sense of meaning and accomplishment comes from 
completing goals and completing them well.  Both of those experiences 
are compromised when your efforts are scattered.  Goals take longer 
to complete and the quality of your accomplishments are typically 
inferior to what you could truly achieve if only you had dedicated more 
focused attention.

For example, you’ve probably had the experience of completing an 
important project just in time for a critical deadline, only to feel a 
certain degree of guilt because you know portions of it could have 
been much better.  Or, entire sections were left out because “there 
simply wasn’t enough time.”

Wouldn’t it be great to accomplish projects and have the satisfaction of 

The Top 3 Time 
Management Mistakes

Lacking Focus
#1 Mistake
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knowing you didn’t cut any corners—there weren’t 3 more things you 
wish you could have done to make it better?  Wouldn’t it be great to 
know that a report was truly your best work and not just finished?

Lacking focus is often a result of living reactively.  For example, you 
walk through the door of the office and open your email.  You think, 
“I’ll just skim through and delete the junk,” but then a message grabs 
your attention and you respond.  You get that done.  Another friend’s 
email sends you to a funny YouTube video. While you’re watching it 
the phone rings.  You take the call.  The person on the other end has a 
question, which sends you digging through a stack of papers on your 
desk…and so on.  Before you know it half the morning is gone and you 
have yet to touch the project you need finished by lunch.  

The same thing can happen at home.  You walk through the door and 
want to help youy son with homework, but when you go to change into 
something comfortable you notice your laundry bin is overflowing.  So, 
you decide to throw a load in the wash. Oops!  Hang on, you can’t get 
started with him on homework yet…you have to get dinner ready.  Part 
way through you realize you’re out of butter.  Now you make a quick 
unplanned trip to the store.  And so on, and so on.  Before you know it, 
it’s 9:30 pm, you’re whooped and he’s only half way through his math 
problems.  Looks like it’s going to be a late night and not one you had 
hoped for.
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Prioritize –  If you aren’t clear about what is most important to 

you, then everything is important.  Doing one thing is just as good as 

the next.  You live by everyone else’s needs and agendas.  The escape 

hatch from a reactive life is knowing what’s important and putting 

those activities first.

BIg warnIng!  Here’s where 90% of the people completely fail 

at prioritizing.  Prioritizing starts BEFORE you make a list.  You must 

clearly understand this, or you will fail at prioritizing.  When most 

people hear “you need to prioritize,” they immediately think that 

means they just need to take their existing list and reorder it.

No!  What you need to do is become absolutely clear on what matters 
most to you BEFORE you make a list.  Don’t look at what you are 
currently doing and just rearrange it. If what you were currently doing 
isn’t already making you happy, then changing the order won’t change 
a thing.  You are working from the WRONG list.

Life-changing prioritization involves clearly knowing your highest 
values and life purpose.

Let’s repeat that…

Life changing prioritization involves clearly knowing your highest values 
and life purpose.

prioritize. organize. simplify.soLution
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Once you have those in place you can set goals that are meaningful.  
You can create an agenda for your day that matters: one that is 
fulfilling, brings you great joy and honestly moves your life forward into 
a better place.  At that point you will be working from the right list.

the top 3 time management mistakes? 

Watch these two short videos and Allyson will walk you through exactly 

what you need to do in just  minutes.

Prioritize
The 7 Minute Life® Daily Planner

discovering your Purpose
The 7 Minute Life® Daily Planner

http://youtu.be/dZ5miEfh0lw
http://youtu.be/dZ5miEfh0lw
http://youtu.be/5AxMvKjv7sA
http://youtu.be/5AxMvKjv7sA
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Disorganization rears its ugly head in many guises. It can be as simple 
as not being able to find that phone number you wrote down yesterday 
for the repair shop, to having no clue how you are going to get through 
the day.  A lack of order can be physical, mental, emotional, and even 
spiritual.

The amount of lost time, productivity, and stress created by having a 

life that is in disarray almost cannot be calculated.  Just consider these 

startling statistics:

• The National Association of Professional Organizers reports that we 
spend one  year of our lives looking for lost items.

• Stephanie Winston, organization specialist, estimates a manager 
loses 1 hr/day to disorder costing the business up to $4,000/yr, if 
earning $35,000/yr or 125,000/yr at $65,000.

Disorganization
#2 Mistake
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• “White collar workers waste an average of 40% of their workday.  
Not because they are not smart, but because they were never 
taught organizing skills to cope with the increasing workloads and 
demands”, according to The Wall Street Journal

• The US Department of Energy reports that 25% of people with two-
car garages don’t park any cars in there and that 32% parked only 
one.”

• About 25% of workers save things in piles rather than files,” says 
Taylor Nelson Sofres Intersearch.

• “Workers’ productivity decreases by 20-40% every time they multi-
task or task switch,” according to the University of Michigan.

In this brief report, we obviously can’t begin to delve into all the many 

shapes and sizes of disorganization, so we are going to focus on one 

way you can rapidly bring order to your day.

1. Actually write it out.  Don’t go into the day with a bunch of loose 
intentions in your head.  Inevitably, you will forget some important 
task.  Furthermore, the process of writing clarifies your thoughts 

prioritize. organize. simplify.

organize —  The first step to organizing is having a written DAILY 

plan of action to guide your steps. Here are three keys to optimizing 

your daily plan:

soLution
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and produces a record of what you have already completed or have 
not yet finished.

2. Start the day with your action plan in hand.  You want to go to 
bed knowing what you are doing the next day.  Otherwise, other 
people’s agendas will rapidly consume yours.

3. Start with action steps from your values, purpose and goals.  Don’t 
forget those priorities we talked about when writing your action 
plan.  You can’t avoid the fact that there are some chores of life that 
just have to get done.  Bills must be paid, groceries must be bought, 
laundry must be done, etc.  But don’t start your list with these 
items.

how to get Started—“5 Before 11” 

Hands down the most effective tool we have found to insure that you 

start the day off focused on what matters most is a “5 Before 11” list.  

Every day write down 5 high value action steps that you will accomplish 

prior to 11 a.m. 

These 5 items need to be actions that will move the needle of your life 
forward.  These are actions that don’t just knock something out of the 
way, they yield the results you are looking for in life.

This is an excerpt from Allyson’s book, The 7 Minute Solution: Time 
Strategies to Prioritize, Organize & Simplify your Life at Work & at Home, 
that defines “High Value Activities”:
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your highest -value activities 

Enhancing productivity and increasing meaning is not merely a matter 

of getting more done. The secret to true productivity and meaning 

comes from getting the right things done by giving your highest value 

activities the highest priority. It seems so obvious that it should hardly 

be called a secret, but how many times have you spent all day buried in 

being busy and yet felt like you achieved virtually nothing?

To truly understand this concept let’s take a moment and look at how 

you currently feel you need to spend your time. If you already have a 

to-do list for today I invite you to get it right now. If you do not have a 

to-do list, then take a few moments and write on a blank sheet of paper 

any task you feel you should do today.

Once you have your list examine it through the lens of these three 

questions:

1) What is the pay off? 

Analyze the pay off of every task on your list. Your highest-value tasks 

will have a measurable payoff directly related to your values, purpose, 

or goals. Which tasks actual generate more leads for your business? 

Close more sales? Complete a project? Push you over a significant 

hurdle? Eliminate a critical obstacle? Stengthen a relationship with a 

key client? Or, allow you to live into one of your deepest desires? Those 

are the tasks you want to target with aggressive attention at the front 

end of your day. You want to invest in those activities before any other 

activities. Even if all you do is a single microaction on those tasks, 

address them before all others.
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2) which activities should you not be doing? 

Be ruthlessly honest with yourself about every activity you engage 

in. Have you said “yes” to things you shouldn’t have? Are some tasks 

convenient ways for you to feel busy, while not really producing many 

results? Are there tasks you could delegate or pay someone else to 

do? What would the consequence be if you ignored some activities or 

completely eliminated them? Is that an acceptable cost to pay? Keep in 

mind that every moment invested in a low-value task is a moment that 

you lose to spend on those activities that bring you meaning, joy, and 

forward movement.

3) If you could only do five things on your list, 
what would they be? 

This question will be much easier to answer if you spent time on the 

first two questions. It will also force you to rapidly and definitively 

define what is most important. Those five items will be your highest 

priorities. Those five items are the first five activities that you should 

act upon the moment you walk through the door of your office.

You can drive your highest-value activities to the top of your priority 

list every day using a simple planning strategy that I like to call 5 

before 11. Your 5 before 11 is a list of five high-value actions you strive 

to achieve before 11 a.m. Using a 5 before 11 list will condition you to 

strategically take control of your day. It will help you bypass ineffective 

organizational techniques and achieve greater results with less effort. 

Doing so will ensure that every day you are investing time in the 

activities that most engage you with life. A 5 before 11 plan is one of the 

foundational 7 Minute microactions that will empower you to prioritize, 

organize, and simplify your life.
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the Power of micro-actions & high value 5 before 
11 list

High value action steps do not necessarily have to be large action 

steps.  In fact, learning to consistently act on micro-actions (simple 

activities that take 7 minutes or less) is a big part of revolutionary 

change in your life.

For example, if one of your goals is to increase your energy level 

and lose weight, a high value micro-action may be scheduling an 

appointment for a physical or drinking a half-liter of water as soon as 

you wake up.

Imagine how different your life could be in just one week if you took 

five high value action steps around your core goals.  At the end of one 

week this would be 35 steps forward.  At the end of 90 Days that is 450 

positive steps forward!

“ In 90 days you will have taken 
450 positive steps forward!”

You will find space on the 

attached, The 7 Minute Life® 

Daily Planner pages, for writing 

out your “5 Before 11” list.   We 

would encourage you to watch 

the video below to learn more 

about this powerful productivity 

tool.
how to Kick your 5 Before 11 list 

The 7 Minute Life® Daily Planner

“ In 90 days you will have taken 
450 positive steps forward!”

http://www.youtube.com/watch%3Fv%3DeJYSMUPs5T8
https://www.youtube.com/watch%3Fv%3DeJYSMUPs5T8
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Imagine getting to the end of the day and being able to say, “I did 

everything, I said I would.”  That is a great feeling.  Do you ever get to 

do that?  If you’re not doing that regularly then you may be unrealistic 

in your expectations for what you can achieve.

You are likely over-committed if you find yourself doing any of the 

following on a regular basis:

• Unable to keep commitments

• Constantly renegotiating meeting times due to conflicts

• Missing critical deadlines regularly

• Too tired to manage basic chores

• Find yourself saying, “I just need to know how to say ‘no’ better.”

Doing too Much
#3 Mistake
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• Double or triple booked on evenings and weekends

For every action you take there is an opportunity cost. In other words, 

each time you choose to do something you are ruling out other 

possibilities.  Given the fact that you have a finite number of hours 

in the day and days in the week, you must practice a high degree of 

selectivity in what you do.  You truly cannot do it all.  Highly productive 

people are typically highly focused people.

Here are choices you can make to simplify your life and free up more 

time for high value tasks.

Pass it off:   Delegate, outsource, ask a favor, trade with someone 

else, or whatever you can do to get low priority tasks out of your hands 

and into someone else’s.  Keep in mind that a task you dread is likely 

something someone else loves.  They might even do it better than you.

Ask for help:  Even if you can’t get entirely rid of a task, adding 

hands to the task may expedite it off of your list.  We have laundry 

folding parties in my home.

Simplify —  Okay, it’s time to make some choices.  Something 

is going to have to go, to make space for the things you really want. 

Something is going to have to go to make room for activities that 

produce the results you want to see.  Don’t think of these as losses, 

rather consider them investments in the best version of yourself. 

soLutionprioritize. organize. simplify.
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Prune:  Some tasks are just time drains, such as, habitually checking 

Facebook, or channel surfing on television late at night.  Also, some 

tasks that seem important on your list may not be missed even if they 

don’t get done.  Let’s face it, if a task has been rolling over from one to-

do list to the next for weeks how important could it be?  Prune it.  Cut it 

off.

Quit: Sometimes quitting a commitment is far better for everyone 

than holding a position that you are ineffectively maintaining.  You 

will be free from the guilt of not getting the job done and the board, 

committee, or organization you resign from will be free to replace you 

with someone who can dedicate the time needed to the task. 

Renegotiate:  Sometimes, you don’t need to quit, but you may 

need to renegotiate the level of commitment that you have.  For 

example, a monthly commitment may need to become quarterly.

Guard your docket with filter questions: Once you have established 
your priorities, purpose, and goals before saying yes to anything, ask 
yourself, “Will this move my goals forward, or is it only going to be a 
distraction?”  That type of question is what’s known as a filter question. 

As you become clearer on what is truly valuable activity, you will find it 
easier to say no.
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Summary
We began this report looking at three myths: 

• “If only I had more time”

• “If only I could get more done”

• “I will have more time once I…”

We then looked at the 3 most common mistakes and the solutions

doIng too much

lacKIng focuS

dISorganIzatIon

Mistake soLution

prioritize. organize. simplify.
3

1

2 prioritize. organize. simplify.

prioritize. organize. simplify.
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Are you now beginning to see why, just ‘getting more done’ or ‘finding 
more time’ isn’t the answer? Simply put — if you aren’t doing the right 
things, doing more and having more time isn’t going to help your 
situation.  A life of profound joy, meaning and accomplishment flows 
from prioritizing, organizing, and simplifying.  

Take immediate action using the 7 day checklist below.  Print it out 

and complete the tasks for each day over the next week.  Each 

day’s activities will take you between 15 and 30 minutes, but will 

rapidly begin to redeem the time invested through greater focus and 

accomplishment.

prioritize. organize. simplify.
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prioritize. organize. simplify.

7 Day Checklist

    Watch the “Prioritize” video. Click here to watch the video.

    Complete the “Priorities Worksheet” exercise on page 30.

    For each of your top ten values write down three activities that 

would allow you to live out that value.  For example, if you value family, 

you might list:  1) Having an evening with my spouse. 2) Attending my 

children’s sports activities. 3) Eating dinner together at the table.  Don’t 

worry about scheduling any of these just yet.  For now just begin to 

concretely envision what activities express your highest values.

    When you are finished say out loud, “My top 10 values are…” and 

read the 10 values you have identified.  Note: Reading this out loud 

may seem unnecessary or uncomfortable to you, but this physical 

action actually plays a critical role in translating your words on a page 

into action steps in your life.

day 1

Prioritize by identifying your highest values.

http://youtu.be/dZ5miEfh0lw
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    Watch the “Purpose” video. Click here to watch the video.

    Complete the “Purpose” exercise on page 31.

    Review the values and activities you identified yesterday.

    When you are finished, read out loud your top 10 

values from yesterday again and your purpose statement. 

day 2

Prioritize by identifying your purpose.

prioritize. organize. simplify.

http://youtu.be/5AxMvKjv7sA
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    Write down 5 high value activities that you will achieve before 

11 a.m.  When creating this list pick at least two or three items from 

the thirty high value activities that you listed on day one when you 

identified your highest values.

    Say out loud again your 10 Highest Values and Purpose Statement 

you created on days one and two.

    At the end of the day, look back and see if you completed your 5 

before 11.  If not, identify what kept you from focusing on your highest 

values.

day 3

organize by creating a 5 before 11 list and 
following it.

prioritize. organize. simplify.
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    Without looking at your top 10 values list, see how many you can 

write down.  How many did you get?  Did you recall 5,  7,  10?   Commit 

to repeating out loud your top 10 values every day until you can say 

them without struggling to recall them.  Your values will have to be that 

clear for you to choose to invest time in the right activities.

    Again create a 5 before 11 list taking into consideration activities 

that would accomplish your highest values.

    At the end of the day, review and write down 3 things that 

focusing on high value tasks has helped you achieve or experience over 

the past two days.  How does it feel to make that progress?

    Read your values and purpose statement out loud again today.

day 4

Prioritize and organize by internalizing your 
values & creating a written action plan.

prioritize. organize. simplify.
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    Make a list of the tasks or activities that you no longer want to 

be doing.  Once your list is complete, review it and note next to each 

item the choice or choices you can make to eliminate or reduce those 

activities, i.e. pass it off, ask for help, prune, quit, renegotiate.

    Create and follow a 5 before 11 list and this time include a 

couple of items that are action steps which will help you simplify.  

For example, perhaps, you have been telling yourself for weeks now 

you will fix the leaking faucet in the kitchen.  Even if you can do this, 

consider calling a friend or plumber.  Actually making the repair is not a 

high value use of your time.  Getting that monkey off of your back is.

    Read your values and purpose statement out loud again today.

day 5

Simplify by identifying tasks you shouldn’t be 
doing.

prioritize. organize. simplify.
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    Review your list of unwanted tasks and activities. Now write 

some “I would rather…” statements that state what you would rather 

be doing than the unwanted task.  For example,  “I would rather get 

a good night of sleep than stay up late playing on the computer.” or 

“I would rather be at home with my family, than attend the planning 

meeting for my garden club this month.”

    Again create a 5 before 11 list.  Include on that list at least one of 

the activities you would rather be doing or an action step which will 

help you move toward being able to do it.

    You guessed it… read your values and purpose statement out 

loud again today.

day 6

Simplify by counting the cost.

prioritize. organize. simplify.
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    At this point, if you have been following the daily exercises you will 

have accomplished at least 20 high value tasks and hopefully you will 

have started to carve away some low value tasks.  How does it feel?  

Can you imagine how much your life could change in 30, 60 or 90 days, 

if you did nothing else but achieve 5 high value tasks each day.   Think 

about it…In 90 days that would be 450 high value tasks.  That could 

transform your life.

    Again, repeat your values and purpose statement out loud if you 

still cannot recall them without pausing to remember.

    And lastly, create a 5 before 11 list for today.  This time include 

visiting The 7 Minute Life website and becoming a Friend or a Fan, so 

that you can continue to learn and grow in having a more meaningful 

and productive life.  This very limited report and 7 day exercise is the 

tip of the iceberg of materials and tools that we have to offer you.

day 7

evaluate

prioritize. organize. simplify.



30

What values are most important to you?
Define and prioritize your top 10 personal values

Prioritize

Rank 3

_____ o Love
_____ o Friendships
_____ o Achievement
_____ o Excitement
_____ o Arts
_____ o Community
_____ o Happiness 
_____ o Security
_____ o Meaningful work
_____ o Helping
_____ o Choice
_____ o Freedom
_____ o Intimacy
_____ o Success
_____ o Adventure
_____ o Independence
_____ o Power
_____ o Learning
_____ o Fun
_____ o Passion
_____ o Comfort
_____ o Trust
_____ o Order
_____ o Reach full potential
_____ o Wisdom

_____ o Faith
_____ o Change
_____ o Philanthropy
_____ o Authenticity
_____ o Balance
_____ o Laughter
_____ o Influencing others
_____ o Compassion
_____ o Money
_____ o Nature
_____ o Sharing
_____ o Competence
_____ o Joy
_____ o Efficiency
_____ o Growing 
_____ o Country
_____ o Peace
_____ o Integrity
_____ o Creativity
_____ o Belonging
_____ o Sharing Hope
_____ o Relationships
_____ o Intellect
_____ o Excellence
_____ o Tradition

_____ o Family
_____ o Serving others
_____ o Leading
_____ o Solitude
_____ o Time
_____ o Honesty
_____ o Knowledge
_____ o Recognition
_____ o Contributing
_____ o Inspire
_____ o Pleasure
_____ o Health
_____ o Self-respect
_____ o Teaching
_____ o Stability
_____ o Expertise
_____ o Travel
_____ o Connecting
_____ o Recreation / Play
_____ o Making a difference
_____ o Competition
_____ o Financial security
_____ o Decisiveness
_____ o Taking risk
_____ o Leaving a legacy

Rank 3 Rank 3

Prioritize

1. ________________________________________

2. ________________________________________

3. ________________________________________

4. ________________________________________

5. ________________________________________

6. ________________________________________

7. ________________________________________

8. ________________________________________

9. ________________________________________

10. ________________________________________

We all value different things and our values influence our actions, our attitudes and the choices we make in life. Please 
check and rank your top 10 personal values. List what is most important to you below.



31

Discovering Your Purpose
Purpose is what you do for others.
Purpose is how you use your gifts and talents to change the world.
Love is the foundation of purpose.

   _____________________________________________________________

   _____________________________________________________________

   _____________________________________________________________

   _____________________________________________________________

   _____________________________________________________________

   _____________________________________________________________

   _____________________________________________________________

   _____________________________________________________________

   _____________________________________________________________

   _____________________________________________________________

   _____________________________________________________________

   _____________________________________________________________

   _____________________________________________________________

   _____________________________________________________________

   _____________________________________________________________  

   _____________________________________________________________

   _____________________________________________________________

   _____________________________________________________________

   _____________________________________________________________

   _____________________________________________________________

   _____________________________________________________________

   _____________________________________________________________

   _____________________________________________________________

  At the age of 85, I will know I have fulfilled my purpose when:   ___________________________________

   ____________________________________________________________________________________________

   ____________________________________________________________________________________________

   ____________________________________________________________________________________________

   ____________________________________________________________________________________________

   ________________________________    ____________________
        Signed                                                                                                       Dated 

My purpose in life is.....

Purpose Words

1.   _____________________

2.   _____________________

3.   _____________________

4.   _____________________

5.   _____________________

6.   _____________________

7.   _____________________

1.   _____________________

2.   _____________________

3.   _____________________

4.   _____________________

5.   _____________________

6.   _____________________

7.   _____________________

What I Love



What I will do... 5 before 11
1.
2.
3.
4.
5.

daily progress report
with contacts

snack snack

breakfast lunch dinner

Did I do what I said 
I would do today? 

water:

NoYes
re�ection
in minutes

exercise
in minutes

sleep
in hours

reading
in minutes

What I Spent

1.
2.
3.

“7 Minute Life” Connections
1.
2.
3.

Un�nished Tasks
1.
2.
3.
4.
5.
6.
7.
8.
9.

10.

Daily Contacts

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

S    M    T   W  Th    F    S

32

day 1



Thank You Notes
1.

2.

3.

7:00
8:00
9:00

10:00
11:00
12:00

1:00
2:00
3:00
4:00
5:00
6:00
7:00
8:00
9:00

10:00

Appointments
name                                 number

Voice Mail
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What I will do... 5 before 11
1.
2.
3.
4.
5.

daily progress report
with contacts

snack snack

breakfast lunch dinner

Did I do what I said 
I would do today? 

water:

NoYes
re�ection
in minutes

exercise
in minutes

sleep
in hours

reading
in minutes

What I Spent

1.
2.
3.

“7 Minute Life” Connections
1.
2.
3.

Un�nished Tasks
1.
2.
3.
4.
5.
6.
7.
8.
9.

10.

Daily Contacts

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

S    M    T   W  Th    F    S
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day 2



Thank You Notes
1.

2.

3.

7:00
8:00
9:00

10:00
11:00
12:00

1:00
2:00
3:00
4:00
5:00
6:00
7:00
8:00
9:00

10:00

Appointments
name                                 number

Voice Mail
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What I will do... 5 before 11
1.
2.
3.
4.
5.

daily progress report
with contacts

snack snack

breakfast lunch dinner

Did I do what I said 
I would do today? 

water:

NoYes
re�ection
in minutes

exercise
in minutes

sleep
in hours

reading
in minutes

What I Spent

1.
2.
3.

“7 Minute Life” Connections
1.
2.
3.

Un�nished Tasks
1.
2.
3.
4.
5.
6.
7.
8.
9.

10.

Daily Contacts

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

S    M    T   W  Th    F    S
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day 3



Thank You Notes
1.

2.

3.

7:00
8:00
9:00

10:00
11:00
12:00

1:00
2:00
3:00
4:00
5:00
6:00
7:00
8:00
9:00

10:00

Appointments
name                                 number

Voice Mail
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What I will do... 5 before 11
1.
2.
3.
4.
5.

daily progress report
with contacts

snack snack

breakfast lunch dinner

Did I do what I said 
I would do today? 

water:

NoYes
re�ection
in minutes

exercise
in minutes

sleep
in hours

reading
in minutes

What I Spent

1.
2.
3.

“7 Minute Life” Connections
1.
2.
3.

Un�nished Tasks
1.
2.
3.
4.
5.
6.
7.
8.
9.

10.

Daily Contacts

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

S    M    T   W  Th    F    S
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day 4



Thank You Notes
1.

2.

3.

7:00
8:00
9:00

10:00
11:00
12:00

1:00
2:00
3:00
4:00
5:00
6:00
7:00
8:00
9:00

10:00

Appointments
name                                 number

Voice Mail
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What I will do... 5 before 11
1.
2.
3.
4.
5.

daily progress report
with contacts

snack snack

breakfast lunch dinner

Did I do what I said 
I would do today? 

water:

NoYes
re�ection
in minutes

exercise
in minutes

sleep
in hours

reading
in minutes

What I Spent

1.
2.
3.

“7 Minute Life” Connections
1.
2.
3.

Un�nished Tasks
1.
2.
3.
4.
5.
6.
7.
8.
9.

10.

Daily Contacts

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

S    M    T   W  Th    F    S
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day 5



Thank You Notes
1.

2.

3.

7:00
8:00
9:00

10:00
11:00
12:00

1:00
2:00
3:00
4:00
5:00
6:00
7:00
8:00
9:00

10:00

Appointments
name                                 number

Voice Mail
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What I will do... 5 before 11
1.
2.
3.
4.
5.

daily progress report
with contacts

snack snack

breakfast lunch dinner

Did I do what I said 
I would do today? 

water:

NoYes
re�ection
in minutes

exercise
in minutes

sleep
in hours

reading
in minutes

What I Spent

1.
2.
3.

“7 Minute Life” Connections
1.
2.
3.

Un�nished Tasks
1.
2.
3.
4.
5.
6.
7.
8.
9.

10.

Daily Contacts

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

S    M    T   W  Th    F    S
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day 6



Thank You Notes
1.

2.

3.

7:00
8:00
9:00

10:00
11:00
12:00

1:00
2:00
3:00
4:00
5:00
6:00
7:00
8:00
9:00

10:00

Appointments
name                                 number

Voice Mail
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What I will do... 5 before 11
1.
2.
3.
4.
5.

daily progress report
with contacts

snack snack

breakfast lunch dinner

Did I do what I said 
I would do today? 

water:

NoYes
re�ection
in minutes

exercise
in minutes

sleep
in hours

reading
in minutes

What I Spent

1.
2.
3.

“7 Minute Life” Connections
1.
2.
3.

Un�nished Tasks
1.
2.
3.
4.
5.
6.
7.
8.
9.

10.

Daily Contacts

1.

2.

3.

4.

5.

6.

7.

8.

9.

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

21.

22.

23.

24.

25.

S    M    T   W  Th    F    S
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day 7



Thank You Notes
1.

2.

3.

7:00
8:00
9:00

10:00
11:00
12:00

1:00
2:00
3:00
4:00
5:00
6:00
7:00
8:00
9:00

10:00

Appointments
name                                 number

Voice Mail

45
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Clean Sweep Checklist
Date: ______________

Clutter, procrastination, unfinished projects, poorly organized work flow systems and 
an outright overflow of paper are some of the common tolerations most financial 
advisors share.  Creating a clean, organized work space is the point of the Clean Sweep 
Week.  The following checklist should merely serve as a starting point for simplifying 
and improving your daily work environment. 

1)    _______  De-clutter your desk and credenza. Start with the top of your desk.
  Then move to each drawer and even through the old file folders.
2)    _______ Set a goal to reduce the physical amount of paper in your office by
  50%. If a file or a piece of paper is not absolutely necessary for   
                helping you reach your goals – give yourself the freedom to throw  
  it away.
3)    _______ Make a decision during this Clean Sweep Week to touch each
  piece of paper only once. Do not leave an unfinished tasked unfinished,
  choose to tend to it, delegate it, trash it or place it in a time slot   
               on your Outlook calendar when you will complete the task.
4)    _______ Clean up and tend to your email folders—inbox, sent and deleted
  folders.
5)    _______ Call your computer support hotline and fix any nagging computer
  issues that have not been fully resolved.
6)    _______ Make sure your written correspondence is up-to-date.  Have you
  written all of the letters or thank you notes you need to write?   
               Make a list and set a specific time on your Outlook calendar to   
               finish these tasks.
7)    _______ Throw away all old training materials and binders that are no 
  longer relevant to helping you grow your business.
8)    _______ Get rid of everything that does not work. Throw away or destroy   
                old laptops, pens, and any other machines that are out of date or  
  broken.
9)    _______ Put together a box of useful items that you sometimes need at the
  office and never have available.  BandAids,® antibiotic ointment,   
               comb/brush, deodorant, lotion, nails, hammer, screw driver, etc.   
               Place them all in one location.
10)  _______ Once the clutter has been removed, take the time to deep clean
  your entire office, dust the furniture, plants,  picture frames - wipe  
  out the inside of the drawers, vacuum under your desk, wipe down  
  the baseboards, replace any burned out light bulbs, dust the 
  bottom of your office furniture, Windex® the windows.

The key will be to set a regular time on your Outlook calendar to spend one hour 
per week staying organizing and keeping your work space clean.

__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
__________________________________________________________
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 Daily Tasks 

Daily Task Checklist
Date: ______________
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Unfinished Tasks

 1.  ______________________________________________________  ___________________________________ 

 2.  ______________________________________________________  ___________________________________ 

 3.  ______________________________________________________  ___________________________________ 

 4.  ______________________________________________________  ___________________________________ 

 5.  ______________________________________________________  ___________________________________ 

 6.  ______________________________________________________  ___________________________________ 

 7.  ______________________________________________________  ___________________________________ 

 8.  ______________________________________________________  ___________________________________ 

 9.  ______________________________________________________  ___________________________________ 

 10.  ______________________________________________________  ___________________________________ 

 11.  ______________________________________________________  ___________________________________ 

 12.  ______________________________________________________  ___________________________________ 

 13.  ______________________________________________________  ___________________________________ 

 14.  ______________________________________________________  ___________________________________ 

 15.  ______________________________________________________  ___________________________________ 

 16.  ______________________________________________________  ___________________________________ 

 17.  ______________________________________________________  ___________________________________ 

 18.  ______________________________________________________  ___________________________________ 

 19.  ______________________________________________________  ___________________________________ 

 20.  ______________________________________________________  ___________________________________ 

 21.  ______________________________________________________  ___________________________________ 

 22.  ______________________________________________________  ___________________________________ 

 23.  ______________________________________________________  ___________________________________ 

 24.  ______________________________________________________  ___________________________________ 

 25.  ______________________________________________________  ___________________________________ 

 26.  ______________________________________________________  ___________________________________ 

 27.  ______________________________________________________  ___________________________________ 

 28.  ______________________________________________________  ___________________________________ 

 29.  ______________________________________________________  ___________________________________ 

 30.  ______________________________________________________  ___________________________________

Task Action

Unfinished tasks cause 
stress and chaos in your life
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Groceries

Grocery List

PHARMACY
Alcohol
Peroxide
Antibiotic cream
Band-Aids®
Deodorant
Shampoo / Conditioner
Soap
Lotion
Eye drops
Hair gel
Bath soap
Antibacterial hand soap
Multivitamin
Hairspray
Q-tips®
Razors
Shaving cream
Toothbrush / Toothpaste
Mouth rinse
Tylenol® / Ibuprofen
Aspirin
Cold medicine

HARDWARE
Duct Tape
Light bulbs 40-75-100
WD40®
Picture Hangers
Nails

CHILD DEPT.
Baby bath 
Baby shampoo
Baby lotion
Baby powder
Diapers / Wipes
Formula 
Baby food
Cereal

CLEANING
Detergent
Dryer sheets
Stain remover
Dishwashing liquid
Tilex®
Brillo® Pads
Sponges
Formula 409®
Clean up spray
Clean up wipes
Lysol®
Lysol® kitchen
Toilet bowl cleaner
Rags
Gloves
Windex®
Mop / Bucket
Furniture polish
Kitchen cleaner

TRASH BAGS/STORAGE
13 gallon
30 gallon
Compactor bags
Foil
Saran® wrap
Ziploc®
Coat hangers

PAPER PRODUCTS
Kleenex®
Paper towels
Toilet paper
Travel Kleenex®
Paper plates
Paper napkins
Plastic cups

SOFT DRINKS
Coke® / Diet Coke®
Pepsi® / Diet Pepsi®
Dr. Pepper®
Sprite®
Root beer
2-liter
Bottled water big/little
Sparkling water

SNACK FOODS
Oreos®
Choc. Chip cookies
Fritos big/ little®
Potato chips
Ruffles®
Pringles®
Tortilla chips 
Cheetos® big/little
Goldfish® crackers
Graham crackers
Pretzels
Popcorn
Ritz® crackers
Saltine crackers
Snack mix
Salsa

CEREAL
Apple Jacks®
Total®
Raisin Bran®
Smart Start®
Cheerios®
Pop-tarts®
Fruit Loops®
Cereal bars
Frosted Flakes®
Granola bars
Oatmeal
Syrup
Fruit Snacks

BAKING GOODS
Flour
Baking powder
Baking soda
Chocolate chips
Corn starch
Nuts
Oil / Pam® spray
Salt / Pepper
Sugar
Powdered sugar
Brown sugar
Shortening
Spices
Jell-O® /Pudding
Vanilla
Food coloring / Sprinkles
Brownie mix
Cake mix/ frosting

CANNED FRUIT
Peaches
Pineapples
Applesauce
Fruit cocktail

JUICE
Gatorade® red/green
Kool-Aid®
Cranberry
Grape
Apple juice
Juice boxes

RICE AND PASTA
Bouillon
Beef / Chicken
Spaghetti sauce
Parmesan cheese
Gravy mixes
Brown / White
Kraft Macaroni & Cheese®
Kraft Shells & Cheese®
Elbow noodles
Spaghetti
Other pasta
White rice
Minute Rice®

CANNED VEGETABLES
Creamed corn
Whole Kernel Corn
Green beans
Mushrooms
Spinach
Beets
Peas
Tomatoes 28oz / 14.5oz
Tomato sauce
Jalapeños
Whole new potatoes
Sliced new potatoes
French fried onions
Whole kernel corn
Lima beans
Kidney beans

SOUP
Chili with beans
Chili no beans
Vegetable soup
Chicken noodle
Beef broth
Chicken broth
French onion soup
Mushroom soup
Cream of chicken

CONDIMENTS
Caesar dressing
Croutons
Oil / Vinegar
Mayonnaise
Mustard
Catsup
Ranch dressing
French-Italian-Thousand
Relish
Pickles 
Olives

BREAD
Wheat / white bread
Hotdog buns
Hamburger buns
French bread
Garlic bread
Dinner rolls
Grape jelly
Peanut butter
Honey
Jam

FROZEN FOODS
Frozen pizza 
Lean Cuisine® 
Chicken nuggets
Frozen lasagna
Frozen corn
Fish sticks
Hash browns
Broccoli spears
Chicken pot pie
Ice cream
Ice cream sandwiches
Juice bars
Orange juice/ lemon juice
Popsicles
Whipped cream
Waffles

DAIRY
Orange Juice
American cheese/slices
Biscuits
Crescent rolls
Cinnamon rolls
Margarine tub
Margarine stick
Butter stick
Cheddar cheese block
Shredded cheese
Cream cheese
Eggs
Whole milk gallon
Skim milk ½ gallons
Mozzarella cheese
Sour cream
Whipped cream
Dips
Choc. Chip Cookie Dough

MISCELLANEOUS
Pictures/ film
Greeting cards
Girl b-day present
Boy b-day present
Gift Cards
Scotch Tape
Ink Pens

PET SUPPLIES
Dog food
Cat food
Fish food
Treats
Toys

DELI
Turkey
Ham
Roast Beef
Chicken Breast
American white
Other sliced cheese
Lunchables®

MEAT
Chicken breasts
Fully cooked chicken
Chicken legs
Chicken nuggets
Hot dogs
Ground beef
Steak
Pot roast
Pork chops
Pork tenderloin
Bacon
Spiral cut ham
Frozen hamburgers
Fajita meat
Chicken
Beef

VEGETABLES
Lettuce
Bag lettuce
Tomatoes
Potatoes
Onions
Cilantro
Celery
Broccoli
Cucumber
Carrots
Baby carrots
Corn
Mushrooms

FRUITS
Apples
Oranges
Bananas
Cantaloupe
Grapes
Lemons
Peaches
Strawberries
Watermelon

CANDY
Chocolates
Licorice
Gum
Mints
Hard candy
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Home Repair

 1.  ________________________________   ______________________________   ______________________

 2.  ________________________________   ______________________________   ______________________

 3.  ________________________________   ______________________________   ______________________

 4.  ________________________________   ______________________________   ______________________

 5.  ________________________________   ______________________________   ______________________

 6.  ________________________________   ______________________________   ______________________

 7.  ________________________________   ______________________________   ______________________

 8.  ________________________________   ______________________________   ______________________

 9.  ________________________________   ______________________________   ______________________

 10.  ________________________________   ______________________________   ______________________

 11.  ________________________________   ______________________________   ______________________

 12.  ________________________________   ______________________________   ______________________

 13.  ________________________________   ______________________________   ______________________

 14.  ________________________________   ______________________________   ______________________

 15.  ________________________________   ______________________________   ______________________

 16.  ________________________________   ______________________________   ______________________

 17.  ________________________________   ______________________________   ______________________

 18.  ________________________________   ______________________________   ______________________

 19.  ________________________________   ______________________________   ______________________

 20.  ________________________________   ______________________________   ______________________

 21.  ________________________________   ______________________________   ______________________

 22.  ________________________________   ______________________________   ______________________

 23.  ________________________________   ______________________________   ______________________

 24.  ________________________________   ______________________________   ______________________

 25.  ________________________________   ______________________________   ______________________

 26.  ________________________________   ______________________________   ______________________

 27.  ________________________________   ______________________________   ______________________

 28.  ________________________________   ______________________________   ______________________

 29.  ________________________________   ______________________________   ______________________

 30.  ________________________________   ______________________________   ______________________

 Repair Contact Phone

who to contact

Monthly Progress Report

What worked best this month?

Adjustments?

_____________________
_____________________
_____________________
_____________________
_____________________
_____________________
_____________________
_____________________

_____________________
_____________________
_____________________
_____________________
_____________________
_____________________
_____________________
_____________________

Action Steps for next month:

1. __________________________________________________________________________

2. __________________________________________________________________________

3. __________________________________________________________________________

4. __________________________________________________________________________

5. __________________________________________________________________________

6. __________________________________________________________________________

7. __________________________________________________________________________

What are our goals and deadlines for next month?
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Date: ______________
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Travel Checklist

Name of Event: _________________________

Whenever possible,
create a repeatable process and system

Contact Person: ________________________     Cell: _____________________
City: _________________________________     State: __________
Hotel: ________________________________     Address: _______________________
Time of Event: ______________ 

Flight Reservations O
  Airline leaving from [Name of City: __________________________________________   
  Airline: ________________________________________________________________
  Flight # ______________ Departing _________ Arriving __________
  Flight # ______________   Departing _________ Arriving __________

 Hotel Reservations O
     Confirmation # _____________________________________________

 Ground Transportation O
    Confirmation # _____________________________________________
  _____ Take Shuttle to Hotel _____ Take Taxi to Hotel _____ Take Car Service to Hotel

Date of Event: ___________

Packing Checklist: 

W O ork clothes 
Evening clothes  O
Other clothes  O
Dress Shoes  O
Socks / Hose  O
Belt   O
Underwear  O
Sleepwear  O
Workout Clothes O
Workout Shoes O
Tolietries O
Medicine O
Cellphone plug O
Business Cards O
Airline Ticket O
Supplies for Event O
Money for Trip O

Contacts made at event:

Name:      Phone #:       
__________________________________    ________________________    
__________________________________    ________________________   
__________________________________    ________________________    
__________________________________    ________________________    
__________________________________    ________________________   
__________________________________    ________________________   
__________________________________    ________________________   
__________________________________    ________________________    

Expenses:
Mileage:    _________________
Air Fare:   $_________________
Hotel:    $_________________
Airport Parking:  $________________
Tips:     $_____  $_____  $_____  $_____

Meals:   $________________
   $________________
   $________________
   $________________
   $________________
Other:   $________________
   $________________
   $________________
   $________________

Weekly Progress Report

What worked best this week?

Adjustments?

_____________________
_____________________
_____________________
_____________________
_____________________
_____________________
_____________________
_____________________

_____________________
_____________________
_____________________
_____________________
_____________________
_____________________
_____________________
_____________________

Action Steps for next week:

1. __________________________________________________________________________

2. __________________________________________________________________________

3. __________________________________________________________________________

4. __________________________________________________________________________

5. __________________________________________________________________________

6. __________________________________________________________________________

7. __________________________________________________________________________

What are our goals and deadlines for next week?

Monday

Thursday

Wednesday

Tuesday

Friday

Saturday

Sunday
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Date: ______________

Additional TiME Management Tools
We have more than 20 time management tools waiting for you, explore our 

website http://the7minutelife.com/ for more information.

Sign up

Sign up and explore 
more than 20 

POWERFUL time 
management tools 
like the one used in 

this report, recorded 
webinars, and articles 

for FREE.

http://the7minutelife.com/buyplanner
http://the7minutelife.com/register/
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Exercise Progress Report
Check off the days you’ve worked out or exercised

           Month                                           

Sun Mon Tue Wed Thur Fri Sat

           Month                                           

Sun Mon Tue Wed Thur Fri Sat

           Month                                           

Sun Mon Tue Wed Thur Fri Sat

           Month                                           

Sun Mon Tue Wed Thur Fri Sat

           Month                                           

Sun Mon Tue Wed Thur Fri Sat

           Month                                           

Sun Mon Tue Wed Thur Fri Sat

           Month                                           

Sun Mon Tue Wed Thur Fri Sat

           Month                                           

Sun Mon Tue Wed Thur Fri Sat

           Month                                           

Sun Mon Tue Wed Thur Fri Sat

           Month                                           

Sun Mon Tue Wed Thur Fri Sat

           Month                                           

Sun Mon Tue Wed Thur Fri Sat

           Month                                           

Sun Mon Tue Wed Thur Fri Sat

Year                                           



Are you ready to boost 
your day FOREVER?

We have got all the daily productivity tools in one place. Try our 90 day 
daily planner and get the best out of your day!

The 7 Minute Life® Daily Planner is our most popular TiME 
Management tool. It’s simple to use and has been purchased by 

thousands of people who are looking for something simple to help 
them ORGANIZE their lives.

Buy NowPrice: $24.95

http://the7minutelife.com/buyplanner
http://the7minutelife.com/buyplanner
http://the7minutelife.com/buyplanner

