
 
Getting More Done Checklist 

 
1. I will complete the activity tracking worksheet within two weeks in order to realize 

how I currently spend my time. 

 

2. I will identify my main time wasting habits within one week by reviewing my 

activity tracking worksheet. 

 

 

3. I will decrease the time I spend net surfing by one hour each week within one 

month by creating an online "to do" list each morning. 

 

4. I will decrease the amount of time it takes me to sort, read, and respond to email 

by one hour each week within one month by creating more organized folders and 

implementing a color-coding system within my mail system. 

 

 

5. I will decrease the amount of time that I spend sorting, reading, and responding to 

regular mail by three hours each week within one month by creating a mail sorting 

file system. 

 

6. I will decrease the amount of time I spend on the phone by five hours each week 

within one month by scheduling phone time on my "to do" list and by organizing 

my calls and utilizing voice mail.  



 

 

7. I will decrease the amount of time I waste with procrastination by thirty minutes 

each day within one month by hiring a procrastination coach. 

 

8. I will save fifteen minutes each day within three months by organizing my 

computer files using a desktop search program. 

 

  

9. I will shave thirty minutes of work from my daily schedule within three months by 

using autoresponders. 

 

10. I will decrease the amount of time I spend doing menial tasks by fifteen minutes 

each day within two months by delegating some tasks to my high school intern. 

 

 

11. I will improve my efficiency within three months by devising and using a daily task 

schedule.  

 

12. I will take advantage of unused blocks of time by using time limits within one 

month. 

 

 

13. I will establish daily routines within one month by organizing my mundane tasks 

into common time periods. 

 

14. I will further my time management efforts within three months by using time 

management tools such as software and "to do" lists. 
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15. I will review my current time management plan, progress, and goals in six months 

in order to keep my plan and future goals on track.  

 

16. Before committing to a new product I will utilize online surveys and keyword 

searches to determine which products are commercially viable.  

 

 

17. I will create, or update a website, using the most informative pages and content in 

order save time later answering repetitive emails or phone calls. 

 

18. I will take advantage of online advertising ideas like pay per click ads and email 

marketing that can be automated within three months in order to free up time that 

I can devote to other tasks.  
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