
Getting Things Done - Worksheet (5-10 minutes) 

I invite you to grab a piece of paper and a pen - it will be more effective. 

When you’re done give yourself some props and a pat on the shoulder for investing in 
your own well-being. Small steps are important! 

Consistently doing what is necessary hinges on a clear awareness of our true 
priorities, our WHY. When we can look attentively and make the positive consequences 
of following through, as well as the negative ones of not following through tangible, we 
create leverage. Discipline follows and repetition leads to a habit of „getting things 
done“.

1) 
Write down your top 3 goals for the next year(s). If you are not sure then brainstorm 
what could be worthy goals that you would love to achieve (even if you don’t know how 
you are going to do that):

2)  
From these three goals choose one and write a short paragraph (about 150 words) 
about why you really want to achieve this goal. What are your main motivators? How 
would you feel? What would be the quality of your life if you achieved it? How would it 
impact your family and friends? On the other hand - what would happen if you wouldn’t 
achieve it?

3) 
Brainstorm for a few minutes what actions you could take and what steps are 
necessary to realise that goal. Make a numbered list for example and write down 10-15 
specific actions you can take.

4) 
Now draw a table with three columns for the positive projection. This is where you will 
think about and write down the positive consequences of you consistently following 
through with the goal you have chosen:

What will happen If I do follow through on my goal within…

the next six months the next year the next three years

… … …

5) 
Do the same with the negative projection. What will happen in your life if you don’t 
follow through with your goal? Think about all areas of your life. Your family, your 
finances, your self-respect and your health. What are the worst possible consequences? 
Within the next six months, year and three years.
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