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What To Do With All Those To-DoÕs! 
 
To-Do Lists - we all have them and use them. We depend on them, and sometimes we get overwhelmed by 
them. We write them, scrap them then re-write them. WeÕve even tried fancy software programs to manage 
them. TheyÕre written on the backs of envelopes, scrap pieces of paper, napkins, stickies Ð just about anywhere 
a pen to paper will leave an indelible mark. 

So, do you really need to read an article about how to create a to-do list? 

Yes!  Because É   

ThereÕs a right way and a wrong way to use your lists! 

ItÕs true. LetÕs have a look É  

The Anatomy of a To-Do 

Anatomy??? I know, this sounds crazy, but read on.  

The first thing you need to understand is what a proper Ôto-doÕ is. A Ôto-doÕ is really a task. And a task should 
consist of the following characteristics: 

¥ ItÕs a one-step operation 
¥ It can be accomplished in one sitting Ð a short sitting like, say É  10 minutes or less. 

You know what that means? That ÔPrepare Presentation for Company XYZÕ that youÕve got on your current list 
needs to look slightly different. 

Break It Down 

The example above is really called a project Ð because thereÕs many tasks or steps involved in taking ÔPrepare 
Presentation for Company XYZÕ from beginning to finish.  

How many ÔprojectsÕ have you got on your to-do list right now? Do you feel overwhelmed just looking at those 
massive to-doÕs? 

You may want to structure your list to look more like this: 

Prepare Presentation for Company XYZ 
!  Draft 3 outlines for the theme 
!  Research company background 
!  Schedule meeting with Bob to discuss the end-goal 
!  EtcÉetcÉetc. 

On the personal side of your life you may have something like Plan Annual Dinner Party. It could look like this: 

Plan Annual Dinner Party 
!  Make up the guest list 
!  Purchase invitations 
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!  Write out the invitations 
!  Address and mail invitations 
!  Draw up the menu 
!  EtcÉetcÉetc. 

Each one of these points are broken down into a simple one-step event.  

DonÕt these ÔtasksÕ look more manageable? You can choose one thing and get it done quickly and cross it off as 
done. Now youÕre that much closer to getting your project finished.  

Imagine the possibilities. You can actually start crossing stuff off within minutes. Talk about motivating 

De-clutter Your Mind 

Make a list of all the things you need to do, want to do, should do, have forgotten to do and so on. I call this a 
brain dump. Get it all out so you can see it.  

You may end up feeling light-headed from taking all that stuff out of your head. Who knew you could store that 
much information in the olÕ cranium? 

ItÕs probably going to be a huuuuuuge list. Maybe you already have one of these on the go. If your list has been 
making you crazy and it seems endless, youÕve been using the wrong list. 

Listen up É this is not your To-Do list!! 

ItÕs called a Master List. This is where you can store everything that comes to mind that needs being done. 
From this list you will selectively choose items to get done and move them to your Daily To-Do List.  

Pick just a few each day. And only those that are relevant to supporting your daily and weekly goals. 

Go easy on yourself. Less is more. Get the very important ones on your daily list done so that you can feel a 
sense of accomplishment at having completed them. If you manage to get these done, you can always add 
another one or two. 

Whew! There you have it. The right way to use To-Do lists. ThereÕs still more to learn on this subject yet, but 
thatÕs another article. In the mean time É  

Get brain dumping and getting things crossed off, then give yourself a high-five because É  YOU ROCK! 

Now, get on with your day! 

 
 
Georgina Forrest, your Organizing Expert, provides office organizing services, consulting and training workshops to 
busy professionals. She shows them how to get calm-control of their workspace Ð one pile at a time. Sign up for her 
unconventional FREE audio tips, 7 PAINLESS TIPS TO GET & STAY ORGANIZED Ð FOREVER!  at 
http://sworganizing.ca  

Want to use this article? Contact me at info@sworganizing.ca or 403.615.4349. Thank you.  


