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What To Do With All Those To-DoÕs! 
 
So whatÕs the big deal about a stupid list anyway?  
 
Well, thereÕs no big deal really, other than the fact that É  
 
YOU HAVE ONE AND ITÕS ENDLESS AND IT OVERWHELMS YOU!! 
 
In the last article on To-do Lists, I gave you a very simple outline of how to condense everything you want to do, 
need to do and should do into one list, and structure it so that itÕs a bit easier to manage. 
 
If you missed reading the article, you can visit my website, under the Resources tab to read it. YouÕll want to do that 
so that this article makes better sense to you. 
 
If you happened to have gathered together all your to-doÕs onto one Master List, you may have been a bit surprised 
as to how many things youÕve actually got on there. And you may be wondering É  
 
ÔWhen on earth am I ever going to get this all done???Ó 
 
ThatÕs a great question and an excellent segue into how to build a better list.  
 
HereÕs some additional tips to help you get your list in order so that you can start getting it all done. 
 
 
Build a Smart To-Do List! 
Without a smart, actionable and updated accounting of all the things you commit to, itÕs easy to get lost in the glut of 
insignificant and useless things that always seem to crop up at the worst times. 
 
You know É those fires youÕre endlessly battling and snuffing out? 
 
Think of your list as an evolving plan for responsibly focusing your effort and attention on important stuff that needs 
to get done in the near future, rather than a place to dump all the thoughts and Ôgood ideasÕ that just happen to 
show up in your active mind.  
 
You can jot those things down somewhere else Ð like a journal, or a file where you can easily pop those ideas into.  
 
 
If itÕs on your list Ð itÕs a commitment! 
That means no more treating your list like itÕs a hope chest where you can toss stuff into without any forethought 
about it actually getting done.  
 
Before that thing gets added to your list, make sure you are prepared to carry it out. 
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Get real! 
Now is the time to do a reality check with yourself. If itÕs something that youÕre not really sure you want to do or 
have the time to do, take it off of your list. 
 
Honestly, how many of those to-doÕs on your list can you just let go?  
 
Ask yourself, ÔwhatÕs the worst thing that will happen if I DONÕT do this?Õ You may discover that nothing will happen. 
If so - get rid of it. 
 
 
ItÕs a date! 
If the idea of assigning a completion date to things is scary Ð I can identify. But É if you want to Ôtrim the fatÕ from 
your list, this is a pretty easy way to do it.  
 
If youÕre unwilling to commit to a date to get it done, you may want to ask why itÕs so important to have it on your list 
in the first place. Maybe it belongs in your ÔStuff To Do SomedayÕ file instead. 
 
 
The power of NO! 
Sometimes, you just need to say NO!  
 
If itÕs something that the end result really doesnÕt rock your world, or has nothing to do with your job, or your goals, 
or the direction you want to take your life (I know, this is big stuff to consider), then donÕt put it on your list. 
 
Make sure the stuff thatÕs on your list is worthy of your time to get it done. And more importantly, the end result will 
move you along the path you want to be on. 
 
Sometimes it comes down to choosing to let go of good things in order to do great things. 
 
Do great things and youÕll get great results. 
 
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.  


