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INTRODUCTION 
Do you have trouble getting things done? Are there items on your 'to-do' 
list that never seem to disappear? Do you feel like you never get closer to 
attaining your personal and professional goals? 

Most people would answer 'yes' to the above questions. Organizing and 
managing tasks isn't easy for most of us. Few people are naturals at it. But 
it's not something you're born with. It's a skill that is completely learnable. 

In this course, you'll learn strategies that will help you set priorities 
effectively and make sure things get done. You'll learn: 

 Why it's essential to set priorities effectively for all areas of your life 
 How to effectively prioritize by starting with your long-term goals 
 The basic principles of setting priorities that work 
 The ABCDE method of categorizing daily tasks 
 A ranking technique that allows you to put first things first 
 The rating scale system of setting priorities 
 How to personalize whichever method you choose to make it perfect for you 
 The time management technique of time boxing  
 How to identify and control distractions 
 Methods for monitoring and assessing your productivity 
 Common mistakes that can keep your system from working 
 How setting priorities well not only helps you get things done, but reduces 

your daily stress level 
 

You're making priorities already unconsciously. This course teaches you how 
to take conscious control over your daily list of things to do. 
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WHY YOU NEED TO SET 
PRIORITIES 

Setting priorities is extremely important in making any kind of progress in 
life. Unfortunately, not many people realize just how important it is. When 
you don't set priorities, you are essentially running on autopilot, doing the 
first thing that comes to mind rather than the thing that needs to be done 
the most. It is well worth the time it takes to clarify, organize, and set 
priorities. 

 

Get More Done 

The main advantage of setting priorities effectively is that it helps you to be 
more productive. You'll move more quickly to the goals in every area of your 
life, whether career, finance, business, family life, relationships, or 
creativity.  

 

Keeping Balance 

Setting priorities helps you to keep the various areas of your life in balance. 
If you don't make family a priority, you may end up working all the time and 
neglecting that area. When you set priorities, you give each area of your life 
its due time and make sure you're making progress in each area. When you 
set priorities you can also make sure that you allot some time for leisure 
activities and hobbies, even when you're busy with work or other 
obligations. 

 

Limited Time 

Setting priorities is absolutely essential in time management. We all have 
limited time in which to work, so choosing which tasks are the most 
important ensures that you get them all done and waste no time in doing 
them. 

 

Your To-Do List 
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We all make to-do lists of things that need to be done today or soon. List 
making defeats its own purpose if you have a list of 'shoulds' crowding out 
the 'have-to's'. If you know how to choose priorities well, you can organize 
this list so that the most important things get done. Your lists will be more 
effective. 

 

Relief from Stress 

Finally, setting priorities offers serious stress relief. It's hard to juggle work, 
family, and all the other areas of your life. When you have many things to 
do, you feel swamped and out of control. Setting priorities helps you to take 
control. When you feel like you're on top of things, your stress levels will be 
significantly reduced. 

The difference between people who set priorities and those who don't is that 
the former have more control over their lives. The latter set priorities 
unconsciously. Learning how to make lists, arrange your time, and see that 
you get things done helps you take conscious control over situations. 
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Learning Activity:  

What’s Your Priority Process? 
 

Purpose of this exercise:  
To determine how you currently set priorities so you can identify places to 
improve by the end of the course. 

 

Instructions: 

Think about and answer the following questions  

Step 1:  How do you currently decide what to do each morning when 
you get up? 

Step 2:  Write down your process. You'll be able to compare it to the 
action plan you'll develop by the end of this course. 

 

Estimated time to complete: 15 minutes 
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DAILY PRIORITIES START WITH 
LONG TERM GOALS 

Before you start setting priorities, it's important to look at the big picture. 
Identify the things you want to accomplish in the coming weeks, months or 
years, and work backwards from there. You're going to take these big goals 
and break them down into smaller, more achievable goals. From these 
smaller goals, it becomes clear what needs to be done each day and how to 
prioritize. 

 

Why Long Term? 

If you don't have a long-term plan, how do you decide what to do each day? 
It's tough to determine what tasks are most important. But if you have a 
well-defined goal and a timeline to get you there, it becomes easy to see 
what needs to be done first.  

Starting with long-term goals is especially important if you're focusing on 
areas of your life such as business and finance. In these areas, long-term 
goals are essential. You may be saving up for a major purchase, building 
credit to buy a house, developing a new product to launch, etc. In order to 
do these things, you need a long-term plan. A long-term plan also helps with 
personal development goals such as weight loss. 

 

Setting a Long-Term Goal 

The process of setting long-term goals is simple. In each area of your life, 
create a future goal. It can be as soon as two weeks in the future or as far 
away as ten years. Once you've defined a goal, ask yourself what steps you 
need to take in order to reach this goal. These steps make up your sub-
goals.  

Now, set a deadline for each of your sub-goals. Then, break each of these 
sub-goals into action steps that will get you to your goals. You may have to 
break the sub-goals into smaller goals until you find your action steps. These 
action steps then become your 'things to do,' which you can prioritize 
depending on the deadline of the sub-goal or long-term goal. 



 

6 

www.businesssuperheroes.org 

 

Let's take the example of starting a business. What do you need to do in 
order to get started? You can break this goal up into several sub-goals: 
getting a location, incorporating, gathering resources you need, gaining the 
skills you need. Each of these tasks would be a sub-goal that you would give 
a deadline. You can then work backwards again identifying all of the little 
actions you need to take to achieve each sub-goal and consequently, your 
long-term goal of starting a business. 

 

Managing Time with Flexibility 

In general, you should put your most time-sensitive goals first when setting 
your daily priorities. However, there may be times when you'll want to bump 
a higher priority item to a lower spot on your list of things to do. If a task 
takes a great deal of time to accomplish, you may want to make it a lower 
priority so that it doesn't dominate your day and push out other tasks that 
need to be done. 

Long-term goals should always be flexible. You should stick with them, but 
also not become too attached. You may realize that something else is more 
important to you. If this is the case, being flexible with your goals will help 
you to be more successful. 
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Learning Activity:  

Long-Term Goals 
 

Purpose of this exercise: 

Outline and break down your long-term goals. 

 

Instructions: 

 

Step 1:  Use the worksheet provided to identify your long-term goals for 
each major area of your life. These areas may include: 

Career – Finances - Education - Family - Art - Attitude – Health 
- Fun and Hobbies - Public Service  

Step 2:  Break down those goals into shorter-term milestones. 

Remember, these goals and milestones are flexible and you’ll 
revisit them regularly. 

The important thing now is to get your main goals and 
milestones down so you have something to guide your 
priorities. 

 

Estimated time to complete: 45 minutes 
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THE BASICS OF SETTING 
PRIORITIES 

You can think of your priorities as short-term goals that help you achieve 
the things you want and maintain balance in your life. Setting priorities helps 
you keep control over your time, energy, and resources. There are many 
ways to set priorities, but here are some of the basics. 

 

Start With Your Passion 

Setting priorities starts with identifying your goals and passions. In the last 
module, we discussed goals. Passion is also important in determining your 
priorities. If you’re passionate about your art but you spend all of your time 
working, you’ll feel like your neglecting that area of your life, and vice versa. 

Areas of your life to consider include: 

 Career 

 Financial 

 Education 

 Family and Relationships 

 Artistic 

 Attitude 

 Health 

 Leisure Activities 

 Service to Others 

The Importance of Clarity  

Be as clear as possible about your passions and goals. Write down each as a 
statement. A goal would be something like, ‘I will lose thirty pounds by the 
fall.’ A passion might be something like, ‘I want to study a new language.’ 
The clearer and more specific you are, the easier it will be for you to reach 
your goals. Review your statements and make sure they’re of real value to 
you. 
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Setting Your Priorities 

There are several methods for setting priorities which we’ll discuss in the 
next few modules, but for each, tie in your daily activities with the goal or 
passion with which they’re related. If your goal is to maintain a more 
organized workspace, write this alongside ‘clean desk’ on your to-do list. 
This helps you remember why this task is important to you. 

 

Can You Delegate? 

When dealing with daily tasks, always ask yourself whether or not something 
can be delegated. This is usually impossible with personal goals, but with 
professional ones it can work quite well. Look especially at the lowest 
priority items on your list to see if there is a way to get rid of them by 
delegating. 

 

How Much Is Too Much? 

At any given time you should only have one or a handful of major goals or 
high priorities. It’s easy to start making lists, identifying goals, and get 
bogged down trying to do too many things at once. Each day there should 
only be a few ‘must do’ items. If you find yourself with too many daily tasks, 
this means that you’re trying to do too much at once. Try putting off a 
priority until you reach one of your current goals. 

 

Live Your Priorities 

Finally, while it’s important to plan your goals and priorities, it’s even more 
important to actually follow the plan you make. Evaluate your time 
realistically and put your plan into action. If you find it hard to follow your 
plan, go back to the drawing board and choose a goal that’s more realistic.  
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Learning Activity:  

From Passions to Priorities 
 

Purpose of this exercise: 

Identify the passions that will help drive your priorities. 

 

Instructions: 

Step 1:  Use the worksheet provided to identify your biggest passions – 
the ones that will influence which goals and priorities you will 
focus on. Think about the same areas you considered when 
outlining your goals and milestones: 

Career – Finances – Education – Family – Relationships – Art – 
Attitude – Health – Fun and Hobbies – Public Service  

Step 2:  Now compare these passions with the goals and milestones you 
set in the previous module. 

Identify which goals match up with which passions. 

Step 3: Go back and make adjustments to your goals and milestones 
based on which passions are most important to you. 

 

Estimated time to complete: 30 minutes 
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 CATEGORIZING YOUR DAILY 
TASKS 

When you have a massive list of things to do and they all seem urgent, it 
can feel overwhelming. One method for setting priorities is to create 
categories and then place your to-do items in the appropriate category. 
There are several ways to do this, including the ABCDE method. 

 

The letters A, B, C, D, and E each stand for a type of task: 

A – A tasks are very important. They need to be done as soon as possible 
and there are negative consequences if you don’t get them done. 

B – B tasks are important. These are things you really should do today but 
aren’t a matter of life and death. There may not be negative consequences if 
you don’t get them done. As a deadline approaches, a B task can become an 
A task. 

C – C items are things you’d like to get done, but there are no negative 
consequences if you don’t do them and no particular urgency. These are 
items that aren’t time sensitive. 

D – The ‘D’ for D tasks stands for ‘delegate.’ These are very low priority 
tasks that you can get off your to-do list by asking someone else to do 
them. The goal here is to make D tasks disappear from your list. 

E – ‘E’ stands for ‘eliminate.’ These are tasks that aren’t related to your 
passions or goals and that don’t help you particularly. They’re time-wasters 
that take away from the resources you could use for A, B, or C tasks. 

 

The ABCDE isn’t the only method for categorizing out there. Some people 
prefer to make simpler categories, such as ‘must do,’ ‘should do’ and ‘nice to 
do.’ You may choose to leave D and E tasks off your list entirely since 
they’re not a priority, and instead look at all tasks to see which could be 
delegated or eliminated. 

Start with your A tasks or ‘must do’ tasks, and start chipping away at them. 
Once they’re complete, move on to the B tasks or next category. 
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Best Practices in List Making 

It may be helpful to decide exactly when you’re going to do each item on 
your list. You can make a timed schedule for your day. This ensures that 
you’ll get everything done. Another approach is to only schedule A items and 
do the B and C items during other times.  

Each day, reconsider each item because priorities change. A B item may 
move up to become an A item as its deadline approaches. Don’t keep each 
item stuck in its category. 

Finally, you can try ‘eating that frog.’ This is a concept originally presented 
by author Brian Tracy. The idea is that the task you’re dreading the most 
should be the first thing you do each day. The reason is that if you save this 
dreaded task for later in the day, you’ll do it half-heartedly or you may not 
get it done at all. This doesn’t have to be the most important item, but just 
the one you’re the least likely to finish. 



 

13 

www.businesssuperheroes.org 

 

Learning Activity:  

Categorizing your daily tasks 
 

Purpose of this exercise: 

Categorize your tasks using the ABCDE method. 

 

Instructions: 

 

Step 1:  Using your Long Term Goals sheet as a guide, create a list of 
the main tasks you need to complete to achieve your first 
milestones for each goal.  

Step 2: Take that list of tasks and use the ABCDE method to categorize 
them. 

Step 3:  Based on how you categorized your tasks, now create a 
separate list of prioritized tasks for each goal. In this way, 
you'll have a balanced approach to reaching goals in each area 
of your life. 

 

Estimated time to complete: 45 minutes 
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RANKING THINGS TO DO 
A good way to set priorities is to take your list of things to do and rank it. 
This is probably the easiest way to set clear priorities. It requires little 
thought; you just make a list and put the first thing first. 

Take a look at your current list. Imagine that you only have time to do one 
of the things on it today. Which one item would that be? Put that item at the 
top of the list and then take the remaining items and ask the same question. 

Gradually, you'll move through the items on your list and at the end of this 
process, you'll have a list that goes from most important to least important. 

Of course, you'll get to more than one item today, unless you’ve made your 
tasks very large. But if there should be some kind of unforeseen problems or 
distractions, you'll ensure that the most important item gets done.  

How do you decide which item is the one you should do today? Consider the 
negative consequences of not getting that thing done. Chances are that 
there are at least a few items on your list that will cause negative 
consequences if they are not finished. Let this determine which item goes 
first. 

You can also consider deadlines. Look at your overall goal and related 
milestones. Which deadline is most pressing or which goal requires the most 
time from you?  

Here's an example. You have four pressing concerns today: 

 

 A report that needs to be done for a client 

 Research conferences to attend 

 Reply to an email inquiry from a potential client 

 Follow up with a colleague about a job opportunity 

 

Since a client is waiting for the report and there will be serious negative 
consequences if you don't finish it (an angry client and potentially an ex-
client), this is the most important task. If you only finish one thing today, 
this is it. Place that at the top of your list and then ask the same question 
with the remaining items. If you have time to do more than one thing today, 
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it is to reply to the inquiry. Between researching conferences and following 
up, the most time sensitive is to research conferences, so put that next. 
Finally, you'll follow up with your colleague. 

It might help to write down reasons for your ranking. Beside each item on 
your list, write a short statement saying why you put it where you put it. 
You can mention the negative consequences, write down the deadline, or 
reiterate the long-term goal. Writing reasons helps you to clarify and rank 
to-do items in a more efficient way. 

Sometimes it's a good idea to skip a higher priority item for one that will get 
done faster. You can then cross it off your to-do list. For example, if you 
have a large project to work on that takes two hours each day, but you also 
have to write a quick email that will take only twenty minutes, you may 
choose to bump up that email on your to-do list so that it gets done in a 
timely manner. 
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Learning Activity:  

Ranking things to do 
 

Purpose of this exercise: 

Rank your tasks in order of importance. 

 

Instructions: 

 

Step 1:  Make a list of tasks you want to get done today. Take them 
from your priority tasks from the previous module if possible. 

Step 2:  Pick the one most important task to complete today. 

Step 3: Prioritize the remaining ones in order of importance. 

Don’t worry about the column that says “Scale”. You’ll be using 
that in the next module 

 

Estimated time to complete: 15 minutes 
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RATING PRIORITIES ON A 
SCALE 

A good way to easily see which priorities are the most important is to rate 
them on a scale. This method is effective with both professional and 
personal goals. It's a slightly more complex approach than ranking or 
categorizing, but it can be quite helpful. You can use this method for 
prioritizing daily tasks or prioritizing overall areas of your life such as career, 
family, finances, and so on. 

The basic idea is to create a simple rating system. You can have as many 
numbers on your scale as you'd like. For example, your scale can be from 1 
to 10, or it can be simpler, such as 1 to 5.  

What's important is to define each step. This is actually a larger version of 
the category method of setting priorities. An example of a rating scale would 
be: 

10 – A life or death situation. Not getting this item done would be 
disastrous. 

9 – Not quite life or death but extremely important. Really needs to be 
done today. 

8 – Should be done as soon as possible. If possible, do it today. 

And continue in this manner down the list. A 5 on the scale might be 
something like, 'Can be done today or not done today.' The lower positions 
on the scale such as 1 or 2, might be, 'Doesn't really need to be done but 
would be nice.' 

The strength of this method is that it lets you compare the importance of 
your to-do items objectively. Like the ranking method, you can see which 
task is more important than which other task. But unlike the ranking 
method, you're not comparing each item to each other item, but to objective 
criteria. 

Let's say that you have a number of things to do today: 

 Put in an hour cleaning the garage 

 Go through the mail (you're busy and it's stacking up) 

 Call the vet for a routine check-up for your cat 
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 Email a relative to say thanks for the birthday card 

 Do some budgeting and figure out how much you have for your 
summer holiday 

 

You have a rating scale of 1 to 5: 

Needs to be done today or the world comes to a horrible end (okay, maybe 
not; but there are definite negative consequences if you don't get it done). 

Should be done today. 

Not urgent but would make life much easier if done today. 

If not today, it can be done tomorrow or next week. 

Not really that important; to do if you have time. 

Cleaning the garage for an hour today would be nice, but it doesn’t present a 
life or death situation. It can be done tomorrow or this weekend. Give it a 4. 

The mail might have bills in it. Not paying bills is bad news. Going through 
mail could be a life or death matter and should be done every day anyway, 
so give it a 1. 

The cat has needs too. The sooner you set up the appointment, the sooner 
you can get her in, so give it a 2. 

The thank you email isn't really urgent, but it's been waiting for a reply. 
Besides, it'll only take a minute. Give it a 3. 

Right now, budgeting for your vacation isn't crucial since you're still months 
away, but if you have time to at least start, it'd be nice. Give it a 4. 

This is a personalized method where you have the flexibility to define each 
step. But there are a few downsides. If you're concerned about time and 
extremely efficient about time management, taking the time to create a 
scale may seem like a time-wasting activity. The key to success with this 
method is to create a good scale that you can use each day by simply 
plugging items in. 
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Learning Activity:  

Rating priorities on a scale 
Purpose of this exercise: 

Create a scale and use it to rate your tasks. 

Instructions: 

Step 1:  Create your own rating scale for your tasks, using the 
worksheet provided. 

Step 2:  Look back at the tasks you listed and ranked in the previous 
module. Add to them if desired. 

Step 3: Decide on your rating scale and put a rating next to each task. 

Step 5: Reorder your to-do list based on your ratings if they're 
different from the priorities you set with the ABCDE method or 
the Ranking method. 

 

Estimated time to complete: 30 minutes 
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TIME BOXING AND SCHEDULING 
YOUR DAILY TO-DO LIST 

Good time management is absolutely essential for both business and 
personal priorities. Once you've set your priorities and scheduled the things 
you need to do, you need to actually put the priorities into action. In order 
to do this, you need good time management skills. 

When setting priorities, we often make the mistake of deciding what will get 
done today, and then trying to twist time to meet our needs. A more realistic 
approach is to look at the time you have today and from that, decide how to 
go about your daily activities. 

 

The Basics of Time Boxing 

Time boxing is a great way to manage your day. With time boxing, you 
create 'boxes' of time in which to work on certain tasks. Rather than saying, 
'I'll finish cleaning the garage today,' you set an hour for garage cleaning, 
say from noon to 1. Of course, if there are things that need to be done 
today, you'll finish them. But for each task, whether you need to finish it or 
not, there's an allotment of time in which to do it. 

Time boxing is good not only because it gives you a specific time to work on 
certain things, but also because it puts limits on them. Some tasks take 
longer to complete. If a big task is your highest priority, time boxing keeps it 
from dominating your day and squeezing out other tasks. 

 

An Example of Time Boxing 

Let's take an example. You're a freelancer who works online. You have three 
jobs to work on today. The highest priority job is a massive job that takes a 
great deal of time. The other two are short and can probably be knocked out 
in an hour or so. If you simply make a list and work from the highest priority 
job to the other two, there's a chance you won't get to all of them.  

If you time box, you allot a certain amount of time to that big job; let's say 
it's three hours. When the three hours are up, that's it for today. This allows 
you to work on the other items as well, which you can maybe finish today. 
Tomorrow, you only have to finish the big job. 
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Scheduling Your To-Do List 

Time boxing also helps you to schedule your to-do list items. It may be that 
that highest priority item isn't necessarily the first thing you should do. 
When you time box and create a daily schedule, you can work on the highest 
priority task at any time of day and still get it done. 

 

Let's say that you need to: 

 Clean the house to get ready for company 

 Finish a job for a client 

 Think of ideas for an upcoming networking event 

 

The most important is to get the house ready, followed by ideas for the 
event which is coming soon. The job can wait a few days if need be. 

If you go straight down the list, you'll spend the morning and early 
afternoon cleaning. Then, you'll have to sit down and think of ideas. In the 
evening, you'll be working on the job. But what if mornings are better for 
mental work, while the afternoon and early evening are better for physical 
work? 

With time boxing, you can schedule your day and do these tasks at their 
optimal times. You can start the day off with two hours of the client job, 
which hopefully you'll finish in those two hours. You can spend four hours 
mid-day cleaning, with the option of going a fifth hour if you're not done. At 
night, which is your best time for creative work, you can brainstorm event 
ideas. 

Time boxing and scheduling allow you complete control over how you spend 
your day. But it's a method that takes time to master. How do you know 
how long tasks will take? And how do you know when are your optimal times 
for different kinds of work? Start time boxing and consider it an experiment, 
monitoring results to find what works and what doesn't. 
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Learning Activity:  

Time boxing and scheduling your 
daily To-Do list 
 

Purpose of this exercise: 

Apply Time Boxing to your tasks to set your schedule. 

 

Instructions: 

Step 1:  Using the list of priorities you set in the previous activity, use 
time boxing to set your schedule for tomorrow. 

Step 2:  Block out specific times on your calendar for each of your top 
priority tasks. 

Step 3: Be sure to leave some space for basic daily tasks, such as 
email, exercise, and food. 

 

Estimated time to complete: 30 minutes 
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MONITORING AND ASSESSING 
HOW YOU SPEND YOUR TIME 

Setting priorities and managing time is just like budgeting money. You're 
creating a plan that, if carried out correctly, will ensure the best possible use 
of your resources (in this case time instead of money). 

To create a realistic budget, you first need to know how you spend your 
money, and the same goes for setting priorities. You probably have an 
inkling of how you spend your time each day, but it's never as obvious as it 
seems. The only way to know for sure is to keep track of your time. You may 
be in for a few surprises. 

 

Keeping a Daily Activity Log 

The way to monitor your time is to keep a daily activity log. Like a financial 
budget, you write down every activity or task throughout the day. Keep this 
log for a period of at least one week (although two weeks is ideal). You 
should write down not only the tasks or to-do list items you work on, but 
more mundane activities like watching TV, getting ready for work, your 
commute, and your time spent on Facebook. 

In fact, recording your idle time is probably more important than your 
working time. It will reveal to you the ways in which you may not be using 
time efficiently. It also may reveal to you how much time you need to relax 
and indulge in distractions. 

You can get a notebook to use as your work log or use online and software 
tools to keep track of your activities. Something as simple as an Excel file or 
an online calendar will do the job. You don't need to make a major 
investment in sophisticated software. 

Warning – don't make logging your activities an activity in itself! Choose 
the quickest, easiest, and most efficient way to log your time so it doesn't 
take more of your time. You can even jot on scraps of paper and tally up at 
the end of the day for ten minutes in your notebook or on your computer. 

Your Results Are In 

After two weeks of logging your time and keeping track of your activities, 
you may be surprised at what you see. You might find that you spend a 
great deal of time on low priority tasks while higher priority tasks get less 
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time. You may see areas where you're not using your time as efficiently as 
you could.  

This is a great chance to reassess your priorities. How satisfied are you with 
how you spend your time? This is a chance not only to make changes in your 
daily time management but also to reconsider. If a certain goal is taking 
more time, maybe it's something that's truly a higher priority than you 
originally thought.  

 

Ongoing Monitoring 

It's good to set up a system for ongoing monitoring that's easy and doesn't 
take up a great deal of your time. It doesn't have to be as detailed as your 
initial daily activity log, but it's helpful to check-in sometimes and see how 
you're managing your time.  

Another important thing to monitor is how well you're getting your work 
done. Are you reaching your goals? If not, this may tell you that it's time to 
make changes to your work routine.  
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Learning Activity:  

Monitoring and assessing how you 
spend your time 
 

Purpose of this exercise: 

Evaluate where you currently spend your time and how to improve your 
efficiency.  

NOTE: You can do an estimate right now of where you spend your time, but 
to really monitor it, you’ll have to track your time over at least 1 week. 

Instructions: 

Step 1:  Keep a log of what you're spending your time on each day. Do 
this for 1 week or 2 weeks if possible. You can use copies of 
the sample Monitoring Your Time sheet, or just record it in 
your calendar, notebook, or in something like Evernote. 

Step 2:  Review your log and highlight areas where you need to spend 
less time, eliminate, or delegate in one color. Highlight areas 
where you need to spend more time in a different color. 

Step 3: Go back to your calendar for the next week and change the 
way you have blocked out time based on the results of your 
assessment. 

Estimated time to complete: 15 minutes daily, plus evaluation time 
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IDENTIFYING DISTRACTIONS 
THAT ARE KEEPING YOU FROM 

YOUR PRIORITIES 
When you're working toward specific goals, much of your stress comes 
from spending too much time on low priority items that keep you from 
reaching your goals. When you set priorities effectively so that you're 
spending your time where you need to and limiting distractions, this stress 
disappears. Managing distractions is an important part of being efficient. 

 

Staying Focused 

When working on any task, but especially high priority tasks, it's essential 
that you stay focused. To the best of your ability, limit distractions and don't 
try to juggle multiple tasks at one time.  

 

Just Say No 

If you have trouble saying 'no' to the requests of others, this presents a 
major challenge to your focus. Entrepreneurs especially are notorious for 
overbooking themselves. If you get overbooked, it's impossible to effectively 
set priorities and reach goals. When people make requests, tell them that 
you're busy right now and give them another time when you can do it. Even 
if it's something small, don't let it derail you. 

 

No Communication 

In our highly connected world, many distractions come in the form of 
electronic communications. Turn off email, Skype, and any other methods of 
communication while you're working. Schedule times for communicating with 
people and put it on your list of things to do. 

 

Since you're creating a time limit on communications, don't go through your 
email inbox responding to the first message first. Take a quick look and 
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prioritize in your head – Which is the most important communication? The 
others can wait until another time. 

 

Limit Your Distractions 

If there are certain things that distract you (Facebook is a common culprit), 
limit the time you spend on them. Allot, for example, 15 minutes a day to 
Facebook. Put this on your schedule along with other communications. 
Facebook isn't the only distractor, of course. Make a list of all the 
distractions that are hard to resist and schedule them. 

 

Kids and Other Major Distractions 

What if you don't have control over your distractions? You may have kids 
who need attention or an office phone that needs to be answered. There's 
not much you can do about these distractions. If you prioritize well so that 
the most important things get done first and create plenty of flexibility in 
your schedule, you can counteract these distractions. 

For example, when you're time boxing, pad your boxes a little. If you'd like 
to designate one hour to a particular task but you're sure there will be 
distractions, make it an hour and fifteen. 

 
Good Distractions? 

Don't forget that sometimes a little distraction is good. Between your time 
boxes, you may want to take some time to indulge in distractions to relieve 
stress and regain your focus. Yes, Facebook and other mindless 
entertainment can actually help to make you more efficient! 
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Learning Activity:  

Identifying distractions that are 
keeping you from your priorities 
 

Purpose of this exercise: 

Pinpoint your distractions and begin to work towards minimizing them. 

 

Instructions: 

 

Step 1:  Make a list of your distractions and write down an idea or a few 
ideas for each to help you deal with them. 

 

 

Estimated time to complete: 10 minutes 
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COMMON MISTAKES TO AVOID 
Once you get into the flow of setting priorities, it's easy. But there are a 
few common mistakes that people make usually without realizing it. These 
can cut your productivity considerably or, at worst, derail your schedule 
entirely. 

 

Taking the Time 

The biggest mistake that many people make is not taking the proper time to 
set goals and priorities. Depending on how detailed your schedule is, it may 
seem like a great deal of work. But identifying goals, setting priorities, and 
creating daily schedules will greatly increase your productivity and help you 
strike a balance in the long run. 

 

Creating Impossible Situations 

Don't create an impossible situation that you can't follow through on. Goals, 
deadlines, daily tasks, and priorities all need to be reasonable and realistic. 
If they aren't, it will be impossible to put your plan into action and cause you 
considerable undue stress. You'll end up frustrated and making no progress 
on any of your goals. 

 

Not Defining Well 

Goals and priorities need to be as clearly defined as possible. It's impossible 
to achieve a vague goal. Write everything out in language that's detailed and 
clearly worded. Make each goal or deadline measurable so that you'll know 
when you've reached it. 

 

Overcomplicating Things 

When you first dive into priority setting, you may make things more 
complicated than they need to be. Sure, there is a great deal to organize. 
But try to create rating or ranking systems and other tools that are as 
simple and easy as possible. Don't create a complex system with categories 
like A1 and B3. Remember that these systems are tools to help you work 
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better. Making them shouldn't become work in itself. Organizing and 
scheduling is something that should take only a few minutes each day. 

 

Multitasking 

Always try to keep multitasking to a minimum. Many people mistakenly 
believe that the ability to handle multiple tasks at once is a virtue, but it's a 
hindrance. When you multitask, you don't give any one task the focus and 
attention it deserves. Multitasking also causes extra stress. 

 

Forgetting the Fun 

Remember that you need to prioritize not only for goals and work, but also 
for relaxing and entertaining yourself. Everybody needs some leisure time. 
Schedule some time to take your mind off your goals and simply enjoy life. 
This isn't time wasted. 

Finally, the most important thing is to actually live your priorities. Take the 
lists, ranks, and schedules you make and put them into action. If you find it 
impossible to do so, go back to the drawing board and make some changes. 
Different approaches work for different people, so try something else until 
you find the system that works for you. 
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Learning Activity:  

Common mistakes to avoid 
 

Purpose of this exercise: 

Identify potential mistakes and readjust your schedule to avoid them. 

 

Instructions: 

 

Step 1:  Troubleshoot your productivity with the above mistakes, asking 
yourself for each if it's a problem or potential problem for you. 

Step 2: Now go back and look over your list of tasks you made earlier. 
Make notes on ones that are vulnerable to some of the problem 
areas discussed. Note strategies or tactics you’ll use to avoid 
that problem. Use the worksheet in your Workbook. 

Step 3: Finally, readjust the time blocks on your calendar as needed to 
avoid your potential problem areas. 

 

Estimated time to complete: 20 minutes 
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CONCLUSION 
The key to successful priority setting is to always monitor your progress 
and make changes when they're needed. Make sure your system is helping 
you get things done and if it's not, try something else. No one solution is 
right for everyone, but with the basics under your belt and a few good 
techniques to get you started, you can create the system that's best for you. 

Now, you're armed with several effective priority setting techniques and 
ideas on tailoring them to fit your needs. You know how to handle 
distractions and how to avoid common mistakes we make when setting 
priorities. You're ready to get started getting things done. 

Here's to your success! 

 


