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ADHD Coaching

Quarterly eZine

Prioritizing – One Step at a Time

This newsletter is a FREE service providing you with tips and 
ideas to help you live a more organized stress-free life. 
Without spamming, please forward this on to anyone 
you think may benefit… 

 **************************************************************************************** 
Hi there…hope all goes well for you and you’re ready for the day light saving, time change, this weekend. I like to use the shift in the ‘day time’ as an opportunity to tackle new projects or re-assess where I am with ones I have ‘put on the back burner’. And of course spring is a natural “new beginning” and therefore a chance to weave in a mini make-over be it for myself or my environment. 
But if tackling a large or complicated task leaves you overwhelmed or prone to procrastinate read on. Learning how to consciously break a task down into specific stages allows you to plan and complete projects more easily. Think of it as your blue print or strategic plan. Let it lead you through the process, each step building on the last, enabling you to complete projects in doable, user- friendly bites... 

*********************************************************** 


Prioritizing - One Step at a Time 
Well we all put of doing tasks we anticipate as unpleasant, difficult or intimidating. But at some point we have to ‘bite the bullet’ and get the job done and often by postponing it we just make it more daunting and even run the risk of a penalty. 

So step one is to define what the actual job is- what needs to be done. Second step is to list what you will need to do the job – including resources like extra pairs of hands. Third step is to break the list of jobs to do into ‘Bite sized” pieces and give each task a time frame. Forth step, and most important decide exactly when you will undertake each task. Step five – think of a reward that you will give yourself on completion. This works equally well with children and adults…aren’t we all big kids at heart!! 

So I’ll use ‘Spring Cleaning the Car’ as an example: 

Step 1- What exactly does the job entail? 

Clear paper and clutter from inside car. Clear out glove box and side pockets. Empty trunk of items that don’t need to be there. Vacuum carpets. Windex windows. Condition leather. Renew fresh air sachet. Wash and polish exterior. Put all the cleaning materials away and roll up the hose. 

Step 2- What I will need to do the job: 

Trash bags, Vacuum cleaner, Windex, carwash solution, conditioner, rubber gloves and chamois and cloths to clean and polish. Small box or bag to collect up items that don’t belong in the car. And some HELP ask XYZ if they can help me on the date I decide to do this job 

Step 3- write the list of specific actions needed and time frame: 

1 De-clutter car and trunk and put items away – 10 - 30mins 

2 Vacuum carpets – 15mins 

3 Condition leather – 5 mins 

4 Wash exterior and polish – 25 – 45 mins 

5 Clean windows and mirrors inside and out – 15 – 30 mins 

6 Put away all cleaning materials and roll up hose etc 10 mins 

7 Return items collected from car to where they belong – 10 mins 

NOTE: If you have a task that entails lots of large jobs then break them up too. For example if you were inputting your name and address book into your computer you may decide to break it up into two sections A-L 30mins M-Z 25mins. Or if you can’t find a natural break in the job decide you will spend a specific amount of time on it. For example sorting receipts into batches or doing your filing – 15 minutes every day till done. 

And don’t forget the beauty of using a timer to keep you on track. If you think you may get way laid doing other things set it to 15 minute intervals so you can check in and make sure you are still working on the task you set yourself. 

Step 4 - Most important – decide WHEN you will do the job 

Will you de-clutter the car one day, vacuum and clean the interior the next and wash and wax it on another day? Or will you decide to do half one day and the other half the next? Or do it all in one hit?? The choice is yours but if you know you tend to procrastinate when a job seems daunting maybe decide to take it one ‘bite’ at a time, per day. Remember it’s much better to achieve a small amount then plan to do a large amount - avoid doing it altogether - and get nothing accomplished. 

Once you have decided what you will do and when note it in your diary, digital device or write it on your calendar. Get into the habit of making appointments for all your to dos – remember its just wishful thinking unless you actually plan and book it into your schedule. 

Step 5 – Reward Yourself (or selves…) 

As you progress through a large task give yourself mini rewards for completing each step as an incentive to keep going and acknowledge the progress you’re making. With the Car example you might decide if you are doing the whole job in one day to break it into two sections and have a coffee and cake break when you finish the interior. Once you finishing the whole task you will get a big buzz of course…but I think a treat is always a good idea. Maybe an afternoon at the beach or a movie and dinner afterwards. A massage or facial.  Perhaps some gorgeous bath product that is a luxury. A romantic dinner or that outfit you’ve been wanting for a while. And again write it on your calendar and acknowledge it’s for a job well done….maybe use gold stars to indicate success…it worked when we were kids so why not now!! 

It’s really important to congratulate yourself and celebrate the completion of a job that you would normally have procrastinated over. You are breaking long standing habits and deserve to acknowledge your progress. The more often you succeed and feel good about it the easier it is to tackle the next job and so on. You will build confidence in yourself and your ‘organizing muscle’ this way. 

So take some time now to ‘plan and strategize’ how you are going to tackle your next big task. Time spent planning is time well invested and will pay off in the long run. Try planning to spend some time everyday working on the tasks you want to complete. It will take you a long way towards your goals. If you trip, or fall, just get back up and put one foot in front of the other. You'll probably be there before you know it! 


************************************************************* 

Do You Have Trouble Estimating How Long, is, How long??? 

Here is an exercise to try. Look at the second hand on our watch – now look away and sit still - then look at your watch again when you think ONE MINUTE has passed. 

If you thought a minute was shorter than it really is, you typically are always rushed, hurried, under-the-gun and never have enough time. If you thought a minute was longer than it really is, you might typically be very laid back and are chronically late. Some people over estimate a minute by 15 or 20 seconds….which really adds up over the course of a day. 

The 'how long is a minute' exercise can help you become aware of your accuracy in this area. If you are way off the mark you might like to invest in a timer. Many come with multiple alarms that vibrate to alert you. After using one regularly you will develop a much better ‘body clock’ naturally and be able to adjust your cruising speed accordingly. 

***************************************************************** 

Thought for the day: 
  
"It is one of the most beautiful compensations of life, that no man can sincerely try to help another without helping himself."   -Ralph Waldo Emerson 

********************************************************************* 

Got Clutter…?? 

If you do you can pass items on to the Freecycle Network just visit freecycle.org and find the closest location to you…they seem to have posting for all sorts of things from DVDs and clothes to furniture and appliances …good opportunity to give your unused goods to someone who can use it. Recycling is the name of the game..!! 



Cash in Your Old Cell Phone 

CellForCash.com will buy your cellular phone that has been rendered obsolete by upgrades or changes in service providers…you will get the face value depending on make and model. Log on select your phone type and wait for the postage-paid shipping box. Post your phone and wait…the check will be in the mail…really!!! 
  

**************************************************************************************************************** 


Paper Shredders no longer an Option!! 

Robert Siciliano personal security expert and author of The Safety Minute says all papers that contain your address, phone number, social security number, or an account number should be shredded – not just ripped in half. Identity theft costs each of the approximately 10 million people victimized every year an average of $1,100 and 175 hours in phone calls to credit agencies and insurers to clear their name.   I suggest you get a cross cut shredder that will take a reasonable amount of sheets per pass and staples too… 

Have a great spring… 



Subscribe to the free adhd-coaching.com quarterly eZine.
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