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Introduction 

I googled “time management” and I got 3,850,000,000 

results!! Obviously, there are many opinions and suggestions 

on the subject of time management, which is crazy because 

time management is a complete myth. 

Hello, I’m Debi Hartlen 

MacDonald and I’m a 

recovering workaholic. I took 

the time to figure out what I 

wanted my life to look like. 

Then I designed a business 

to fit my life, my strengths 

and my passions! I’ve been 

helping other women do the 

same thing for well over a decade. This workbook will help 

you get started. 

https://www.thinkitplanitdoit.com/
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Too Much of Everything! 

A vast number of people are overwhelmed, overworked, 

overtired, overstimulated and under-joyed. They’re looking 

for a magic bullet to help them get all their stuff done. Just 

the perfect app, system or hack to bring their life back to 

“sanity”. That’s not going to happen until we understand 

why the way we’re working isn’t working. 

 

“My experience is what I 
agreed to attend to.” 

- William James, psychologist and philosopher 

 

So… if our attention determines what we experience, and we 

know that life is an accumulation of experiences, then we 

need to control our attention in order to control where our 

life goes. 

Which means we need to practice attention management, 

not time management. 

The way we live is actually designed to NOT let this happen! 

Most of us use the internet, laptops, tablets, phones, 

software, apps, and more in the work we do. All of these 

tools are designed to keep us engaged as long as possible. 

Our addiction is the ultimate goal. Developers are using 

persuasive technology and drawing on neuroscience and 

behavioural psychology to get us hooked. And they’re doing 

an awesome job! 
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Because it’s so easy to reach out to us via phone, text, email, 

and social media platforms, there’s also a societal 

expectation that we respond just as quickly. 

 

YOU are the only one that can change this expectation for 

yourself. And you can start by not expecting it of others. 

 

This constant “being on” is making us flustered, frazzled, 

forgetful and friggin’ unhappy! There’s a high increase in 

anxiety and depression disorders and an astounding 

increase in antidepressant use. (Harvard Medical School) 

We’re coping by taking drugs or “sucking it up”, instead of 

really looking at the problem and understanding that a shift 

in our way of thinking is urgent. 

Let’s have a deeper look… 

 

Attention Management 

If you’ve ever had a so called “normal job”, you were 

probably paid an hourly wage and were remunerated by the 

number of hours you worked x your hourly wage. Or if you 

worked for a “salary”, based on my experience, this was just 

a fancy way of saying that I would work many extra hours 

and not get paid for them. My pay stub still said 40 hours 

weekly x hourly wage. 

In either situation, it’s trading time for money… and the vast 

majority of people in our society are still doing that. 
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Now, if you are an entrepreneur or freelancer reading this, 

you may think, “If only I was getting paid for all the hours I 

work!” 

 

Productive: the ability to make progress on the RESULTS 

that are most significant to you, personally and 

professionally 

 

The key to being productive is to think in terms of RESULTS, 

not activities or to-do’s. So it’s absolutely necessary to take 

the time to figure out what results you want in your life and 

work in order to know where your ATTENTION needs to be. 

This will mean living a life by design and choice, instead of 

by default, a constant state of reaction and distraction. 

The key to being productive is attention management. And 

the nemesis of attention management is distraction. Oh boy, 

are we distracted! 

 

Our Biggest Distractions 

 Technology – devices, email, apps, social 

media, notifications and especially our 

phones! 

 Our work environment – noisy, cluttered, 

too many stimulations 

 Other people – and their expectations and 

interruptions 

 Poor habits – both work and personal 

 Wearing busy-ness as a badge of honour 
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The Biggest Myths 

 The busier I am, the more I get done. Busy does not 

necessarily equal results or productivity. 

 I need to be available 24/7 to be competitive – bull! 

 Multitasking is the key to productivity. Many studies 

have dispelled this myth! 

 I need to work more hours and harder to get ahead. It 

doesn’t matter how many hours you work if you’re not 

doing the right activity to get you where you want to go. 

 I don’t have a choice – that’s the way life is now. You 

are the one in control… or should be in control. 
Everything you do, you agree to do. Now really think 

about that. 

We are so addicted to our distractions that, when we don’t 
have them, we get antsy and feel anxious. We’re leaving no 

time for daydreaming, creativity, problem solving, pondering 

or just being. We’re so used to constant stimulation that we 

now seek it. If there’s a quiet moment, we instantly pull our 

phones out and start scrolling. We’re short on sleep, 

exercise and healthy living, in general. 

 

Disrupt Your Default Mode 

With self-awareness, planning and an implementation plan: 

 work toward the RESULTS you want 

 work less and have more down time 

 no longer feel controlled by technology or others 

 feel more controlled, and less frazzled and overwhelmed 

 be more present and get more out of your relationships 

 live a life of choice 
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“Where attention goes, 
energy flows!” 

- James Redfield, author 

 

5 Steps to Becoming More 

Productive 

1. Intentions – What results do you want? 

2. Attention – Where do you need to put your attention 

each day? Week? Month?  

3. Actions – What actual tasks do you need to perform? 

4. Focus – How will you become more focused? What 

needs to change? What do you need to dump? 

5. Support – What systems, tools, and people do you 

need in order to make this happen? 

Let me walk you through this exercise… 

 

1. Your Intentions 

It’s essential to know where you are in order to know where 

you want to go. 

First complete the Wheel of Life by ranking your level of 

satisfaction out of 10 for each area of your life. (On paper, 

circle a number for each area.) 
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Second determine what areas of your life you want to focus 

on for the coming months or year. 

Focus Areas 
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Third, based on that exercise, what are your objectives, 

both professionally and personally? 

Professional Goal Professional Goal Professional Goal Professional Goal 

 

FOCUS + ATTENTION 

= RESULTS 

 

Personal Goal Personal Goal Personal Goal Personal Goal 

 

Fifth, consider your roles and list your most important ones. 

Role: Role: Role: 

Role: Role: Role: 
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Sixth, rename each role with the adjective of your vision. 

 Lasting friend instead of friend 

 Project leader instead of project manager 

 Life-long supportive partner instead of husband/wife 

 Visual artist instead of photographer 

 Self-cheerleader instead of “ME” 

 Understanding and engaged parent to two kids instead 

of parent to two kids 

Refined Role: Refined Role: Refined Role: 

Refined Role: Refined Role: Refined Role: 

 

Seventh, define your vision for each role. 

As… (role) I will… (vision) By… (date/year) 
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As… (role) I will… (vision) By… (date/year) 
   

   

 

2. Your Attention 

What projects and initiatives do you need to give your 

attention to in order to reach these objectives? 

Objective: Project: 

Objective: Project: 

Objective: Project: 

Objective: Project: 

Objective: Project: 
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3. Your Actions 

What are the most important things (MITs) that you need to 

do? The actual tasks? 

Click here to download a project planning worksheet. 

 

4. Your Focus 

How will you set up the right environment to give your 

attention to the things that will make the most difference? 

What will help you get to where you want to be? 

Technology Other people 

Work environment Habits 

 

Now, what do you need to let go of and say “no” to? 

Click here to download a ‘what not to do” worksheet. 

 

  

https://thinkitplanitdoit.com/wp-content/uploads/2020/10/project-form.docx
https://thinkitplanitdoit.com/wp-content/uploads/2020/10/Not-To-Do-List-Printable.pdf
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5. Your Support 

What processes and systems need to be created? 

 

 

What tools do you need? 

 

 

Hire or outsource? For which tasks? 
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What will be your system of accountability? 

 

 

Who will be your emotional and mental support systems? 
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Get Your Ducks All in a Row 

The implementation of this exercise is the most important 

part. When you have worked through all 5 steps, you will be 

in great shape to reach your objectives. And I guarantee 

you’ll be super jazzed and motivated. 

Here are a few tips to smooth the transition to a new way of 

doing… 

 

Planning 

Taking the time to plan needs to be a priority. When I work 

with a client, we typically plan out a year and then break it 

down into months. My clients then adopt the 60, 30, 10 rule: 

 Take 60 minutes at the beginning of each month to 

determine what results you want for that month and 

what you need to do to get those results. 

 Take 30 minutes at the beginning of each week (or end 

of the previous week if that works better for you) to 

determine what results you want for that week and what 

you need to do to get those results. 

 Take 10 minutes at the beginning of each day to 

determine what results you want for that day and what 

you need to do to get those results. 

 

Batching & Blocking 

Batching similar activities keeps you focused and gets them 

done faster, instead of hopping back and forth from one 

type of activity to another. If you’re making phone calls, do 
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them all at once. If you’re following up with clients, do it all 

at once. If you’re creating content, do it all at once. 

Blocking out time for your tasks – and then scheduling them 

– is where the rubber meets that pavement. It’s essential 

that you know how long your tasks and activities are going 

to take in order to block the appropriate amount of time. This 

can be challenging when you first start doing it but, in time, 

you’ll get great at this. Keep in mind Parkinson’s Law: work 

expands so as to fill the time available for its completion. In 

time you’ll be able to set the appropriate amount of time for 

your tasks and this will really increase your productivity. 

 

Brain-dumping 

Doing a regular brain-dump gets all the stuff out of your 

head so you can figure out what to do about it. 

 COLLECT: Bring it all together in one place. 

 CLARIFY: Figure out exactly what your objective means – 

break it down. 

 ARRANGE: Create an action plan that’s in line with your 

objectives. 

 REFLECT: Does this make sense? Is it realistic? Is it going 

to help you reach your objectives? 

 DO: Get ‘er done! 

 

Managing Your Customer 

Relationships 

Customer relationship management (CRM) is a technology 

for managing all of your company's relationships and 
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interactions with customers and potential customers. The 

goal is simple: improve business relationships. A CRM 

system helps companies stay connected to customers, 

streamline processes, and improve sales profitability. 

If there’s one tip that you take from this valuable workbook, 

please take this one: get a CRM and use it! Whether you’re 

a freelancer, solopreneur, small or big business, this is the 

one single tool that will calm the chaos, keep you organized, 

and make you money… guaranteed! 

 

Taking the Next Step 

Contact me for a free discovery call to see how I can help 

you work less and make more through the development of 

processes, systems and the right tools. 

BONUS: If you are a business based in Nova Scotia, you may 

also be eligible for funding through the WIPSI Program as 

many of my clients have been for my one-to-one “THINK IT 

– PLAN IT – DO IT!!!” BUSINESS GROWTH TRAINING 

PROGRAM. 

Debi Hartlen MacDonald 

 debi@thinkitplanitdoit.com 

 New Life Business Solutions 

 

 

https://novascotia.ca/programs/workplace-innovation-productivity-skills-incentive/
mailto:debi@thinkitplanitdoit.com
https://www.thinkitplanitdoit.com/
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