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Lesson: Your Calendar 

Your calendar is the most important organization tool because it gives an overview of your time. Missing appointments and double-
booking ourselves is one of the key situations we’re avoiding by planning and staying organized. 

And that depends on your calendar’s trustworthiness. 

We have all experienced being late or completely forgetting an appointment. Having an accurate calendar at least reduces occurrences 
like that. What eliminates such occurrences is looking at the calendar. 

The more we can keep our calendars trustworthy, the more on top of our time and plans we will be. 

That’s why your calendar is only for time specific commitments. It is really easy to try to use it for wishful-thinking scheduling but if you do, 
you will begin to doubt or ignore it. 

The calendar is also not the place to keep your to do list, random reminders, or irrelevant information. If any apps or websites are 
automatically filling in information you don’t need onto your calendar, turn those o". You don’t want to visually or mentally sort what’s on 
your calendar. The clearer it is at a glance, the more likely you will glance at it and the more useful it will be when you do. 

Your calendar has to be trustworthy, and in order to keep it trustworthy, you have to keep it free of those wishful thinking plans. 

For example, you don’t want to add a “Phonics Lesson” appointment at 10:30am with the six year old because we all know that lesson will 
flex depending on how the day goes. However, you do want to put what you’re committed to spending your time on. 

So on my calendar I do not put specific appointments for specific subjects or specific students on my Google calendar, but I do block o" 
our school hours in one, big “school” event. Before I did this I found that I would look at my calendar with only outside of the home 
commitments and think to myself “Oh look, I don’t have to do anything today, or tomorrow.” Then reality would come crashing in. It was 
another way my calendar was inaccurate, misleading, and requiring me to think harder. 

We want our calendar to enable us to think less when we use it, not more. 

So, how you can keep your calendar consistent and accurate and useful? 

You keep the five calendar rules. 

The first one is what we’ve already been talking about: 

1. Only keep actual appointments on your calendar. 

I must repeat: your calendar needs to be trustworthy. 

Don’t put your hopes or wishes on your calendar. An organized calendar is used for appointments and other time-specific commitments 
only so that you can see the hard lines of your day. 

If you add things you hope to get to in a day, you’ll have to mentally sort and decide every time you look at it, which will make you not 
want to look at it. Keep your calendar reserved for real appointments. 

Do not put tasks on your calendar unless they absolutely have to happen at that time. Tasks will go into a task management system. On 
the calendar they are merely clutter. 



Do not use your calendar for reminders – especially ones you ignore half the time. 

You want to break the habit of ignoring your calendar, and you do that by removing the items on your calendar that you can legitimately 
ignore. 

2. Keep only one calendar and then always keep it current. 

A lot of us may have more than one calendar; we may have a planner that only we see, plus a family calendar up on the wall, one of the 
monthly view ones. Maybe you have a calendar in a planner plus Google calendar. If that is working for you then stick with it, but if it’s 
confusing to maintain or events get missed or you have to think hard before you’re sure your calendar is right, then consolidate. 

You can still have a separate family wall calendar or other specialty calendars, but these should be updated from one master calendar. 

Choose one calendar to keep always current, always accurate. 

We’ll talk more about how to do that as the course progresses. 

3. Always enter commitments that you make to people right away. 

Don’t say that you’ll be there and then think you’ll add it to your calendar later. If you don’t have your calendar with you, at least write it 
down somewhere so you can get it into your calendar as soon as possible. Don’t rely on remembering. That’s why it’s important to always 
take your calendar with you. 

Your calendar has to be with you so that you can make those appointments on the fly when you’re out and have them be in your calendar 
right away. So say you’re at the dentist or the doctor and they give you the little card that gives the time of your next appointment: don’t 
keep that! Put it on your calendar immediately instead. Just pull out your calendar and add appointments and commitments right away. 

4. Keep your calendar synced with your husband all the time. 

This one can be tricky. But if you reserve a time on the weekend or during date night or somehow find a way to stay in communication 
with your husband. He should know what your commitments are and you should know what his commitments are. 

My husband and I do this by both using Google calendar and sharing each other’s calendar. We can turn each other’s calendars on or o" 
if we want a less cluttered view, but that’s how we keep our calendars in sync and know what’s going on in each other’s day. 

5. Look at your calendar. 

You simply must look at your calendar least at the beginning of your day and at the end of your day. When you look, look at the current 
day, look at tomorrow, and look at the whole week view. 

You must look at your calendar in order for it to be useful. 

That’s why we’ll return to the calendar several more times during this course. 

Work the plan.

Roll with the punches.

Choose the right next thing.



Calendar Guide 

1. Choose your ONE calendar to rule them all. 

Whether the calendar is a large one on the wall, a booklet in your purse, a printout on a 
clipboard, Cozi, Google Calendar, or iCal - none of that matters. What matters is that you 
pick ONE and make it your master calendar. One calendar to rule them all - just one. You'll 
probably want it to be somewhat portable so you can take it to the dentist or the doctor and 
schedule with certainty right at the desk.

2. Declutter your calendar. 

Your calendar needs to be trustworthy. Don’t put your hopes or wishes on your calendar. A 
better calendar is used for appointments only so you can see the hard lines of your day. You 
want to break the habit of ignoring your calendar, and you do that by removing the items on 
your calendar that you can legitimately ignore.

3. Look at your calendar. 

Yes, the most common reason our calendars fail us is that we fail to look at them.Having an 
accurate calendar will do us no good unless we actually take the time to look them over. Build 
time into your day, at least in the morning and the evening, to look over your calendar for the 
day, the week, and the month coming up. Consider setting automated reminders on events if 
you’re using a digital calendar.

4. Sync your calendar. 

Staying on the same page with your husband is easier when you are in tune with each other’s 
calendar. My husband doesn’t want to see everything on my calendar, and I don’t need to see 
his work calendar, but for appointments and obligations outside his work day, it’s helpful to 
know what’s on the family schedule. Another way we keep our calendars synced within the 
family is to make regular times to go over what's upcoming with the kids. They respond better 
and ask fewer questions when they know what's going on and what will be expected of them. 

5. Keep your calendar. 

In order to keep your calendar up to date, keep it with you and add appointments and 
commitments to it immediately as you make them. Then you will never wonder whether or not 
you’re forgetting an appointment. Always enter commitments that you make to people right 
away. Don’t say that you’ll be there and then think "I’ll add it to my calendar later." 
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What are vocations? 
As moms and homemakers, whether or not we have one child or ten, whether 
we homeschool or work outside the house or are on a mission field, whether 
we’re homebodies or social butterflies, we have a lot of plates to spin.  

People seem to want to eat - three times a day! People need clothes - that are 
clean, that fit, and that are seasonally appropriate! People need to learn and 
grow - including ourselves.  

Our job as a wife and mother can really be boiled down to serving needs. The 
needs we’re given to meet might be different, but we share that primary role.  

However, the needs are so great and so varied, and the opportunities to see and 
meet more needs are never-ending. How do we know which needs we are 
supposed to prioritize? Which is most important for us?  

After all, we can’t meet all the needs we see. Somehow, we have to zero in on 
the needs we’re called to serve and trust God will bring forth others to meet the 
ones we cannot.  

The way I do that is to know, name, and live my vocations. 

Vocation literally means calling. It is much more than a job, although it 
includes your jobs. They are statements of the primary roles you play in life. 

We each have ways of functioning that fit us, as persons. Our vocations are 
made up of the big responsibilities we’re given. At the core, vocations are the 
callings we are given and have very little choice about them. We have choices as 
to how we live them out, but often our vocations are involuntary.  

We are persons, created by God to worship and glorify Him. That’s one 
vocation. What we name that aspect of ourselves might be different, what we do 
because of that truth about ourselves will be different, but the essence is there. 



Most of us are married and are mothers. Once we have that role, it is a 
vocation, a duty, we are called to fulfill. Again, how we do that will differ, but 
that is a primary office we are committed to. 

We have been given giftings and skills of various types and degrees. During 
different seasons of our lives, how we use those gifts changes. Often, though, we 
will have some sort of role where we use the gifting God has given us to serve 
our family, serve the community, or serve the church body.  

Our vocations do shift and change over time. They are not static and 
permanent. As you work out what your vocations are, don’t feel like you must 
nail them down once and for all. Think only about what they are right now only. 
Ignore what they have been in the past or what they might be in the future.  

Right now, what roles do you have in your family and community and what 
responsibilities has God given you to fulfill in your home and in the world? 

Those are your vocations. 

If we can ground ourselves in what we're called to do right where we are, we'll 
experience more peace about choices we have to make about what to do and not 
do and the less guilt we'll feel for not being able to do everything or be 
everywhere for everyone. 

Let’s figure them out and name them, so we can work with those categories in 
our decision making. 



How to find your vocations. 

We start with a brain dump. Spill it all out onto paper. Let your ideas and your 
fragmented musings find an outlet and they will start pouring forth. We’ll 
impose structure later. Begin by brainstorming in writing on paper. 

Action Step: Brain Dump 
Use your brain dump notebook or scrap paper or the back of an envelope and 
start writing down whatever comes to mind as you think about these questions: 

• What relationship roles do you fulfill? 

• What responsibilities do you have? 

• What commitments have you made? 

• What are your gifts and skills? How & where do you use them? 

• What, if anything, do you do for fun? What would you like to do for 
fun? 

• What, if anything, do you do for pay? If you could do anything as a 
paid position, what would it be? 

• Do you feel like you are functioning at capacity, beyond your capacity, 
or under your capacity? 

• What groups of people beyond your immediate do you have ties to? 
Church, community, friends, extended family. Include emotional 
involvement (such being a listening ear) even if it’s not necessarily a 
responsibility or commitment. 



• What do you feel pressure to do or be? Where does the pressure come 
from? 

Take your time and sit with these questions for a day or two or longer, adding 
to your notes, before moving on to the next step. 



Name your vocations. 

Next, we pull together the threads and name our vocations. This is a subjective 
process that comes easily for some but feels unnatural and difficult to others. 
Take your time, talk about it with your husband or some friends, and keep 
revising until you find a set that feels like a good fit. 

Part of the naming process is narrowing down what our underlying 
responsibilities are. There are surface-level commitments, but what reason did 
we make them in the first place?  

Our goal is to combine and contract until we have 3-6 “boxes” that hold 
everything and anything we must do.  

Action Step: Categorize 
Take your brain dump and either circle related roles and responsibilities in the 
same color or start a clean list and put related functions and duties together in 
columns. Cross out the jobs that are non-essential, even if you will continue to 
do them. If you had to pare back to 3-5 basic relationships - Christian, wife, 
mother, daughter, caregiver, church member, writer, etc. - what would they be? 
Remove any “paying the bills” sort of obligation as you sort out what are your 
vocations. If you are working a job only because you need to supplement your 
family’s income, then perhaps that job fits into your family/home bucket 
instead of a separate vocation. 

How many of these can you combine? Think about the fundamental reason you 
do them and group the ones that have the same reasoning behind them.  

You might come up with several options, you might have some leftovers, you 
might feel frustrated as you try to merge things into a manageable number. 



Spend a little time trying to work it out, then move onto the next step even if 
you don’t think you have it figured out yet. 

Action Step: Choose Names 
As you try finding names for your vocations, you will likely find some clarity 
about what goes together if you still aren’t sure.  

Your names might be roles (“er” names like homemaker, writer, teacher, 
organizer), gifts (administration, hospitality, teaching, service), identities 
(Christian, wife, mother), or places (home, church, community). How you name 
the categories will depend on how you arrange the responsibilities. There is no 
hard and fast right answer. The point is to name these things in a way that 
makes sense to you so you can filter the opportunities you have and make 
better choices because you’ve thought things through.  

Here are some examples of named categories and how responsibilities fit into 
them: 



Christian 
• walk with God 
• reading, personal 

development 
• exercise 

Homemaker 
• wife 
• mother 
• home 

atmosphere 
Educator 

• homeschooling 
• teaching classes 

Church Member 
• hospitality 
• women’s 

ministry 
Writer 

• blog 
• podcast 

Self 
• walk with God 
• painting 
• exercise 

Home 
• wife 
• mother 
• housekeeping 

School 
• teaching 
• administration 

Church 
• committee 
• Sunday School 

teacher 
Community 

• Pregnancy 
Center volunteer 

• playgroup 

Christian 
• walk with God 
• church work 
• exercise 

Wife 
• clean & cook 
• part time work 
• love & respect 

Mother 
• nurture, read 

aloud 
• homeschooling 
• home 

atmosphere 
Friend 

• take meals  
• listening ear 
• hospitality 



Play around with the categories until you find an arrangement that makes sense 
to you with what you have going on. 

Feel free to combine things in unconventional ways. These are for your own 
sense of clarity and they don’t have to make sense to anyone else. Think about 
how you want your life balanced. Are your categories areas of your life you want 
to keep proportionate and in balance? Or perhaps your categories will be 
ordered by priority. What areas must be addressed first before moving on to the 
next role?  

Name your vocations in such a way that they help you filter when to say yes and 
when to say no. 



Lesson: Reference Materials 

There is always so much stu! to keep track of, isn’t there? And so much of what we must keep track of is information. We generate more 
and more of it ourselves every time we sit down to think things through, plus information we should keep enters our house or hands daily. 

So, we have to give that information a home, a single home, so that we can find it when we need and AND so that it’s not clutter when 
we don’t need it. 

You have to store reference material to be an e!ective steward of a household. So let’s get that system in place. 

First: let’s talk about inboxes. 

When setting something up, it’s easy to think that if the organization is just right, it will all stick. We’ll suddenly be new people with a new 
system, and always put things in exactly the right place every time. Then we don’t, and our system doesn’t work because we don’t use it. 
We don’t use it because we think we don’t have time or mental space to do it “right.” 

An inbox prevents the perfect from being the enemy of the good and it makes a reference system manageable. 

Some place in your house you should have an inbox where any paper needing to be kept can simply be stashed – not filed methodically, 
but simply stashed. If you know where to look for it and find it, you’re organized. 

Likewise, your reference storage should have an inbox. Don’t even think you’re going to get things put in the right place, right away, the 
first time, every time. It’s not going to happen, and you don’t want to trap yourself into thinking you’ve ruined the system. 

An inbox folder (actual or metaphorical or digital) lets you just get things put away already with zero pressure to process and with an 
easy success possible. 

If you’re using Evernote, just generate your new note in the inbox and get to noting, not thinking about where the note should be before it 
even exists. Saving to Evernote? Just send it to the inbox as a default setting. Yes, it will often be full and you will not get it to inbox 0 as 
often as you like, but you will know that you have the information and you can find it with a quick search. 

Same goes if you’re keeping things on paper. Have a quick and easy place to stick your random notes. If you’re bullet journalling, consider 
sticking a few extra post-its on the inside cover as a quick catch-all place. 

Put the priority on having the information and knowing where it is rather than on having it neat and tidy and pretty. 

Second, when you do sort, sort by vocation. 

So, you have named your vocations. Now they come into play. In your reference system, assuming that someday you do file things away 
into appropriate containers out of the inbox, your vocations function as your top level organization. You don’t need a million separate 
stacks in Evernote or a million folders for every separate project. Over-organization is the death of many systems. Knowing our vocations 
helps us make a workable system, a personal system, a simple system. 

In Evernote, I have a stack for each vocation. There are a few extra stacks – one for shared public notebooks, one for archived records. 
Because my responsibilities are divvied up amongst my 5 vocations, I know where to find (and where to put) what I need (or what I have 
to file). 

Recipe to keep? Well, it depends on its purpose. If it’s for a meal or holiday, it goes in the Meals or Holiday notebook within the 
Homemaker stack. If it’s a Christmas cookie recipe for the holiday fundraiser I help with at church, it goes in the Confection Selection 
notebook in the Church Lady stack. Instead of having random, jumbled recipes all together and instead of having a complicated 
categorization system, all I need to do is ask – “What am I saving this for?” and it is quick and easy to know where it should go based on 
that answer. If I don’t have an answer to that question, then it probably belongs in the mess that is Pinterest and not in my useful 



reference storage system. This system is for reference, not for a ton of wishful thinking. Keep your wishful thinking and craft or home decor 
fantasies in Pinterest. Keep actual, useful, needed information you will be glad to have in your reference system. 

Bottom Line: Have a home for information you need, don’t overcomplicate it. You’re giving information a home so it’s not simply clutter on 
your counter or your virtual desktop. If it has a home and you can find it in a minute or two, you are organized, even if the visual e!ect is 
not Instagrammable. 

Work the plan.

Roll with the punches.

Choose the right next thing.
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Lesson: Interval Planning 

One way to avoid setting ourselves up for feeling like a failure is to break up our goal-setting periods into shorter intervals. 

When we set a goal and give ourselves a year to complete it, we are tempted to postpone starting because twelve months seems like a 
long time, then midyear comes and we’ve forgotten we even had a goal, and then we find our resolution list right around November when 
the holiday busyness sets in and leaves us no time to work on them. 

If we instead break up the year and focus on shorter blocks of time, something like one month or six weeks, then we are always in that “the 
deadline is almost here” press – procrastination is no longer a viable option. 

Moreover, we are forced to set baby-step goals: Goals that can be achieved within our shorter interval. This helps prevent us from setting 
grandiose goals that we can’t reach with the real life set before us each day. When we think about what we can accomplish in the next six 
to eight weeks instead of the next year, we take into account how life is RIGHT NOW rather than imagine what life might be like a year 
from now. 

In January it is easy to let the overachiever in us all be the one in charge of vision setting. Anything is possible in a fresh new year, right? 
Well, how about within the next 6 weeks – starting Monday? This view forces us to examine where we are now and what we can 
reasonably expect of ourselves right now to get us moving in the right direction. 

So rather than setting lots of big goals for the entire year, look at the year-view calendar and break it up into shorter chunks of time. 

I call this interval planning. 

Intervals have two components: a period of focused, intense activity and a pause or space between the bursts to recuperate and regroup. 

Just as in interval training for running, as we repeat the cycle, our endurance and e!ectiveness will increase, slowly but steadily. The cycle 
of both pushing yourself and allowing recovery time builds muscle and increases endurance and fitness. And fitness is what we want in our 
daily life at home, right? We get fit only through training. 

Look at your year and decide what time-chunks make sense to you. Draw lines down the side of the calendar weeks you will consider a 
single interval. 

I break up my year into 6-7 week chunks as best I can. This has been a great chunk of time to work on a single habit or accomplish a 
specific project. There is no magic number of weeks for an interval, but somewhere between 6-12 should work. 

For each interval, choose 1-3 projects you want to move forward, identify what actions you can take to move them forward in the next 6 
weeks, list those out, and carve out the time to do them in a weekly time budget. 

Choose a handful of those tasks you have been procrastinating and make them a part of your interval plan. 

An interval is also a good amount of time to focus on one habit. When we seek to improve, we often identify about 20 habits we want to 
grow, but if we focus on only one per interval, we’ll find that we actually grow in many more while working on one. When we prioritize 
building one habit at a time, our self-control and ability to focus grow, making it easier to make good decisions all around. 

Using the principles of interval training in our planning and working helps keep us from that scattered, scrambling feeling. We need to 
keep our focus narrow and intense rather than broad and di!used if we want to be e!ective and not simply busy. To do this, we must limit 
our projects and our intentions. Often we talk about managing as juggling. 

If only we were more like jugglers! It looks like a juggler is managing 3 or 4 balls at once, but the truth is that he’s only ever holding one 
ball at a time. We need to incorporate actual juggling techniques into our day, week, and intervals. When we multitask, we’re trying to 



hold three balls in each hand simultaneously, and that’s when we end up dropping things on accident rather than intentionally tossing 
them upward to be caught later. 

As you make your plan, look at your calendar and the season and be realistic. It’s really easy to leave out projects you’re committed to 
because you aren’t counting them as projects. Don’t “assume” projects – they all have to be on the plan. Even kids’ birthdays have to be 
accounted for (or anything that requires gift buying), at least on the tasks list if not the project list. 

If it must happen this interval, then it must be on your list. 

Between each interval, leave some margin time. The interval itself is for the execution of the plan, but the plan must first be made. That’s 
why between intervals you need a PREP week to Prepare, Ready, Evaluate, and Plan. 

Prepare for the next interval by wrapping up loose ends from the previous interval, do a little extra cleaning or decluttering after the 
focused activity of an interval, perhaps do a larger grocery shop or some freezer cooking. Do something that will remove a small part of 
the burden during the next interval. 

Ready – this is a verb as well as an adjective. Ready all systems for another interval. Maybe after an interval of focus a particular area 
tends to be disordered through heavy use. The PREP week is for putting things back together again before another sprint. Get yourself (or 
your house or your planner) put together again for another round. 

Evaluate the previous interval. Before looking forward, look back. How did the last interval go? Do you have tasks you need to keep on the 
next plan? Can you make adjustments for the next interval based on your experience gained? This is the time to tweak and adjust and 
iterate. 

Finally, plan the next interval. Choose your focus areas, make sure your task lists and calendar and all systems are up and running, and 
get yourself set for another sprint of focused action. 

With your interval plan in place, you’ll be able to know what you’re supposed to be doing and make focused progress on your goals. 

Work the plan.

Roll with the punches.

Choose the right next thing.



Interval Planning Guide 

1. Choose your intervals. 

Looking at a year-at-a-glance calendar, mark birthdays, vacations, and other 
important events. Plot out chunks of time between 6-12 weeks long, where the 
last week in the chunk is your PREP week. They do not need to all be equal in 
length, but they should fit the rhythm of your year. 

2. Create a plan outline. 

Set up a page in your planner or Evernote note or spread in your bullet journal 
with notes for this year’s intervals. Include any birthdays, holidays, or other 
events happening within that interval, as well as any projects you would like to 
focus on then. This is big picture, thinking ahead notes; you’re not committing, 
just keeping what you need for when you do plan and commit.

3. Set up your PREP list. 

What preparation should be done between your intervals? Meal planning? Toy 
reorganization? Decluttering your desk? Choose 1-3 tasks to prepare your home, 
systems, or self for another interval. Choose 1-3 tasks to restore your home and 
self from the previous interval. Evaluate your last interval and where you stand 
now. Then plan for the next interval. 

4. Run your interval. 

Each interval, focus on 1-3 projects or realistic results, 3-5 one-off tasks to 
accomplish, and 1 habit to practice. Review this plan during every weekly review 
and, if possible, every morning. 
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Lesson: Task Management System 

Too often our task lists are just one more guilt trip sitting on our counters, but used properly, they can be our external brain, freeing us up 
to be more present in the moment. 

Your task list is a vital piece of your system. It is the hub of activity. So many of the other pieces feed into it and then your choices 
throughout the day flow out of it. 

In order to make it that central, useful piece – the thing that makes it easier to get the needful accomplished – we must remember two 
principles: 

1. Vagueness hinders action, while clarity smooths the way. 

2. In order to be helpful, your list needs to be actionable at-a-glance. 

We’ll develop both of those thoughts more, but first I’d like to explain a metaphor for your task management system – or, simply, your to 
do list. 

Your task management system is a garden. 

It can be a beautiful thing. It can be a useful thing. It can be both, but it might only be one. Whichever kind of garden it is, one thing 
remains the same: It will grow weeds if you don’t go deal with it regularly. The more you are in it daily, the less weekend work it is. The 
fewer Saturdays you pull the weeds, the more obstructed is the path. The path is your system and the plants are what must be done. The 
system helps you navigate and see what is available and what is needed next. The projects flourish when they receive the attention and 
when they – instead of the weeds which are distractions – get the soil’s nutrients. 

So let’s walk through what is required to set things up and discuss more tips as we do so. 

Whether you choose a digital app or a paper planner, these principles remain the same. 

First, keep your task list a list of tasks only. Notes, ideas, and anything else that is not an action goes into your brain dump notebook or 
reference materials, not on your task list. 

Keep your tasks specific and actionable so you can look at it and go without further thinking and sorting. 

To do that, you need to write your tasks down in a very particular way. 

Here’s how to write your tasks into your lists: 

V DO PP 

• Make the verb first 

• Always specify the direct object, and the indirect object if needed 

• Include a prepositional phrase for added detail to avoid ambiguity. 

Such clarity and specificity ensures you will not have to rethink your task every time you look at the list. 

Next, use your vocations to sort your tasks. 

Your task management system is actually more of another reference home than a working daily list. When we make our weekly and our 
daily plans, we’ll use the tasks housed in the management home to populate our action slots, but we won’t be opening this list up multiple 
times throughout the day to figure out what to do. 



So we’ll sort the tasks not by time of day or type of activity like many management systems encourage us to do. Instead, we’ll sort by 
vocations. You might choose to color code by vocation or create a tag system or a hierarchical list – it depends on the format you choose 
and your visual preferences. Make it appealing for you, make it clear for you, but don’t overcomplicate it. 

PS & FYI – writing tasks down in our specific grammatical structure is clarity, not over-complication. 

Now, your task list does not include every single little thing you do in a day. You’re not going to have “brush teeth” in your task list. 

So how do you know what goes into your task list? 

Here are the kinds of tasks we do, where they go, and why. What you want to ensure as you give each kind of task a home is that you 
give each kind only one home. 

Before you start setting up your actual task management system, start with a brain dump of your current tasks to do this interval. Then 
you’ll have material to work with on hand as you set up your system. Brain dump now in creative mode, then sort them in administrator 
mode as you set up your system. 

There are three primary kinds of tasks that do belong in your task management system: 

• Tasks that repeat 

• Tasks that must be done this interval 

• Tasks in a holding pattern, waiting for a decision or prerequisite 

What does not belong in your task management system is the same thing that doesn’t belong in any part of your working planner system: 
wishful thinking. Keep ideas, potential, and hopes and dreams in your brain dump notebook. Only add them to your task management 
system if you’ve decided to definitely take action on them at the right time. 

With this piece in place you’ll be ready to make a to do list, weekly and daily, that will make life easier rather than one that will mock you 
and guilt you because it is long, vague, and unsorted. 

But there’s still another sort of task that does not belong in your task management system: habits and routines. If an action is repeated 
daily or weekly, it’s a routine, not a distinct task. We’ll be adding those to the weekly dashboard, but they are only clutter to the task 
management system. 

The task manager is for keeping track of the one-o! tasks or the repeating tasks that occur less often than weekly. It prevents us from 
forgetting what must be done. 

Remember, the only way to work your plan is to look at it and use it for making decisions about what to do right now. But doing so will 
come in the next two modules. For now, you’re simply setting up and populating your chosen system.h 

Your task management system is like a garden: it takes attention, weeding, and pruning to remain fruitful. 

When it’s fruitful, you’ll be able to 

Work the plan.

Roll with the punches.

Choose the right next thing.



Task Management Rules 

1. Phrase each task with this grammar: V  DO  PP 

The first word should be the action you need to take, everything else adds 

clarity to that action. Examples: Write Jane a check for piano lessons. Mop the 

floor with steamer. Schedule meeting with board members by email. Send 

email invitation to Smiths for play day. 

2. Sort by vocation. 

However you sort in the task manager you choose - color, hierarchy, separate 

tabs or papers - separate sections by vocation.

3. Keep wishful thinking somewhere else. 

Everything in your task management system should be actions you are 

committed to taking when the time is right. Keep guilty oughts and vague 

obligations out. Put them in your brain dump notebook and tell them to stay 

there.

4. Use your task management system to populate your weekly & daily lists. 

Don’t work from this list or app. Reference it to fill in your daily and weekly and 

interval plans. Don’t constantly check it; check it and use it at strategic times. 

But do use it then and make sure at those times that it is up to date.
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Lesson: Goals and Projects 

Too often we toss around words to talk about what we’re doing that don’t mean what we mean. Sometimes, we don’t even know what we 
mean. When we have vagueness about what we’re doing, chances are we won’t actually do it. Vagueness is the biggest roadblock to 
progress. 

Let’s start by clearing up some definitions of plan-words by going straight to the dictionary: 

• Goal – the object of a person’s ambition or e"ort; the desired result 

• Project – a enterprise that is carefully planned and designed to achieve a particular aim 

• Routine – a sequence of actions regularly followed 

• Task – a piece of work to be done 

So goals are the big picture end result we’re after when our project is complete or when we’re consistent with our routines. Tasks are the 
specific actions being taken within a project or routine. A project is a set of tasks that work together to create an end product or result (a 
goal); a project can be completed and checked o". A routine, on the other hand, are the tasks we bundle together and do over and over 
again on repeat. 

As you build out your plan, be aware of what it is you are working on. A goal isn’t a project. A goal can be accomplished in more than 
one way – it’s the end we’re working toward while the project is the particular how we’ve chosen to reach an end. A routine is made of the 
habits we want to build, practiced over and over and never complete. 

Setting goals 

When we think big picture about why we’re doing what we’re doing, we’re thinking in terms of goals. As we choose some goals to focus on 
(which means letting go of other goals for now), we should use our vocations to guide our selection so that we stay balanced and we 
remain focused on our true responsibilities instead of wishful thinking. 

Goals come in three types. One isn’t better than another, but when we know the kinds of goals we’re making, we’re better able to write 
clear goals and know how to work toward them. 

1. Growth goals are about progress, development, and maturity rather than a specific result that can be checked o". The 
advantage of a growth goal is that it allows for life’s curveballs because it is only a general course, not a specific outcome. A 
growth goal allows you to move toward your goal slowly without feeling pressure to achieve a result by a deadline. The 
drawback of a growth goal is that it can be so vague that it is easy to procrastinate and not move forward in meaningful ways.  

2. Concrete goals are typical goal-setting objectives. They are specific, concrete, check-o"-able, actionable, result-oriented targets. 
The advantage of a concrete goal is that you know whether or not you have reached it. The drawback is that life is often 
unpredictable enough that our aspirations have to adjust and bend in response to real family life at home. Concrete goals can 
make us feel like failures when we don’t reach them by the arbitrary dates we set. We need to carefully select concrete goals 
that are realistic for our lives right now, and hold them with open hands.  

3. Habit goals are the hidden powerhouse of productivity. They are behaviors that we set out to practice over and over again until 
they become autopilot actions that we do without even thinking about it. The advantage of habit goals is that we can baby-
step our way to lasting change by working on habits. The disadvantage is that the progress is often so slow that we don’t 
recognize it. 

Projects 

A project is your planned set of actions that helps to to achieve a goal. Thus, projects should always be tied to a goal statement. 



No matter which kind of a goal you set, I recommend this formulation for writing them out as you formulate the steps to achieve (or at 
least work toward it): “I will x so that y.” 

The x is the project, the y is the goal. 

You need to know why you’re doing what you’re doing so you can make appropriate decisions on the fly in real life. You have to be flexible 
and adapt. If you lose sight of why you’re working on a particular project, you’ll toss it out the window at the first emergency. If you know 
the goal of your project, you’ll know whether or not the urgent situation in-your-face is more or less important and be able to make better 
decisions in the day-to-day and the week-by-week. 

Also, when you write out your goal for your project, you’re forced to clarify your choice. Are you making it because of a vague feeling that 
you should? Are you setting this goal because a friend is working on that goal? Your why needs to resonate with you. Don’t make goals 
that you don’t really, truly want to commit to yourself in your own life. 

When you write out your current projects on your interval plan, write them out in this formula: “I will x so that y.” 

Routines 

Sometimes a goal requires a routine rather than a project. It is not the sort of goal or outcome that will ever be complete. Instead, it’s 
about becoming a certain kind or person or being consistent with a certain set of responsibilities. 

Housework usually falls into the routine category. But it should still be associated with a goal, otherwise we either dismiss it and neglect it 
or we don’t know where to stop or when to feel accomplished. Routines only bring accomplishment in so far as they help us reach goals, so 
we’ll have greater clarity and make better judgment calls when we identify and specify our goals. 

As you build routines into your weekly plan, be mindful of the goal behind them. Write out the goal of keeping your laundry routine or the 
kitchen routine or the menu planning routine or the homeschool routine. Keep that “note to self” somewhere you will see it until the routine 
is solidified and you are seeing progress toward that growth goal. 

Tasks 

Tasks are the individual actions we take. What happens all too often is we think something we’re doing is a task – a single thing – when 
it’s actually a bundle of tasks to accomplish a single thing (a project). 

Getting photos developed is a project, small and silly though it may sound. It’s not one action. You have to choose the photos. You have to 
upload the photos to the printer. Then you have to go pick them up (maybe). 

Be careful in assigning yourself tasks that you are not actually assigning yourself a project and assuming many extra little tasks that must 
go along with the task you committed to. As far as possible, be aware of the extent of the responsibility. Ask “Is this a task or is this a 
project”? If it’s a project, list out all the tasks that must happen before the project is complete. 



Goals & Projects Cheat Sh"t 

Working with proper definitions and expressions of expectations increases clarity, which in turn 
makes progress possible. Vagueness always hinders momentum, but clarity makes it simpler to 
start.

Goal: the desired result or outcome 

Growth goal: Identify a direction to grow, develop, and mature; more idealistic 
and vague; never fully achievable. 
Concrete goal: Identify a specific, measurable outcome to be reached. 
Habit goal: Identify an action or characteristic to become automatic. 

Project: a planned enterprise to accomplish a goal 

Always identify the goal of the project and work it into the statement of the 
project itself by saying: I will x (project) so that y (goal). A project is a set of tasks 
working together to accomplish an end. Begin a project by identifying the goal 
and then brain dumping the particular tasks involved. 

Routine: a sequence of tasks regularly followed 

Whereas projects can be accomplished and checked off, routines are sets of 
tasks that we must put on repeat. Don’t try to work toward a state of “done” and 
“finished” for routines, because that day never comes. Success in routines is not 
in finishing, but in faithfulness. 

Task: an action to be taken 

Remember to always write tasks with the verb first, include a direct object and a 
prepositional phrase for clarity. Be careful when committing to a task that it is 
actually a single action and not a project. If it is multiple actions, write down all 
the actions under a project heading (with the goal included, of course).
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Lesson: Time Budget 

Just like Dave Ramsey has you use cash envelopes for your spending budgets, we can reserve envelopes of time for our various 

responsibilities across the week. 

Rather than scheduling 20 minutes for folding laundry, 10 minutes for sweeping, and so forth for every task we have on our list, we can 

look at our days and weeks as a whole and reserve chunks of time for types of tasks. Then when that chunk of time begins, we can assess 

the current state of things and decide what comes first and what’s next. 

And when we have this big picture view of our week we also have a clearer vision of how we’re spending our time and if that matches up 

with our priorities. 

However, a time budget is not a schedule. 

We’re not assigning tasks to times, we’re “chunking” our time and giving it a name – perhaps even simple a vocation name – and doing 

what needs to be done within that theme during that time. 

For example, I do not schedule each student’s schoolwork into the day. Instead, I have a list of what needs to be done and I have several 

hours blocked o! on my weekly time budget for “school.” During school hours, we do school, working from our list. 

Always remember to build margin around your activities as much as possible and allow time for children to be children and for people to 

be late and for snacks to be required or toys to be picked up. 

If we expect little setbacks and we have time enough to just roll with them, we won’t feel so worn out and stretched thin. 

A week is never going to play out the way we budget our time, but it’s still a valuable exercise because as we mark out the time 

commitments we have, we start to see where we have margin, where we need to create margin, and perhaps why things like grocery 

shopping or phone calls are so stressful – there’s no place for them in the flow of our week! 

As we start filling in the overview of our weeks with our commitments and responsibilities, we also need to keep an eye on whether or not 

we have healthy amounts of rest built into our weeks. We can’t function in go-go-go mode all day, every day. 

I highly recommend blocking o! Sundays entirely for God and family and personal rest time. Sure, there will be some food prep and meal 

times in there, too, but it’s a day for enjoying life itself in the present moment rather than for trying to get ahead or juggle responsibilities. 

We can food prep with delight at least one day a week, right? 

Thinking about our time in terms of a week rather than a day helps our perspective, also 

If we think less about planning out the days to cover all our bases and more about how we spend time over the course of a week, we get 

a better sense of whether or not our priorities are in balance. Do the hectic, errand-running days have balancing at-home days? Is there 

time for you and your husband to spend time together? Do you have times set aside to pray and read your Bible? 

Try color-coding your time budget after you’ve filled it out. Use a di!erent color for each vocation. Does the visual help explain why you 

feel the way you do in the day? Does the visual show a proper proportion over the course of a week? 

Looking at the picture of your week instead of an individual day also helps with perspective. A day can be easily derailed, but over the 

course of a week things can even out. 

Having a time budget helps us be confident in what we are doing, because we know it’s the right next thing. 



Time Budget Prompts 

Have you accounted for these in your time budget? 
meal prep and kitchen clean up for all 3 meals

afternoon tidy (EHAP)

housework

Bible reading, prayer, personal enrichment time (scholé)

grocery shopping

family time, including time with your husband

school/homework time

rest from agenda-pushing & getting ahead (take Sundays off to do lists)

planning time 

social time

reading time (personal, read aloud, family, kids, audio)

every outside commitment

margin around outside activities (on both ends of the activity)

chore time with kids

laundry (enough time for each step of the process)
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Lesson: Weekly Dashboard 

Your weekly dashboard is your plan of action. You don’t know how each day will play out, but you do need a big picture idea of what 
needs to get done. So you make a weekly plan to move your current projects forward – not a moment-by-moment, play-by-play plan, but 
a weekly overview. Then when your available time pops up amid all the hustle and bustle of life at home, you know what you need to do. 

When you know what needs to be done – and not all that might possibly be done – it helps you spot the pockets in your day that become 
available but that we usually fritter away aimlessly. 

Your weekly plan – more than your daily one – banishes aimlessness and brings clarity and momentum. 

During my weekly review I’ve decided what must be doneand it’s on my weekly dashboard. It’s my week-at-a-glance that I can work from, 
adjusting to and rolling with the days as they unfold. 

Sure, “wash sheets” may be listed under Thursday on my list, but if I don’t have a full load of laundry on Wednesday to run, I’ll do it then 
instead. Or, if it didn’t happen Thursday, I can still do it Friday and that little checkbox is still there and still gets marked o!. In fact, then 
on Friday I can assess: Is Thursday’s box more important than today’s box? Which should I do first? I can make a choice and work from 
my priorities IN THE DAY I actually have, not trying to pretend I live in the ideal world of perfectly smooth days. 

The whole point of working the plan is that we can know what we have on our plate so we can be focused and also adjust on the fly. 
Knowing what our responsibilities and duties are, and listing what we’ve chosen to prioritize in those cool, reflective planning moments, will 
help us be engaged in the present moment and make better decisions on the fly as life actually unrolls and we roll with the punches and 
adapt on the go. 

The point is not even to get all the boxes checked o!, although that is of course a wonderful feeling. However, I almost never do, myself. 
Instead, the point is to know how to make appropriate and wise choices in the moment as we do the next thing. We can’t do the next thing 
if we don’t know what the next thing is. We can’t know if that urgent incoming task is more important than our other projects unless we 
know what those other projects are and what’s next to move them forward. 

When we have a clear view of what we’re expecting of ourselves, we can make better decisions in the midst of day to day real life. 

Your weekly dashboard also holds those repetitious items that would clutter up a task management system. It holds the habit you’re 
building this interval, the routines that make up your maintenance mode, and also the tasks from your task management system that 
you’ve chosen to accomplish this week. 

Yes, you can do create a digital dashboard in Evernote, but in my experience it does dilute the potency of having it physically in front of 
your face on the counter, where you can glance at it and use it without tapping through various screens to open it up. 

So my recommendation is to keep your weekly dashboard on paper, even if you’re a digital person. If you’re committed to paperless 
planning, make it an Evernote note and move the note over to the shortcut bar each week so it’s quick to get to it. 

Print & populate your dashboard as part of your weekly review. When the week is over, you can file the completed overviews for records 
or scan them into your journal Evernote notebook. 

Remember to iterate your dashboard format. Don’t try to make it perfect the first time. Start with a format that is concise and clear and 
build from there. Tweak the plan based on what works for you, what resonates with you, what appeals to you. Don’t change it midweek, 
but do feel free to change things around during or after your weekly review. Take notes on your page about what you’d like to change 
next time around. Sometimes sitting on those changes rather than acting right away helps us hone them and make better changes when 
the right time comes. 



Lesson: Weekly Review 

If you’ve been around Simply Convivial for any length of time, you know I’m big on the weekly review. 

That’s because it really is life changing. It’s simple. It’s hard. It’s inconvenient. It seems tedious at first. But it’s actually where the planning 
magic happens. 

Your weekly review is where you get fresh and current, where you process all the incoming opportunities, responsibilities, and tasks that 
have been thrown at you during the week, so you can wrap up the loose ends from the previous week and be prepared for the upcoming 
week. 

After all, being organized is really about being prepared. 

Your weekly review is when that happens. 

In Getting Things Done, David Allen writes about his experience coaching executives, citing that their biggest challenge is usually finding 
quality thinking and catch-up time when there are so many urgent demands and “mission-critical interactions.” 

As moms, most of our day is made up of mission-critical interactions. But if we spend all of our waking hours on such things without 
carving out the time to pull back and get perspective, we will not function well even in those mission-critical interactions. 

It is precisely because those interactions are so vital and valuable that we must pull back for a weekly review. 

Again, David Allen says, “The most senior and savvy of them, however, know the value of sacrificing the seemingly urgent for the truly 
important, and they create islands of time for some version of this process.” 

It’s true that it does take carving out time. But it is so worth it. 

The weekly review is a time to reorient yourself to what you have on your plate and renegotiate your commitments. Take some time to look 
at your calendar, make fresh to-do lists, decide what your biggest responsibilities are this week and then make sure those stay in front of 
your face so they can get done. 

A weekly review is not part of a go-go-go work mode. It is a reserved thinking-time mode where you make sure you have some quiet and 
you regroup and reassess. I know that can be hard to find. If need be, it is worth getting up half an hour early or staying up half an hour 
later. It is worth sending the kids outside and using the time to pull things together instead of fold laundry or cruise Facebook. You will feel 
more on top of things after a weekly review than if you have folded laundry and you will feel more refreshed and rejuvenated than if you 
spend the time on your phone. 

As moms, we’re functioning as managers of our homes – if we want to be savvy and smart, we will take the time to keep up to date and 
on top of our game. We can’t do that moment by moment, so we must carve out thirty minutes or so at the end of the week to pull back 
and process. 

Here are the steps to make it happen: 

1. CAPTURE 

Mini Brain Dump & Gather all Scraps 

Did you write yourself notes this week? Gather them up. Empty out your head as you pull out those notes, too. Look at your calendar and 
what’s past and what’s coming and brain dump freely. Gathering everything up should take 5 minutes or less. Then, open up your calendar 
and prepare to brain dump. Using the calendar as a prompt, looking at the last week or month and also the coming week and month, 



write down everything that comes to mind that you want to remember. Give yourself about 5 minutes to freely brain dump while 
examining your calendar. 

2. CLEAR 

Empty Your Inboxes 

Now that the stu! is out of your head, the scraps are out of your purse, and your notes are in front of you, it’s time to process all the bits 
and put everything where it belongs. This is tidying up time for your systems. Make sure all appointments are on the calendar, all tasks are 
entered into your task manager, and what needs to be done next week is on your dashboard. 

3. CLARIFY 

Look at your vocation goals and your interval projects. 

What needs to happen next to move these forward? Add the next steps to your weekly dashboard, but also simply take the time to read 
over your vocations, goals, and interval plans. This helps keep them top of mind and “active” in your perspective so you can make better 
judgement calls on the fly during the week. 

It is also a good point at which to pause and pray. Thank God for the various things that have happened, that are happening, and that 
will be happening. As much as you can phrase as gratitude rather than request, the better for your mindset, your attitude, your soul. Then, 
as you present your requests to God, make sure to request the things He promises to give us: self-control, kindness, fruitfulness, 
thankfulness, and love. 

Then you can move forward from a place of peace and assurance. 

4. CONNECT 

Connect your plan for the next week with your clarified current position. Fill in your dashboard. 

Populate your dashboard with interval habits, your weekly routine tasks, and then select 1-3 tasks for the week per vocation or per current 
interval project that will focus you on forward momentum in those areas. 

The process might feel like a lot at first, but the more you practice it, the smoother it will become and the less time it will take you – not 
only because the process is familiar, but because going through the process regularly will prevent the work from piling up. 

Not only that, but the more you do it, the more you will get used to the clear mind that comes from having taken care of your business 
and cleaned up your plans and expectations. Seriously, you will become addicted if you stick with it every week for an entire interval of at 
least 6 weeks. I dare you. 

Work the plan.

Roll with the punches.

Choose the right next thing.



W!kly Review Checklist 

The weekly review is the linchpin required to keep your plan working 

for you and keeping your mind fresh and flexible.

1. Capture 

Gather random notes and do a mini brain dump with 
your calendar as a prompt.

2. Clear 

Make sure all urgent business in your inbox is dealt with.

3. Clarify 

Review your plans and your position and renew your 
vision for them and your commitment to them. Pause & 
pray.

4. Connect 

Prepare a weekly dashboard for the coming week.
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Lesson: Daily Card 

When we start making to-do lists, it’s easy for them to become brain dumps. We list all the things we should/could/would do and then do 

nothing because we’re overwhelmed with options. 

Our to-do list needs to be renegotiated every day and it needs to be a clear, concise list, not a list of all potential tasks. 

My trick for making it a condensed, focused list is to use an index card or post-it note. This small format becomes my priority cheat sheet 

for the day. 

This is not the list that includes every little single thing that you plan on doing for the day. It’s just a short cheat sheet of your top three 

important things for the day; the three things that if done would make this day a good day. 

Yes, I said 3. You might choose only 3, or you might choose 3 things to do in 2-3 vocation areas – but you keep your choices small, 

possible, and actionable. 

Writing your to do list for the day on a small card forces you to hone your focus and identify your big rocks for the day – those larger 

priorities that other tasks can fit around, but that are easily crowded out when we fill our days with the small, urgent little things. 

The daily card works in conjunction with your Weekly Dashboard. If you’re using the template, you’ll notice the upper right hand area is 

blank – that is so you can clip your daily note there. The dashboard holds routine tasks, habits, and those little checklists. The daily card, 

on the other hand, is a short cheat sheet with the day’s top three tasks. 

Even identifying your top three most important tasks for the day is a di!cult but healthy exercise. You can’t have 10 most important 

things for the day. There might be 10 things that you want to do today, but what are the top three? Identify what accomplishments will 

make this day a good day – and make sure to keep it real and doable. 

For a long time I set up my index card like this: I put the date up at the top. I drew a capital I to make columns and rows, and in the left 

side wrote three homeschooling things that had to happen today, the top three, can’t-miss-these, three homeschooling things to happen. 

Then in the right wrote the top three housekeeping things that had to be done today. Then in the bottom wrote two (I always wanted to 

put five) or three things that were my personal projects for the day. This was honestly a way to cheat on the “pick three things.” I’ll pick 

three things … for each vocation that I have. Because it is just that hard to hone in on only three things for a day, what are those big rocks. 

But if you can, it is much better to pick just three. What is really most important today? 

As I used this format I found that sometimes I would be just picking an extra task to fill in the three. I had two priorities and then I’d add 

another just to make it three. Don’t do that. Only pick priorities. 

At other times I have used the sections to indicate chunks in my day. I put the date up at the top, I draw the same sections, but then wrote 

what needed to happen in the morning on the left side, the right side was the afternoon, and the bottom for something I could fit in 

should I have some margin time. 

So this has been a great daily format because it’d flexible. I can use those sections to help keep my thinking straight. Yes, I often “cheat” 

because I’m still picking more than three things, but I’m still sorting through my big long task list intentionally and choosing my focus for 

the day. I’m keeping the priorities in my face, obvious and clear. 

And when I have a task called out that’s a margin task, it also helps me to notice those margin moments and not just fritter them away 

but say I didn’t know I would have 10 minutes between these two kid’s lessons, but I do, so I can call and schedule that dentist 

appointment right now. Whereas before I may not even notice that I had that time, or I might say I had ten minutes and be looking 

around wondering what I should do, now it’s already called out and decided. If you find yourself with a little margin time, this is what you 

should do. 

Your Daily Card does not include every single thing that you want to do today. Most of your routine stu", your habits you’re learning, that 

sort of thing is on your weekly dashboard. Your Daily Card is for your priorities. Your Daily Card should not have lots of words. 



Your Daily Card does not have wishful thinking. It is not a vision card, telling me what I would do if this day were ideal. We are trying to 

keep the reality of our current situation in view when we write our Daily Card, preferably the night before. We want to keep it as realistic 

as possible. 

Your Daily Card reminds you of three things that will make this day a success according to reasonable expectations. 

Writing this list out by hand is very powerful. You might use a digital planner, a digital task management system, but I’d still recommend 

keeping this daily card on physical paper and writing it out long hand – every day. 

There is something very powerful about writing out your top priorities, your top things to do by hand. Even if you don’t look at it through 

the day, that practice of writing it out by hand just gets it into your head in a di"erent way. There is something di"erent about the way 

our brain connects the dots when we write. Doing so will make it stick better and make it more likely to happen than if you’re just look at it 

on a screen and type it. By handwriting it, you’re connected to that task in a very di"erent kind of way. 

Now even though it does help to write it out by hand, if you don’t look at it you will not be as e"ective as you could be. You must also 

give that Daily Card a visible home and keep it there. It might on a clipboard, on a fridge, in your planner, taped to the back of your 

phone. Just give it a home where it will be convenient to glance at it throughout the day. 

Work the plan.

Roll with the punches.

Choose the right next thing.



Anatomy of a Daily Card 
 



Lesson: Evening Examen 

Often we assume the best time to plan is in the morning, first thing after breakfast with a cup of co!ee in hand. 

But I’d like you to try planning your day the night before and see what a di!erence it makes. 

By planning in the evening, you have a time and a place to wrap up loose ends left over from the day. Then you can sleep more soundly, 
letting your mind relax instead of rattle around with details and ideas you don’t want to forget. You are able to sleep on your plan, and 
wake up knowing you have a plan laid out and ready to roll instead of waking up and having to face a blank sheet to fill in with hopes 
and dreams. 

I have also found that doing this mini review at the end of the day rather than at the beginning of the day makes it more likely that I 
make a reasonable, realistic plan. In the morning, I tend to be ready for a fresh start, seeing all the possibilities and thinking that today 
will be di!erent. The kids aren’t up yet, I have co!ee, and anything seems possible. 

In the evening, however, I see what is left on my list, I see what mistakes I made in the day and how I should have prioritized di!erently. I 
am much more in tune with my reality and my limitations in the evening. 

So when I make my plan for the next day in the evening, my focus is di!erent. It’s clearer. I write a note to future me that cuts through the 
wishful thinking and identifies what will make the most di!erence the next day. 

Then I can roll out of bed, receive the memo, and move forward to fulfill it. 

The evening examen is like an abbreviated, quick weekly review. It’s not a full review. You don’t need to empty your inboxes or look over all 
your notes. 

But you do “clear to neutral” for the day. You update your daily list and weekly overview, marking o! what you got done that day. When 
you have this evening time to update everything, you don’t need to worry so much about always looking at the plan between every task 
during the day. You look at it when you need to, but you know in the evening you’ll get it back up to speed. 

You look at your calendar and think about what needs to happen tomorrow. Maybe you even hop up and put the library books in a sack 
by the front door to return when you run errands tomorrow or set the crockpot out on the counter to remind yourself to start it right away. 

Then you make your daily to do list, your daily card – whatever format you use – for tomorrow. Identify and list the three things, if done 
tomorrow, would make the most di!erence? 

At the end of the day, you’re going to be able to answer that question better than first thing in the morning. 

After your evening examen is over – and it should take 15 minutes or less – you’re ready to unwind for the day. Close the laptop, charge 
up your phone, pick up a book or do some stretches and allow your mind to relax before heading to bed. 

Now, if you want to take your planning and your evening assessment to the next level, add journalling at this stage. 

If you already journal, then this is the best place to put it. 

If you don’t, I recommend adding in this ninja-level practice. Yes, it might not seem like it, but a quick targeted (not rambling free-write) 
journal entry at the end of the day will increase your e!ectiveness exponentially. 

Journalling in the evening increases your awareness of what’s going on in your life and in your mind, plus it becomes a record of your days. 
As you think through and summarize your days, you’ll see your progress, you’ll understand your shortcomings and see better ways to 



address them. You’ll make better intuitive choices in the midst of the day because you’re more aware of how the little moments fit into the 
big picture. 

This journalling can still fit into a 15-minute evening assessment. Mine takes 5 minutes or less as I type it into a Journal notebook in 
Evernote or jot it on the back of my daily card. To keep it short and focused, always answer these three questions: 

• What did I accomplish today? 

• What did I learn today? 

• What am I thankful for today? 

After directing your thoughts along these lines, it’s natural to turn them to prayer, thanking God for those things you just jotted down, 
thanking Him for the day He sent, and asking for His guidance as you take the next steps. 

Sometimes my journalling includes a little scorekeeping sort of log I note how many steps I took, how long I slept, and a few other tidbits 
that put perspective on the day. 

I also take a quick picture of my daily card and add it to my journal note. So now I have a note in Evernote with a summary narrative, a 
few stats, and my daily card. 

If you journal in your evening examen, write your card for tomorrow after the journalling step. You’ll make better choices for that card 
after you’ve assessed today. 

When you take the time to acknowledge your small wins, you’ll reduce your tension, inspire more creativity and ability, and start making 
more progress – like a snowball. It’s a daily self-alignment, especially if you pair your reflection with thanksgiving-filled prayer. 

And when it’s all over, your day is done and you can take an evening stroll, read a book, chat with your husband, have your devotions, or 
do something else to simply enjoy your life and let go of striving for the day. 

Having an end-of-the-day ritual is necessary in this digital, always-on culture. Purposefully winding down and letting go with intention and 
prayer will help us to balance peaceful rest with our productivity. 

Work the plan.

Roll with the punches.

Choose the right next thing.



Evening Examen Guide 

1. Update your daily card & weekly dashboard. 

Look over your lists for the day and see how you did, checking off what you can 
and noting what you can’t. Are those items still a priority or should you delete 
them? Strike through tasks you’ve decided not to do.

2. Journal. 

Use the evening examen template if you’d like, or the back of your daily card, or 
a journal. Note what you did do today, including things not on your list and 
including things like “remained patient when I felt frustrated.” Next, note a few 
things you learned today, not only about God, the world, or someone else, but 
also about yourself. Next, write down at least 3 things you are grateful for today 
and end in a time of prayer, focusing on gratitude.

3. Look at your calendar. 

What’s happening tomorrow? What’s coming up this week? Do you need to do 
anything to be ready? 

4. Write your daily card for tomorrow. 

Fill out your top 3 things for tomorrow in your various categories, taking into 
account what’s happening, what’s most important, and how the day today 
went. End with prayer, asking God to give you patience, love, and self-control.

�

�

�

�



Lesson: Roll With the Punches 

Every lesson repeats the motto “Work the plan, roll with the punches, and choose the right next thing.” 

Let’s actually use that as a motto, a pep talk, to ourselves in the midst of the day to day. I want it to be stuck in your head so you can tell 
it to yourself in the middle of daily life. 

First: work the plan. 

To work the plan we must look at it. When we look at our plans at appropriate times, it does its job: reminding us of what’s on our plate. 
So to work the plan we have to listen to that ‘planner self’ that populated those lists rather than our ‘in the moment self,’ which too often 
is like a little spoiled toddler. 

Don’t let your own self be your worst enemy. The ‘planner self’ is the parent telling our ‘toddler self’: “No, first this.” 

The more we practice self-discipline by obeying that ‘parental planner self’ and denying our ‘indulgent toddler self,’ the more mature we 
are going to act and become and the more long term satisfaction we will feel. 

It’s more than just will power. 

So often starting is the hardest part. So use your plan as your cue to just begin. Try telling yourself that you only have to clean the kitchen 
for five minutes, or fold one basket of laundry. Reduce the request that you’re asking of yourself to minimize the huge hurdle that must be 
jumped. Beginning is the only way to overcome the inertia bogging us down. After starting, we do more than we thought we could, more 
than we thought we had the energy for, more than we had the time for. Starting is the hardest part, so do what you can to make starting 
simpler and easier. 

Second: roll with the punches. 

The idiom dictionary says that to roll with the punches is to “cope with and withstand adversity especially by being flexible, or being able 
to deal well with di!culties or criticism, also to adjust to di!cult events as they happen.” 

Although our plan is there to prevent us from procrastinating, forgetting and ignoring what we’re supposed to be doing, our plan is not 
there to steam roll over other people or ignore life as it unfolds. We can’t rigidly follow a plan regardless of what happens. 

Keeping a written plan actually can help us be flexible and adaptable in the moment. We don’t need to be anxious about forgetting 
something; it’s written down and we know that we can return to the plan and review it, and we will review it shortly, so we can deal with 
the present moment in the way that the present moment needs us. Our mind is free and unburdened. It’s not trying to hold on to all those 
details. The details and responsibilities are written down and they’ll be there when we can get back to them. So we can take a deep 
breath and move on without stress. 

We also roll with the punches by living more in the present moment than living within our plan. With our planning structures in place, we 
have a place to toss the information that comes at us, internally or externally, and we have reserved times to look through those plans. 

So, say when a bill arrives in the mail, or an idea pops in your head, or a child runs out of toothpaste. You don’t have to pay that bill right 
away, plan out all the details for your idea, or go buy toothpaste immediately. It’s like these incidents are balls that you catch and deflect 
into an inbox. Then during your weekly review you’re going to make sure that they are all handled appropriately. But you don’t have to 
worry about handling them all in the midst of daily life. You just catch it, toss it in the right container, and take care of it later. 

Finally: choose the right next thing. 

Most of us have heard the admonition “do the next thing.” Elisabeth Elliot used this line from a poem often. The poem goes 



Do it immediately, do it with prayer, 
Do it reliantly, casting all care. 
Do it with reverence, tracing His hand 
Who placed it before us with loving command. 
Stayed on Omnipotence, safe ‘neath His wing, 
Leave all resultings, do the next thing. 

That is so good! But I know I am often left feeling stranded because I feel like I have a million next things to do. How do I do know what 
the right next thing is? 

The more you’re current in your system, the better intuitive your choices are going to be. You don’t have to go through an elaborate 
decision making model to do the next thing or even the right next thing. 

We’re all just making judgment calls every time we make a decision about what to do next, and every time we have to choose one thing 
over another. The more we practice appropriate reflection and assessment times daily, weekly, and occasionally, the better we’re going to 
get at making those judgment calls. 

We have to be familiar enough with what’s on our plate to make informed, intentional choices in the moment. And we gain that familiarity 
during the Interval Planning Session and the Weekly Review. 

We also have to trust that what we have to take care of will come in front of our faces again before it explodes. That happens during the 
Weekly Review. We also have to have margins built in so we’re able to step back and gain perspective. Gaining perspective is seeing the 
forest for the trees. That happens during the Evening Examen. 

But so often we aren’t just in the forest among the trees taking a walk, we are in the forest putting out forest fires. It is worth the time to 
pause and pull back out of the immediacy of the situation, at least once a day. 

All of these practices are things that we have to practice. The more we do them, the better we will get at it. It’s not an overnight 
transformation; it’s a gradual maturing and growing. 

We are going to get better at making good choices the more we deliberately practice and also the more times we have to keep our 
systems current and familiar. 

Working the plan is more of an art than a science; an art that we will get better at the more we choose the next thing. 

So let’s work the plan, roll with the punches, and choose the right next thing! 

Work the plan.

Roll with the punches.

Choose the right next thing.


