
Episode 15
HOW TO CREATE AN ACTION PLAN THAT WORKS

CREATE A PLAN

In any case, with all that being said, there is a point, 
once you started thinking big, then gotten clear 
about what you really want, that you WILL need to 
start thinking about the WHAT.  

And so while you might prefer to be adaptable—
you might even excel at it—if you want to actually 
accomplish all those big goals and dreams, you 
are going TO NEED A SOLID PLAN.  But as we go 
through this process of creating your action plan, 
just also keep in mind that for your own sanity, (or 
for your spouse’s), you might also need to build-in 
some unstructured time to your plan as well.

I also want to say at this point, before we dive into 
my steps for creating your action plan, that the 
LIVING WELL PLANNER® is the perfect tool to put 
all of this into practice.  In fact, it was designed 
around this exact system! I’ll share a little bit more 
about it at the end of this podcast, but if you are 
listening right now in a place where you can also 
check out the Internet at the same time, then know 
that you can find it at LivingWellPlanner.com 

STEP #1

BREAK BIG INTO BITE SIZE

Essentially it is a process of breaking down 
those big goals into BITE SIZE PIECES, first from 
“someday” to this year, then from this year to this 
month, then from this month to this week, then 
from this week to today. It is starting with the 
big things, and distilling them down to the daily 
decisions and action steps that need to be made in 
order to get you where you want to go.  After all, 
the biggest goals never happen in one fell swoop.  
It is always a matter of CONTINUAL MOMENTUM in 
the right direction. 

At some point, we have to choose.  And if 
we always choose what is urgent over what 
is important, those big goals will always be 
impossible.  And chances are good that if you are 
really struggling with the idea of setting big goals, 
or the belief that there is just no way to make them 
happen, you have probably been stuck in a pattern 

of choosing the urgent over the important for quite 
some time.

STEP #2

TIME BLOCKING

Here are a couple tips to keep in mind as you are 
time blocking:

First, Always BLOCK OUT MORE TIME for an 
important task than you think you will need. Things 
almost always take longer than we think they will! 
Start by giving yourself twice as much time as you 
think you’ll need, and then maybe drop it down to 
50% more once you’ve gotten better at estimating.

Second, If you can, try to block your time into 1-2 
HOUR CHUNKS.  Research shows that this is the 
optimum amount of time to work in one stretch—
long enough that you can really dig in, but not so 
long that your brain turns off.

THIRD, BE SURE TO SCHEDULE IN buffer blocks 
each day—chunks of unstructured time that you 
can use to catch up if you get behind, or to handle 
any urgent matters that come up that day.

Next, Don’t forget to account for time spent 
COMMUTING and/or GETTING READY.

Finally, Don’t be shy about scheduling blocks for 
FUN & RECREATION

STEP #3

MAKE A DAILY DECISION TO STICK WITH IT

In other words?  You need to make the daily 
decision to FOLLOW THROUGH WITH YOUR 
PLAn and actually do the work.  You need to 
make the daily decision to focus on your biggest, 
most important tasks.  You need to make the daily 
decision to be as PRODUCTIVE AS POSSIBLE to 
make the daily decision to focus on your biggest, 
most important tasks.  You need to make the daily 
decision to be as productive as possible.
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