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Welcome to your TIME
TOOLKIT FOR TEENSY!

Using tools found from my books:
Get Stuff Done Without the
Stress and The Ultimate Time

Management Toolkit

stuff
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Please read my books for the full THE
STRESS

chapters on these tools

Get Stuff Done Without the Stress

The Ultimate Time Management Toolkit

you can learn a few simple ways d
to organize your time.

- . 5 secrets for making the
The Procrastination Playbook best use of your time and
achieving your goals for

greater happiness

Thanks for checking them out! RISA WILLIAMS, LMFT
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THE TASK INTENSITY METER

Think about tasks you need to do, and rate them as LOW, MIDDLE, or
HIGH INTENSITY. In other words, how stressful are they for you to do?

Low stress, mid-stress, or high stress? Write them out below:

Write out 3-5 tasks you want to accomplish. In the column next to the task
rate how “intense” this task feels like to you emotionally (using Low/Mid/
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THE TASK INTENSITY METER

Tips for scheduling tasks:
« Avoid doing too many high intensity tasks back to. back if possible

« Leave room for time buffer breaks to reset yourself after a hard task

Now, taking into consideration task intensity levels, try to arrange your list
in a way that feels more balanced to you:

My re-arranged task list
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THE ENERGY METER

In the columns below, write down things that tend to boost your energy and things that
tend to drain your energy. For example, writing and reading may give you energy but
being in a crowded place might take your energy away - or vice versa! Then, have a
friend or grownup do this worksheet and compare and contrast your asnwers.

WHAT THINGS WHAT THINGS TAKE
GIVE ME ENERGY? AWAY MY ENERGY?




MAPOUT YOUR
GOALS

Write out three small goals you
want to complete this month:

Now, write out WHY you want
to complete each goal:
















