
Making To-Do Lists
Work For You

Dear Readers,
This week’s newsletter will discuss the topic of making to-do lists.

I always wanted to be organized, but I can't seem to figure out a way
to make it work...

http://www.rifkaschonfeldsos.com/RobertBrooksEvent.html
http://www.rifkaschonfeldsos.com/img/Video4_Slowed.mp4


To Do:
Write a to-do list
Finalize May budget
Meet with Rachel
Reorganize files on computer by client
Write birthday email to Tova
Pick up dry cleaning



Make a menu for Shabbos
Write comments for graphic designer of new website

Damon Zahariades, the author of The To-Do List Formula: A Stress-Free Guide to
Creating To-Do Lists That Work, would argue that there are a lot of things wrong with
the to-do list above. First, let me explain what he thinks are the qualities of a good to-do
list:

1.     It gives you control over your workday. You know what you need to work on and what
needs to go on the backburner.
2.     It includes deadlines! A good to-do list will show the day’s top priorities based on
importance and urgency. Does the May budget need to be completed today? What is the
deadline for the first draft? Zahariades explains that deadlines are the enemies of
procrastination. After all, Parkinson’s law states that, “Work expands so as to fill the time
available for its completion.”
3.     It doesn’t include things like, “write a to-do list” just so you can immediately check it
off.
4.     It includes time budgets so that can you assess about how long it will take you to get
something done. Therefore, if organizing the files on the computer by client will take 12
hours, then perhaps today’s goal will be to organize clients with last name’s A-E. The
same goes for the meeting with Rachel, how long does the writer of the list imagine that
meeting will take? With that in mind, she can budget how long she will have for
everything else on the list.


