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This is the DO IT SCARED PODCAST with Ruth Soukup, EPISODE #15.  In today’s 
episode, we are going to talk about how to break down your biggest goals into an 
action plan that actually gets you where you want to be.

Hey there, and welcome back to the Do It Scared podcast!  My name is RUTH 
SOUKUP, and I am the founder of Living Well Spending Less and the Living Well Planner, 
as well as the founder of Elite Blog Academy, and the New York Times bestselling author 
of five—soon to be six—books!

Whether you are new and just finding me through this podcast for the first time, or 
whether you’ve known me for a while from Living Well Spending Less or Elite Blog 
Academy—welcome!  My hope is that this is a place where you will find new inspiration 
and motivation to move past the things that are holding you back so you can create a 
life you love.

In today’s episode, we are going to be talking about one of my VERY favorite topics—
productivity—and I am going to share some super, super practical tips for how to break 
down your biggest goals into a working action plan that actually helps you get things 
done AND gets you to where you want to go.

Because I think so often we have a tendency to get caught up in all the busyness and 
the hustle and bustle of life that we start to convince ourselves there is no TIME for our big 
goals and dreams.  Or other times we are afraid to set big goals because we just have 
no idea how we would actually make them a reality.

But ultimately, that’s what this podcast is all about, right?  It’s about taking the steps that 
will help us move past those obstacles and stumbling blocks that are keeping us stuck, 
and instead create a life we love

Because courage doesn’t mean we are never afraid.  Instead, courage is being scared 
but taking action anyway, despite our fear.  It is putting one foot in front of the other, 
even when we’re not quite sure where the path will lead us.

Okay, so one more quick thing before we dive into all the goodness of today’s 
episode—I’ve got a great little download that you can grab that will walk you through 
some of the practical strategies we’ll be discussing today.  You can get it, along with the 
show notes, by visiting DoItScared.com/episode15.  Once again, you can get the show 
notes and the download at DoItScared.com/episode15.

Episode 15: Podcast Transcript
HOW TO CREATE AN ACTION PLAN THAT WORKS
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And with that out of the way, let’s dive in!

Okay, so a couple of years ago, my husband and I decided to read and work 
through the book Strengths Based Marriage.  As our first assignment, we each took the 
StrengthsFinder assessment so that we could find out how our top and bottom strengths 
compared to one another.

Well.

As it turns out, his top 10 were basically my bottom 10, and vice versa. We were quite 
literally, total opposites—as opposite as opposite can be. 

Now the fact that we were completely opposite wasn’t actually a huge shock to either 
of us—we’ve always been well aware of that fact! On good days, I like to think that we 
complement one another and balance each other out; on bad days, it can be almost 
maddening! But what was surprising to both of us, was to discover how frequently those 
opposing top and bottom strengths of ours cause conflict. 

When we started really diving in, we realized that almost all of our fights boil down to 
the fact that his top strength—Adaptability—is my biggest weakness, and pretty much 
directly opposed to my top strength of Focus.  What that really means is I always want 
to have a plan, and Chuck never does. And so, for most of our marriage, I would 
constantly be asking “what’s the plan?” which would in turn drive him insane!

But as we went through the book and dive in a little more, we started to each see things 
from a different perspective.  I began to realize that he wasn’t actually trying to drive 
me crazy by not having a plan, and that sometimes NOT having a plan and just taking 
life as it comes is okay.  Likewise, he began to see how essential having a plan was to 
my overall sense of well-being.  Without a plan, I feel chaotic and out-of-control.  With a 
plan, I am able to get stuff done and accomplish my goals in a purposeful way.   

And in the process of all this self-discovery, we’ve worked a lot harder at giving each 
other grace, and at finding a balance that works for both of us.  I stick to a tight plan 
Monday through Friday, then try to leave Saturday and Sunday open for whatever. I 
guess you could call it planned spontaneity, or maybe just scheduled free time.  In any 
case, it is what seems to work for us, which I think is sort of the point.

So why am I telling you all this? 

I guess it is mostly to say, before we dive into the nitty gritty of my own, slightly intense, 
but very effective system for planning my time, that I get that planning is not for 
everyone. And that’s okay.  But I also know that without a solid action plan in place, 
most people will spin in circles.  

In Episode 1 we talked about the importance of setting stretch goals—of allowing 
yourself the freedom to dream big, then narrowing your focus and actually committing 
to one big goal—a goal so big that it scares you.  And I told you to worry about the 
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WHAT, without worrying yet about the HOW.

(And, as an aside, if you are new to this podcast and haven’t listened to that one yet—
DO!  It’s a good one)

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 
How

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, and I’ll also share how right now you can get it for the lowest 
price of the year, 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 all the details at 
LivingWellPlanner.com.

With that said, the first step in this process of creating an action plan that works is to 
BREAK BIG INTO BITE SIZE

So how does it work, exactly, this process of taking a big goal and turning it into a plan 
of action that actually gets you where you want to be?  After all, it is one thing to dream 
about crazy ideas, but it is a whole other thing to follow through on them.  Where does 
one even begin?

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. 

And while this sounds super straightforward—and it is—it is amazing how many people 
never take the time to do this.  Instead, most people approach their days and weeks 
with a “what’s most urgent” mentality, focusing their energy and effort on the things that 
feel important and critical right now, without necessarily thinking about how those tasks 
fit into the larger picture.  We’re always busy, but not purposefully busy.

The thing about life is that our time will always be filled, and there will always be things 
to do, no matter what those things are.  And for most people, there will always be more 
things to do than we actually have hours in the day.
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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.

It’s hard to make time for those big goals when they don’t feel as pressing as whatever 
crisis happens to be right in front of us, and when the payout is far into the future, rather 
than right now.  That’s especially true when that big goal involves something hard or 
painful or less-than-pleasant.  Our natural inclination is to put it off in favor of whatever 
feels more important in the moment, or whatever is going to give us that immediate 
sense of satisfaction.

But that is exactly why it is so important to break down those big goals into smaller 
milestones, and then those milestones into even smaller, more manageable bites, until 
you’ve got a set of tasks that each feel doable. Tasks that, once completed, will give 
you that short-term satisfaction and sense of accomplishment for checking them off your 
list, but the long-term satisfaction of knowing that you are one small step closer to your 
big goal.

So, for instance, if your big goal is to become 100% debt free, then perhaps one of your 
big goals this year might be to get all your credit cards paid off, and maybe your big 
goal this month might be to pay off the credit card with the smallest balance, and your 
big goal each week might be to review your expenses, and your big goal each day 
might be to stop eating out for lunch and to stop going to Starbucks.

Likewise, if your big goal is to become a bestselling novelist, then perhaps one of your 
big goals this year will be to actually write your first book, your big goal this month will 
be to write the first four chapters, your big goal each week will be to complete each 
chapter, and your big goal each day will be to write at least 1,000 words.

If your big goal is to run a marathon, even though you are currently 40 pounds 
overweight, then perhaps your big goals this year will be to run your first 10K.  Then 
maybe your big goal this month will be to run one full mile without stopping, and your big 
goal each week will be to run at least 3 times following a couch-to-10K program. And 
from there, you will still have to make the daily decision to run or not run.

(And by the way, if those seem like big, crazy, audacious goals, it is because they ARE—
that’s the whole point!  If the goals you wrote down aren’t big enough to scare you 
a little bit, then before you move on, you might want to go back and see if you can 
make them bigger.. Remember—the sky’s the limit.  You’ll only achieve greatness if you 
actually reach for it.)

But do you see how this works?  We simply take a big goal and break it down into a 
smaller, more doable step that is easy to stay focused on, but that also gets you closer to 
your big goals, and doesn’t send you off in the wrong direction.
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The second step for creating your action plan is to implement TIME BLOCKING.

Of course, where the rubber really meets the road when it comes to accomplishing 
those big goals is when we break down those monthly goals down into a list of 
actionable tasks that we can actually implement each week.

I like to start my weekly plan by using a special planning page I call the Weekly Wizard™, 
which helps me identify the ONE big thing that is most important this week—the big 
focus—as well as the top three tasks—the “A” tasks—that absolutely must get done this 
week to get me closer to my goals.  

Because none of us live in a vacuum, in addition to our most important tasks, the ones 
that will get us closer to our goals, there will also always be things in our life that SHOULD 
be done—all those things that we used to prioritize because they felt more urgent.  And 
while these tasks are important, they should be considered “B” tasks—items that should 
be done, but not at the expense of our “A” tasks.  

Remember, your “A” tasks are the ones that will get you closer to your long-term goals! 
So while in the moment, it might seem more important to respond to an urgent email 
or tackle that pile of laundry or get dinner on the table, the reality is that if you want to 
be more productive and actually reach your goals, you need to focus on your biggest, 
most important tasks! After all, email will always be there, you can always order takeout, 
and as long as you still have clean underwear, you’re probably good as far as laundry 
goes.

Then there are your “C” tasks, these are the things you would like to do if you have extra 
time, but that don’t necessarily have to be done, and can easily be put off until the 
following week if necessary.  These should NEVER be done if your “A” tasks have not first 
been checked off your list.

As a side note, this Weekly Wizard™ sheet is available as a sticky note pad, which I then 
stick right into the weekly planning page of my Living Well Planner®. (You can also see 
the example in our show notes at doitscared.com/episode15.) Both the Weekly Wizard™ 
and the Living Well Planner® are available online at livingwell.shop.

But once you’ve filled out your Weekly Wizard there is one more step to take when it 
comes to weekly planning. You see, once you have a clear idea of what needs to be 
done and the order of importance, it is time to block out time on your schedule to make 
it happen.  Remember—we only do what we make time for, so if you don’t block out 
time for your biggest priorities, that time will simply slip away.

Essentially, this is a process of making an appointment or meeting with yourself to 
complete a task, and then taking that appointment as seriously as you would any 
other appointment or meeting on your calendar.  Start by blocking out the actual 
appointments—those pre-existing events, meetings, and commitments that cannot be 
moved. 

Next—and this is the really important part—block out time in your schedule for all of 
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your “A” tasks—the ones that will get you closer to your big goals.  Keep in mind that this 
will feel strange, at least at first, to block out time for things that might not be extremely 
urgent or pressing right at that moment.  But in order to truly make achieving your big 
goal a priority in your life, you will need to set aside time, and then protect that time the 
same way you would protect one of those other appointments or meetings.

After you’ve blocked out time for your “A” tasks, you might also want to block out time 
for your “B” tasks as well, especially the ones that feel most pressing.  Again, this will feel 
strange at first, to block out your time so completely, but it is the best way I’ve found to 
make sure I can stay on top of all of my responsibilities.

Here are a couple more 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—time for exercise, 
meditation, watching TV, reading, family time, or just unstructured free time. 
Everyone needs a break sometimes, and planning for downtime allows you to 
enjoy it guilt-free, knowing there is nothing else you “should” be doing right then.

The key to success with all of this is to commit to and honor your appointments with 
yourself the same way that you would honor a commitment to someone else. And, like 
anything else in life, the more you practice it, the easier time blocking will become.

THE THIRD AND FINAL STEP IN CREATING AN ACTION PLAN THAT WORKS IS TO 
MAKE A DAILY DECISION TO STICK WITH IT.

I wish I could tell you that now that you have walked yourself through the entire process 
of turning your big dreams into bite-sized baby steps and learned the secret to blocking 
out your time, that it’s all going to be smooth sailing from here. After all, you’ve figured 
out what you want and exactly what needs to happen to get you there. The hard work 
is done, right?  
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Not so much.

The reality is that while you’ve now given yourself a clear road map—or, in modern 
terms, you’ve programmed the GPS—you still have to actually drive the car and get 
yourself to where you want to go.

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.

This is not always a decision that comes easily.  Sometimes—especially when it feels 
hard—we don’t really feel like doing the work that needs to be done.  Other times 
we are sucked in to the tyranny of the urgent—the email that needs our attention, 
the project at work that needs to be done right away, the snarky comment from our 
sister, the dramatic brouhaha erupting in the PTA that we swore we wouldn’t pay any 
attention to, the new diet craze that everyone is suddenly swearing by—and it is hard to 
keep that focus on the big picture.

I read a book a few years ago that forever changed the way I approached my daily 
task list.  It was called Eat That Frog:  21 Great Ways to Stop Procrastinating and Get 
Things Done by Brian Tracy.  It got its name from a quote by Mark Twain, who famously 
once said something to the effect of if you eat a frog for breakfast, chance are that will 
be the worst thing you have to do all day, and if you have to eat two frogs, it is best to 
eat the biggest one first.  

The point of the quote—and the book—was that if you start your day by tackling your 
hardest but most important tasks you will have already done a lot, even if you don’t do 
much of anything for the whole rest of the day.

Life moves fast and it is so very easy to get sucked into the mundane—albeit essential—
tasks of the everyday.  We often spend the bulk of our day putting out fires, reacting to 
other people rather than proactively working to accomplish the things we really want to 
do.  

The main problem with living our life this way is that our willpower runs out.  Each 
morning we start our day filled with a certain amount of self-discipline, and as we go 
about our day, that resolve tends to drain out.  When we start our day by focusing on 
the mundane and easy stuff, we waste our reserves.  Eating our frogs first thing in the 
morning means having enough energy and discipline to truly get things done.

On any given day, we all have our own frogs to eat.  If we are serious about attaining 
our goals and following through on our dreams—no matter what those dreams may 
be—then we must also make the daily choice to do something, anything, to get us one 
small step closer to the finish line.  
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We have to be purposeful about making sure the big stuff gets done first.  We must 
accept the truth that if we don’t take the time to put our long-term goals first, there will 
never be enough time or energy for our dreams.  The obligations of the everyday will 
always take over.   

Over the years I have learned time and again that creating good habits is key to being 
able to get things done.  The more good habits we can create for ourselves, the more 
willpower and mental energy we have left over to pursue our dreams.   

Thus, if we can make working on our most important tasks a habit, something that 
happens automatically without even thinking, the autopilot portion of our brain will kick 
in and we will have more discipline stored up to tackle those “B” and “C” tasks too.  
While it seems almost too good to be true, the fact is that the more we are able to put 
on autopilot, the more willpower reserve we will have left for the things that matter.  Our 
daily habits will ultimately determine what we get done, which is why we need to make 
them count.

That’s why I believe that the very best thing you will ever do for your productivity and for 
your big goals and dreams is to set aside the first fifteen minutes of your day to plan your 
day. 

For my daily planning, I use the Daily Do-It™ sticky notes. (See the image on page X; 
they are also found online at livingwell.shop.) They are designed to start your day off 
right and keep you going strong in order to help you stay focused on your biggest, most 
important tasks. The Daily Do-It is literally your blueprint to a productive day.

 It will give you the focus and clarity to actually get things done—often more than you 
ever thought possible, by helping you identify your single most important task, then 
again by breaking down your to-do list into A tasks, B tasks, and C-tasks, also referred to 
as “Must Do,” Should do, and Would Like To Do items.

This allows you to prioritize and focus on the most important things first.

 I know it might seem like a waste of time go through this process every single day, 
especially when many of your tasks are the same from day to day, but I promise it will 
transform the amount you are able to accomplish.

When we don’t take the time to make a plan, we end up spinning.  But with a purposeful 
action plan to refer back to all day long, it is much easier to stay on track. 

And that is how our daily decisions lead to big things.

The reality of life is that there will always be more to do than we have time for, but 
that doesn’t mean that we can’t still make our big goals and dreams a priority.  We 
absolutely CAN.  But in order to do that, we are going to need an action plan that 
actually works.  Luckily, creating a working action plan is as straightforward as following 
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3 simple steps.  First, break down your big goals in to bite size pieces.  Start by breaking 
down your someday goals into something you can do THIS YEAR, then by breaking your 
THIS YEAR goal into something you can do THIS MONTH, and then from THIS MONTH to 
THIS WEEK.  Second, once you’ve broken down those big goals, plan out your week by 
prioritizing your time into must do, should do and would like to do items, and by blocking 
out your time into appointments with yourself—appointments that you stick to as firmly as 
you would any other commitment on your calendar.  And finally, take the time to plan 
each day, and make the daily decision to follow through on your plan.

Because small steps, taken over time, can lead to big things.

Okay, so don’t forget that if you would like the worksheet that goes along with this 
podcast—that will walk you through the three steps we just talked about and help you 
create your own action plan—you can download it at doitscared.com/episode15.  
Once again, to get the show notes and the free download to go with this episode, you 
can grab it at doitscared.com/episode15.

And then, if you would like to implement this system that I just talked about using the 
Living Well Planner, you can order yours now on our website at LivingWellPlanner.com.  
And better yet, if you preorder our newest edition before August 31st, you will be able to 
get it for just $39, which is $10 off the regular price and the lowest price we have EVER 
offered.  Not only that, we will also include 2 free gifts with your purchase—the Weekly 
Wizard AND the Daily Do It sticky notes with your order.  Amazing, right?  

And, if you happen to be listening to this episode AFTER August 31st, then don’t worry—
I’ve got you covered! Just visit livingwellplanner.com/doitscared to take advantage of 
a special offer JUST for podcast listeners.

Before we go, I just want to say that I would LOVE to hear from you!  If you have any 
questions about what we talked about today, or any other topics that you would like to 
see addressed on the Do It Scared podcast, please feel free to reach out via email by 
filling out our form at doitscared.com  

And that about does it for this episode of the DO IT SCARED with RUTH SOUKUP 
podcast!  Thank you so much for joining me today!  If you liked what you heard, please 
be sure to leave a review, either on iTunes or on Facebook, then go to DoItScared.com 
to submit a screen shot of your review for a chance to win Do It Scared t-shirts and mugs.

Also, be sure to subscribe via ITUNES or GOOGLE PLAY, or wherever you like to listen to 
be notified of new episodes!

And speaking of upcoming episodes, be sure to join me next week as we chat with 
the Blender Girl herself, Tess Masters.  An actress, bestselling author, and the global 
spokesperson for KitchenAid blender, Tess has an amazing story of courage to share. It’ll 
make you laugh and cry, but I promise you won’t be the same, so don’t miss it!

I’ll catch you then!


