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How Who When

4)

5)

3)

Prioritize Your Action Needed List From Above 

1)

2)

1) Write down your next goal, project or progress step at the top.  Focus on that goal and notice what your mind is doing. Write down 
any and all thoughts that come up, to do items that are haunting you or mental resistance to approaching this next project.  Don’t 
make any judgements and don’t filter anything.  Just write them down in a list in the first column.  Oh and if you have any feelings or 
sensations, then write those down too.  We are just building an awareness list in column one. 
2) Decide what you need to do with each item on your mental download list.  Are there still things that need to be done to clear that 
item from your mental space, if so what is it? Make a note of the action here, then on page 2 of the worksheet we will look at this 
action list in more detail. 
3) Do you need to let go of it and just move on (then give yourself permission to release it).  
4) Another option is just acceptance (do you need to make some extra space for that item?  Maybe you’re not able to finalize it or 
release it, then acknowledge it and make space for that item too).  Remember the goal is to clear and make space for your new project 
or goal, there’s limited mental real estate and it’s like valuable beach front property, so be selective with what you choose to bring 
forward.      
5) Great, now take your “Action Needed” items and turn to page 2 of the worksheet.  It’s time to prioritize what you need to tackle, so 
put your most important or pressing item to address first and continue down the list.  
6) In the “How” column this is more specific detail or step that needs to be achieved so you can get this Action Item completed. Is it a 
phone call that needs to be made, an email sent, a report typed, research to be done?  Put your specific action in the “How”.
7) "Who", is there someone else involved with this action item?  If so put their name there or if you can delegate it you can put the 
responsible party down.  If it’s just up to you then your name goes there.  
8) The “When” is your must be completed by date.  This is your deadline.  Write it here and on your calendar. 

As you continue to make space for your new goals and projects, you’ll have more room for new ideas, opportunities and options.  
Please let me know if this was helpful and if you’d like more support on making space to make changes in your life connect with me at 
YourProgressCoach.com.  Thank you for sharing your valuable time with me and all the best. 

© 2017 Process For Progress LLC www.YourProgressCoach.com Make Space for Change


