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Start Your Master List 

	  

Start Your 

Master List 

The First Six Steps on your Road  

To Task Management Excellence 
 

Are you finally ready to create more 

space and clarity in your day and 

your life? 

Are you tired of juggling dozens of 

post-it notes and margin scribbles 

trying to decide what you need to do?  

Are you looking for a strategy to 

improve your ability to prioritize 

your tasks each day? 

Then, it’s time to start your Master 

List, and in this guide you’re going to 

learn the six steps to get you 

started on your road to Task 

Management Excellence.  
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Brain Dump 
 

Get everything actionable out of your 

head and down in writing. This is just 

your “best worst first draft” as a trainer 

friend of mine, Christiana Carter, says.  

Take 20+ minutes today to get the 

actions, projects, tasks, reminders, etc. 

out of your head and in writing 

somewhere. We’ll massage them into a 

more refined system later. The first 

step is simply to remove them from the 

swirl in your head so we can more 

effectively consider and act on them. 

You might also wander around your 

office or home. All the actionable 

things that you have laying around 

visually “reminding” you of stuff you 

wanted to get done… add those items 

to your brain dump list too.  

The goal is to get EVERYTHING into your system: personal, professional, 

everything. If it’s an action you’re responsible for, then it should appear on your 

Master List.  

Don’t get scared, often when my clients see exactly how many things they’ve been 

expecting themselves to do there’s a knee jerk reaction of overwhelm. There aren’t 

more things; you are just seeing them all more clearly. 

Remember, the goal isn’t to get everything done, but rather to get the right things 

done. By seeing them all together you’ll be in a better position to identify your 

actual priorities, and release, delegate, or sideline the rest.	  

1	  
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Choose a Master List Tool 
	  

Don’t get too hung up here… finding the perfect tool is much less important than 

getting started and building your habit of capturing all your tasks in ONE place.  

It needs to become the ONE place where all your tasks live. Just like your address 

book or calendar, it’s only effective if it contains all your actions and thus allows 

you to compare your true priorities for each day or given moment. 

 

  

2	  

It MUST be portable.  

You need to be able to 

carry it with you at all 

times so you never have 

a reason to not capture a 

task when it pops in your 

head. Smartphone apps 

or small paper tools are 

best.  

	  

KEY	  FEATURES	  

1	  
It MUST become your 

new best friend.  

i.e. if you’re a technophobe, 

don’t expect that will change 

overnight. Choose a paper-

based option. You’re going 

to be interacting with this 

tool daily, just like your 

calendar and email, so 

choose something you’re 

delighted to use. 

2	  
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Paper-‐based	  Options	  

• A Notebook  

(My favorite paper solution) I highly 

recommend the Levenger Circa System 

(Junior Size) because the pages can be 

moved around, removed, and more pages 

added as needed. All you need is the 

Annotation or Full-Ruled pages, don’t get 

lost in getting fancy page layouts. They’re 

unnecessarily complex and often 

constraining. (http://bit.ly/LevengerCirca) 

 

• Small binder with loose leaf pages  

Remember it must be portable, so look for 

something in the 5” x 7” format. Here’s 

one from Russell & Hazel that’s the right 

general idea and comes in many colors. 

Make sure you always have extra paper on 

hand in your office or at home. 

(http://bit.ly/MiniBinder)  

 

• Notecards w/ a binder clip   

(a.k.a.- The Hipster PDA) You don’t need 

to get fancy, but you do need to keep all 

your tasks together in ONE place, so a 

stack of notecards clipped together can 

meet the need. Then, you can add new 

cards and remove old ones as appropriate. 

(http://bit.ly/HipsterPDA) 
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Digital	  Options	  

• Asana.com 

(My favorite) This is a powerful yet 

simple project/task manager for 

individuals and small teams with built in 

communications and file sharing 

functionalities. My team has used it for 

almost 2 years, and we wouldn’t live 

without it. (Free version for up to 15 

people/team; http://bit.ly/AsanaTasks) 

 

• Wunderlist  
Another excellent contender. Beautifully 

designed and with an increasing range of 

functionalities including sharing lists with 

others, and real-time syncing. 

(http://bit.ly/WunderListTasks) 

 

• Outlook Tasks w/ Todoist Plugin   

I’m not a fan of Outlook tasks alone because 

it doesn’t have a native mobile app. 

However, if you’re wedded to Outlook, then 

download the Todoist plugin and get access 

to more versatile mobile functionality. 

(http://bit.ly/TodoistOutlook) 
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Turn the STUFF from Your  
Brain Dump List Into Next Actions 
 

Look at each item on your brain dump list and ask yourself this question:  

 

What is the smallest, most specific next step  

I can do to move this forward?	   

 

In other words, what 5-30 minute action would you take to move this ball down the 

field? Get granular and specific. Here’s an example:  

On Brain Dump list: Do Taxes 

Next actions might include:  

• Call accountant to schedule appointment 

• Call John to ask for referral for an accountant 

• Collect all tax-related paperwork in one place 

• Scrub P&L statement to prepare for taxes 

• Email bookkeeper to ask for info about June 5th mystery charge 

 

Just to name a few… notice how each of these is a specific, discrete task that 

could be accomplished in less than 30 minutes for most people.  

Also, notice that each begins with a VERB. The best tasks tell you EXACTLY what 

to do with them. You need more than just a random word or two. “Tax docs” 

doesn’t tell you what you need to do with those tax docs, and therefore your brain 

has to work harder to remind you what the next step actually is.  

3	  
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Remember, smarter not harder is the goal, so aim to do this thinking only once 

rather than every time you look at the list.  

If you’re having trouble breaking the project down small enough, then the next 

action could be “Spend 30 minutes on X.” Use time chunks to create bite-sized 

pieces if you can’t identify a specific action chunk.  

 

Add Your Next Actions to  
Your New Master List Tool 

 

Transfer your Next Actions into your 

selected Master List tool.   

You might want to organize your Next 

Actions:  

• By project/topic  

• By context (@home, @work, 

Errands, @computer, @phone)  

• By horizon (Today, Soon, Later, 

Someday)  

 

Don’t get too caught up on this. If you’re 

using a paper system in particular, choose 

one organizing strategy and give it a whirl.  

Don’t get lost making the system overly complex. This way there be dragons… 

You might also want to keep a separate list of Projects/Outcomes that will 

keep your eyes on the top-level outcomes that you’re working toward and ensure 

that you don’t forget to capture new next steps as you complete the first ones.  

4	  



	  

	  
10	  |	  WWW.CHOSENCOURSE.COM	  

	  

Start Your Master List 

	  

Carry Your Master List & 
Capture Constantly 

	  

Life keeps moving and new tasks will arise every day, which means that you need 

your system to remain up-to-date and fresh.	   

 

If you don’t keep the list updated, then it will become stale and irrelevant, leaving 

you to slip back into old, bad habits with post-its and actions everywhere.  

Keep your new system fresh and alive by making your master list your new 

best friend. 

 

5	  

1	   Carry your Master 

List tool with you 

everywhere! Don’t 

give yourself an 

excuse to grab for a 

post-it note.  

Capture every action 

Here are your 2 key 

habits to build:	  

Capture every action 

when it pops into 

your head DIRECTLY 

onto your Master 

List. 

2	  
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Choose your One Thing for tomorrow. 

 Commit to One, then Get It Done. 

Review Your Master List daily 
 

 

Either at the beginning or end of each day, take 10-15 minutes to ensure all your 

new tasks and outcomes have been added to the appropriate lists. Then, 

 

 

 

Keep your One Thing front and center as you start your day. (This can be an 

acceptable place to use a Post-it, if you’re so inclined.) Then, enjoy crumpling it up 

and throwing it away when you’ve completed it!  

If you’ve already been successful with accomplishing your One Thing consistently 

for at least a week, then you can also choose your 3 Bonuses (The three tasks 

that you will move to next after you get your One Thing completed.)  

6	  
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Click here to Request a Strategy Session 

Next Steps 
 

This 6-step process will get you successfully started on your road to Task 

Management Excellence.  

However, for true mastery of the tools, habits, and mindset for Productivity 

Excellence, you’ll want to request a Strategy Session with a member of our 

Team. Visit www.ChosenCourse.com/Contact-us to get started immediately.  

 

 

 

Together we’ll discover more about how to move you from 

exhaustion to excellence in every area of your life! 

 

 

 

	  


