
▶
 M

ake Your To-D
o List SM

A
R

T
The tasks on your to-do list should be 

S
pecific

M
easurable

A
chievable

R
elevant

Tim
e-B

ound

A
sk yourself the follow

ing questions to check if each task on your 
to-do list is S

M
A

R
T:


Specific – Is the task a specific action?


M

easurable – W
ill I know

 w
hen the task is com

plete?


A
chievable – Is the task realistic? 


R

elevant – W
hy do I care about com

pleting this task?


Tim
e-bound – W

ill the task take 30 m
inutes or less? 

C
onsider sharing your to-do list w

ith som
eone you trust and 

asking for their honest feedback. D
o they think your tasks are 

S
M

A
R

T? C
an they help you break big tasks into sm

aller ones? 
C

an they help you brainstorm
 strategies for overcom

ing barriers to
getting tasks done?

▶
 C

om
m

on B
arriers 

H
ere are som

e com
m

on barriers to getting tasks done: 


“It’s hard for m

e to get started on a task.”


“I get distracted easily.”


“I feel overw
helm

ed.”


“I’m
 disorganized.”


“I’m

 forgetful.”


“I struggle to m
ake a plan.”


“I struggle to follow

 a plan.”


“I get stuck on one task and can’t sw
itch to another task.”

W
hich barriers do you struggle w

ith the m
ost? 

H
ow

 m
ight you use your to-do list to overcom

e these barriers? 

m
ake better 

to-do lists
This is a little better zine.

It doesn’t have the solutions to your big problem
s, but the skills 

inside can m
ake coping a little easier w

hen life is difficult.

Learn m
ore at littlebetterzine.com

U
sing to-do lists effectively is im

portant to m
e because:



▶
 W

hy U
se a To-D

o List? 
P

eople w
ho struggle w

ith forgetfulness, inattention, and low
 

m
otivation can benefit from

 using to-do lists. To-do lists help by 
m

oving inform
ation from

 your m
em

ory onto a piece of paper – this
is called externalizing inform

ation. If you w
rite tasks in a place 

w
here you w

ill see them
, then you don’t need to w

orry about 
forgetting them

. 

▶
 To-D

o List B
asics

You should use no m
ore than 2 to-do lists: 


1 list for school + w

ork tasks


1 list for personal tasks

O
r if you prefer, you can use one list for both w

ork and personal 
tasks, but not m

ore than tw
o. Include all of your tasks on these 

tw
o lists – no sticky notes. A

nd w
rite your to-do lists on a single 

piece of paper – no apps.

K
eep all your tasks on one page, so you don’t have to flip back 

and forth to see your entire list. W
hen you run out of space on 

your paper to-do list, copy all the unfinished tasks to a new
 piece 

of paper. (S
piral-bound notepads are great for to-do lists)

K
eep your to-do list in an easily visible place w

here you w
ill see it 

throughout the day.

Visually m
ark the im

portant tasks on your list – you can circle, 
★

underline, or star 
 the tasks w

hich are m
ost urgent.

If you w
ant to save a record of your w

ork, you can w
rite the date 

you com
pleted a task next to each item

 on your to-do list w
hen 

you cross it off.

R
ecord each day you used these tips for tw

o w
eeks:

◯
◯
◯
◯
◯
◯
◯

W
eek 1   

 
 

 
 

 
 

◯
◯
◯
◯
◯
◯
◯

W
eek 2   

 
 

 
 

 
 

▶
 B

reak U
p B

ig Tasks Into Steps
W

ill any task on your to-do list take m
ore than 30 m

inutes? A
re 

there tasks on your to-do list that you are avoiding, or tasks that 
have been on your to-do list for a w

hile? 

B
reak these tasks up into sm

aller steps and w
rite only the next 

step on your to-do list. 

For exam
ple: Instead of w

riting “laundry” you could w
rite “gather 

dirty clothes in laundry basket.”

A
fter you com

plete one step of a larger task, you can w
rite dow

n 
the next step on your to-do list. B

ut you should have only one step
on the list at a tim

e. 

▶
 Increase Your M

otivation 
N

ot m
aking progress on your to-do list?

M
ake sure your to-do list is placed som

ew
here you w

ill see it.

S
chedule alarm

s or autom
atic rem

inders to rem
ind you to look at 

your to-do list throughout the day.

W
hen adding a difficult task to your to-do list, w

rite w
hy com

pleting
the task is im

portant to you. For exam
ple: Instead of w

riting “fold 
laundry” you could w

rite “fold laundry so m
y bedroom

 w
ill be m

ore 
tidy and restful.”

B
ew

are of perfectionism
 – striving to m

aintain a perfectly 
organized or aesthetically pleasing to-do list w

ill discourage you 
from

 using it. G
ive yourself perm

ission to keep a m
essy, im

perfect 
to-do list.

▶
 Practice Patience 

R
em

em
ber: It takes tim

e to establish new
 habits. C

hanging old 
habits is hard at first, but w

ill get easier over tim
e. C

om
m

it to using
these tips every day for at least tw

o w
eeks before you decide they

w
on’t w

ork for you.


