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Why You Are 
Overwhelmed









The Simple 
4-Step Strategy

By failing to prepare, you are preparing to fail—Benjamin Franklin



Planning is bringing the future into the present so that you can do something

about it now—Alan Lakein 

 

Always plan ahead. It wasn't raining when Noah built the ark—Richard Cushing 

 

Plan for what is difficult while it is easy, do what it is great while it is small 

—Sun Tze 

You cannot make progress without making decisions—Jim Rohn 



Nothing happens until you decide. Make a decision and watch your life move

forward—Oprah Winfrey 









The Daily 
Checklist









DA I L Y  R I T UA L  G E N E R ATO R

w w w. i n n e r wo r k m a t t e r s . co m

Morning Ritual Total Time

List your acitivites and estimate time for completion.

1

2

3

4

5

6

7

Schedule each activity in your calendar.

Daily Tracker
Check off your progress.
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Work Day Ritual Total Time

List your acitivites and estimate time for completion.

1

2

3

4

5

6

7

Schedule each activity in your calendar.

Daily Tracker
Check off your progress.
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Evening Ritual Total Time

List your acitivites and estimate time for completion.

1

2

3

4

5

6

7

Schedule each activity in your calendar.
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Daily Tracker
Check off your progress.
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DA I L Y  R I T UA L  W O R K S H E E T

Morning
Answer these questions in your journal. 

What are you forever grateful about today?

How are you going to show up today no matter what your circumstances are?

Imagineering: Descibe how your day would be like when you show up (refer to question #2)?

Review your today’s calendar and priorities. Decide on which you are going to do.
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Day
Develop a habit of mindfulness one minute at a time.

After completing a task, check in mentally and physically. What do you feel? Where are you now?

Carry out your intention and commit to what you are doing.

Make a mindful decision before you start a task.

Take a 1-5 minutes break in between a task. 

Write down ideas or to-do items that come up during the day.
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Evening
Answer these questions in your journal and list down your action plan in a daily planner.

What did you do well today? List down your wins.

What worked well that you want to continue doing?

What can you do better tomorrow?

Check your calendar for tomorrow and list down your to do list.

Out of your to do items, what are the top three priorities?  Why they are important for you?
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