
get  it  done
get  it  done
get  it  done

with Alex + Lindsey

with Alex & Lindsey

with Alex & Lindsey
Pick a project, make a plan, 

fi nd your motivation,
and fi nish it before the end of 2020.



©Stacy Barnes via Unsplash

Get it Done Workshop02

Hello and Welcome!
What we’re covering today

  8 things you need to have in place in order to get anything done.

  A quick way to bust out of a funk and get extremely motivated.

  How to set “tiny goals” that are realistic and achievable, instead of 
setting yourself up for disappointment.

  Why it is crucial to remove distractions (phone, email, social media, 
alarms, beeps, notifi cations), so you can access your full brain power.

  The connection between stress and your IQ score, and how reducing 
stress allows you to think clearly and work faster.

  What to say to yourself when you feel like giving up.
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Quick Reminders

  This class is being recorded.

  If you need to leave early, no problem!

  The recording will be emailed to you later.

  This class is a fundraiser for #FirstRespondersFirst.

  100% of donations go directly to this organization. 

  If you already donated, thank you.

  If you’re unable to donate, no worries. Donations are encouraged but 
not required. 
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Our Final Fundraiser Class of the Year
Throughout 2020, we’ve done a series of fundraiser classes supporting:

Black Lives Matter

The Red Cross: Beirut Relief

Crisis Text Line 

She Should Run

Altogether, because of you, we’ve raised nearly $40,000 for these organizations. 
Thank you. 
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Meet your Teachers

Lindsey Smith is an entrepreneur and bestselling author of eight books, in-
cluding the award-winning Eat Your Feelings.

She has produced all kinds of projects—from conferences with 200+ at-
tendees to physical products like card decks and more.

You may have seen Lindsey in places like O, The Oprah Magazine, The 
Lisa Oz Show, Hello Giggles, PopSugar, Cosmopolitan, Parade Magazine, 
Prevention Magazine, The Chicago Tribune, ABC, NBC, CBS, Today Show, 
TEDx Pittsburgh, or Talks at Google.

In her spare time, she dabbles in stand-up comedy and likes to walk 
around her kitchen making up jokes and laughing quietly to no one in par-
ticular. 
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Alexandra Franzen is an entrepreneur and bestselling author of six books, 
including You’re Going to Survive and The Checklist Book. 

You may have seen Alex in places like The Atlantic, The Los Angeles Times, 
The New York Times Small Business Blog, BuzzFeed, Fast Company, Inc. 
Time, Forbes, Newsweek, Lifehacker, and USA Today.

Alex deleted all of her social media accounts six years ago, and is known 
for her unconventional approach to life, business, and productivity. 

In her free time, she enjoys bodyboarding in the ocean, reading all the 
books, and petting her dog Zuki. 
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What’s the project you want to fi nish?
Maybe it is…

…Or something else!

Updating your website

Decluttering your closet

Creating a family cookbook

Writing a long-overdue letter

Sending a proposal to a client

Dealing with some tax paperwork

Writing a bunch of blog posts 
or newsletters
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Share in the comments. 

What is it?

Do you have a project in mind?
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8 Things You Need 
in Order to 

Get Anything Done
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1. Time

You need time. Depending on your project, you might need 20 minutes, or 
you might need 100 hours. Depends on what you’re doing. 

Good rule of thumb: set aside more time than you think you need.
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If you carve out several hours but you feel hungover, exhausted, depleted, 
too tired to think, then all that beautiful time isn’t very helpful. You need 
energy, too.

If you’re exhausted, a project that ought to take 30 minutes will take 5 
hours. Instead of forcing yourself to work ineffi  ciently, fi rst, rest and re-
charge. Do something that makes you feel powerful.

2. Energy
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3. Motivation

You need to feel strong emotions about your project and really, really, 
really want to get it done. 

Good place to start: write down 5 reasons you really want to do this.
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4. A Realistic Plan
You need a plan that fi ts the reality of your life. 

If you have a newborn baby, you’re struggling with depression, you just 
had surgery, or you’re a caregiver for elderly parents and have almost 
no free time right now, then your plan needs to refl ect this. Be gentle with 
yourself. 

Instead of trying to cram a 40-hour project into 2 hours, change it around. 
Say, “Realistically, I have 2 hours of free time this week. What’s something 
beautiful I could create in 2 hours?”

Good place to start: make a simple checklist of tiny goals that you can re-
alistically achieve. 
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5. Workspace

You need a space where you can dive in and get things done. Ideally, a 
space where you won’t be interrupted and distracted. 

Your environment strongly infl uences your mood and energy levels. To the 
best of your abilities, create a space where you can focus and where you 
feel inspired.

Extra credit: gather all the supplies you need in advance. The French term 
is Mise en place. 
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6. Full Concentration

Every distraction—a knock at the door, a buzzing alarm, a spouse wonder-
ing what’s for dinner, email and social media notifi cations, and visual clut-
ter—reduces your brain power. 

When you clear distractions and bring your undivided attention to a task, 
you can do twice the work in half the time. 
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7. A Hero Thought
In a diffi  cult moment when you feel like giving up, what would your hero 
say to you?

“You’ve come this far. Don’t quit now.”

“You can do this. You’re more capable than you think.”

“It’s going to feel so good to fi nally get this done.”

“Today is not over yet. There’s still time to make progress and get this 
done.”

“One year from now, you will be so glad you fi nished this today.”

“Completing this project is a gift to your future self.”

“What are you waiting for? You can do this!”
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8. The X Factor
Everyone is diff erent. Some people have diff erent learning styles. Some 
people carry the trauma of racism, sexism, sizeism, ableism. Some people 
have seven children. Some don’t. 

We’re all diff erent. 

We all have slightly diff erent requirements in order to succeed. 

What do YOU need in order to focus, commit, and get things done?

Maybe you need a partner or coach, a sense of community and kindred 
spirits working by your side, a connection with God (however you defi ne 
it), a particular kind of music that gets you in the zone, really strong cof-
fee, or something else.

You gotta fi gure out what is That Thing that helps you get stuff  done—and 
make sure you have it.
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Review
8 things you need in order to get 
anything done

  Time

  Energy

  Motivation

  A Realistic Plan

  Workspace

  Full Concentration

  A Hero Thought

  The X Factor 
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Think about your project or goal.

Think about your current situation. 

Which of those 8 things do you have in place? 

Which things are missing? 
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A quick way to bust out of a funk 
and get extremely motivated.

Fill in the blank:

I want to  because…

Write down (at least) 5 reasons why. 

Keep this list close to you. Read it back to yourself often.
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Example - 5 Reasons Why

I want to write a book because…
❶  I want to impact others. I have something to share that might 

change someone’s day, or even change their whole life. 

❷  I want to be a role model. I want my kids to watch me tackle a 
new, challenging project and actually complete it. 

❸  I want to experience the feeling of holding a fi nished book in my 
hands and knowing, “I did it!” 

❹  I want to give copies away to my clients, colleagues, friends, and 
family as gifts for the holidays! 

❺  I just WANT to. Period. Wanting is reason enough.
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Think about your project.
Fill in the blank:

I want to  because…

Write down (at least) 5 reasons why. 

Do it right now.

If you want to declare your reasons publicly, share in the comments. 



©Stil via Unsplash

Get it Done Workshop23

The Power of Tiny Goals

Overwhelming goal

“I will write a book this year.”

Too big, too vague, too daunting. 
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Simple, small, doable, realistic, and achievable feels energizing instead of overwhelming.

To create a realistic plan for your project, make a checklist comprised of tiny goals. 

When you look at your checklist, you should feel energized, not exhausted.  
That’s how you know your checklist is “just right.” 

Tiny Goals

I will consider each topic, one 
by one, and choose the one 
that feels the most exciting.

I will download a book  
outline template.

I will look at my calendar and 
pick a 3-day block of time 

when I can clear my schedule 
and focus 100% on my book.

I will put on a thirty-minute 
music playlist, light a candle, 
have some coffee, and make  
a list of possible book topics.
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Why it is Crucial to Remove Distractions
• Most Americans spend 142 minutes per day doing social networking, including posting, comment-

ing, sending private messages, or passively scrolling and lurking without interacting.

• If you are 30 years old and you spend 142 minutes per day on social media, by the time you are 90 
years old, the grand total is 3,109,800 minutes, which equals 5.91 years of your life.

• The average iPhone user unlocks their phone 80 times a day. That’s about once every 10 minutes 
while awake.

• If you add up every tap, every swipe, every click, most people touch their phone 2,617 times a day.

• More than 70% of people feel distracted at work every single day.

• When you are concentrating on a project, every time you get interrupted or distracted, it takes an 
average of 23 minutes and 15 seconds to get refocused on your task. 

Sources: Statista, Apple Touch ID Report, Business Insider, Udemy Survey, University of California Irvine Study. 

Stats
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In summary

Most people are extremely distracted. 

We created this mess. We can uncreate it, too.
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Distractions Make it Impossible to do “Deep Work.”
Author Cal Newport defi nes deep work as any kind of work that:

• Challenges you and pushes you creatively (this is not the type of work that 
you can do half-heartedly while skimming email and watching Netfl ix!)

• Requires deep concentration, focus, undivided attention

• Leads to work that is truly excellent, groundbreaking, brilliant—your very 
best and highest work

• Leads to work that is original, fresh, diffi  cult to replicate—one of a kind

When you allow yourself to be continually interrupted and distracted, then 
you can’t concentrate fully, and you can’t do deep work.

Read the book Deep Work by Cal Newport to learn more about this concept.
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Deep Work Could Be....
  Writing an essay that touches people’s hearts and minds

  Inventing a tool that saves lives

  Creating a new methodology that changes your industry 

  Composing an album of music

  Creating a family cookbook that’s so beautiful your grandma 
bursts into tears

  Styling your home so it feels like a sanctuary

Anything that feels like one of 
“the best things you’ve ever done”
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Write down 5 of your main distractions 
and interruptions. 

What are they? 

And what are you going to do about this?
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The Connection between Stress and Your IQ Score

The same is true for adults.

Research shows that when you feel stressed out—for 
any reason—you temporarily lose 10 to 15 IQ points.

This puts your brain into an impaired state—similar to 
being sleep-deprived or hungover. 

Not good.

In a low-IQ state, it is very difficult to think clearly, 
solve problems effectively, concentrate, and get 
things done. 

You’re at a cognitive disadvantage. 

“Children who are under  
emotional or physical stress  

score 13 percent lower on 
intelligence tests than 

youngsters who are functioning 
virtually worry-free.” 

Georgetown University stress index comprised of 4,000 children,  
as reported in The New York Times
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How could you bring your stress levels 
down—so you can boost your IQ?

Write down 3 ideas. 
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What to Say to Yourself When You Feel Like Giving Up

Picture yourself on the brink of giving up. 

It all feels too hard, too slow, too discouraging, too daunting, just too 
much. 

Imagine that your hero calls you on the phone at this exact moment.

You vent to your hero and explain all your struggles and worries and con-
cerns. You tell them, “I just don’t think I can do this.” “It’s too hard.” “I’m so 
tired.” “I just can’t.”

What would your hero say to you?

Write it down. 

This is your Hero Thought.

This is what you need to say—to yourself—during the moments when you 
feel like quitting.
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  8 things you need in order to get 
anything done: 

Time • Energy • Motivation  
A Realistic Plan • Workspace 
Full Concentration • A Hero Thought 
The X Factor

  To get extremely motivated, write 
down your 5 reasons why.

 
  Set tiny goals that feel realistic and 

achievable.

  Remove distractions so you can ac-
cess your full brain power.

  Lower your stress levels to boost 
your IQ by 10 to 15 points so you 
can think clearly and work faster.

  When you feel like giving up, say 
your Hero Thought to yourself. And 
read your list of 5 reasons. Re-
member why you started. This will 
motivate you to finish.

Everything we’ve covered so far
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Do all those things—
—and that’s how you become

a person who fi nishes 
what they start.
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Refl ect

What is the main thing you’ve gained 
from this class so far? 

Is there one concept or idea that is 
sticking with you especially strongly?

How are you feeling about your task 
or project right now?
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Thank you for being here today!
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If you enjoyed today’s class, 
you might enjoy taking a course 

and working with us.

We’ve got a couple options for you.
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Goal: Create a newsletter 

that people absolutely love 
reading, send it out consis-
tently, and grow a bigger 

mailing list.

Check out Newsletter Magic

 
Goal: Write powerful emails 
that inspire people to say, 

“Yes!” Emails that lead to cli-
ents, collaborations, media 

opportunities, and more.

Do The Email Course

 
Goal: Get more clients and 

customers, make more mon-
ey, and run a successful busi-
ness—but without using so-

cial media. 

Do The Marketing Without 
Social Media Course

 
Goal: Write and self-publish 
a beautiful book—and enjoy 

the process. 

Do The Tiny Book Course

Check out Book Production 
Services

Which goal do you want  
to accomplish first?
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Let us help you get it done!

When you enroll before January 1, 2021…you save money! 

Take $100 off  any course. Thank you for being an early bird!

We will email you very soon with all the info on how to enroll.
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Thank you! Happy holidays! 
Hope to see you again soon. 


