
 



Just Do It: How to Stop Putting Things Off and Achieve Your Goals 

 

 

 
w w w . c o n t e n t - q u e e n . c o m  

 

Page 2 

 

 

 

                                                    

I’m Lindsey Archibald (A.K.A the Content Queen).   

I’m a broadcaster, digital writer and author. 

 

Each week I help businesses boost their profits by 

taking the mystery out of successful digital marketing.  

 

The advice I give is often simple, free or low cost. What I 

teach are proven digital marketing methods used by the 

country's most successful companies. 

 

Only a very small percentage of firms are incredibly 

profitable and can attract new business easily. That’s because their owners 

understand the steps to successful digital marketing. 

 

Powerful marketing isn't rocket science and it doesn’t have to cost you a fortune. 

 

With my series of eBooks that are available I will:  

 Help transform your online presence in free, easy steps 

 Help your business thrive despite the competition 

 Help you become a multi-level digital marketer  

 Help you get to grips with low cost ways to generate sales leads 

 Help you make your marketing work when so many are getting it wrong 

 

For tips, cheat sheets, checklists, videos and eBooks that will keep you ahead of 

your business competitors while boosting your profits then join my FREE VIP Digital 

Marketing Club. 

If you want your business to have a successful digital future then please sign up 

today at: 

www.content-queen.com  

 

 

http://www.content-queen.com/VIP-DIGITAL-MARKETING-CLUB.html
http://www.content-queen.com/VIP-DIGITAL-MARKETING-CLUB.html
http://www.content-queen.com/VIP-DIGITAL-MARKETING-CLUB.html


Just Do It: How to Stop Putting Things Off and Achieve Your Goals 

 

 

 
w w w . c o n t e n t - q u e e n . c o m  

 

Page 3 

 

Copyright © 2015 by Lindsey Archibald 

All rights reserved. No part of this publication may be reproduced, distributed, or transmitted 

in any form or by any means, including photocopying, recording, or other electronic or 

mechanical methods, without the prior written permission of the publisher, except in the case 

of brief quotations embodied in critical reviews and certain other non-commercial uses 

permitted by copyright law. 

The information contained herein is published as a guide only. 

For permission requests, contact to the publisher via her website  

www.content-queen.com 

  

http://www.content-queen.com/


Just Do It: How to Stop Putting Things Off and Achieve Your Goals 

 

 

 
w w w . c o n t e n t - q u e e n . c o m  

 

Page 4 

Table of Contents 

 

Introduction: Procrastination & the Root of the Problem .......................................... 6 

Why Do We Procrastinate? .......................................................................................... 8 

We Never Have Enough Time ................................................................................... 10 

How This Book Works ................................................................................................ 10 

The Easy Way & the Hard Way ................................................................................. 11 

 

Step 1: It All Starts With Settings Goals .................................................................... 12 

 

Step 2: Make a Plan To Get You From A To B .......................................................... 16 

What is a Plan? .......................................................................................................... 16 

Setting a Realistic Timeframe .................................................................................... 17 

How to Create a Plan ................................................................................................. 17 

Creating Milestones ................................................................................................... 19 

 

Step 3: Break Down Your Milestones ........................................................................ 23 

How to Break Down a Milestone ................................................................................ 25 

Hey, What about Procrastination & All the Rest? ....................................................... 25 

 

Step 4: Eliminate Distractions .................................................................................... 28 

Start With Your Schedule ........................................................................................... 28 

Making Your Goal Time a Priority .............................................................................. 30 

Eliminating Distractions .............................................................................................. 30 

A Word about Distractions ......................................................................................... 31 

 

Step 5: Feel The Fear But Do It Anyway .................................................................... 32 

Why You Have Fears And What To Do About It ........................................................ 32 

 

Step 6: Beat Procrastination In 5 Stages .................................................................. 35 

Stage One: Identify the Problem ................................................................................ 36 

Stage Two: Decide If It is Legitimate .......................................................................... 36 

Stage Three:  Look at Your List of Reasons .............................................................. 36 



Just Do It: How to Stop Putting Things Off and Achieve Your Goals 

 

 

 
w w w . c o n t e n t - q u e e n . c o m  

 

Page 5 

Stage Four: Imagine Yourself at the End of Your Goal .............................................. 37 

Stage Five: Just Do it! ................................................................................................ 37 

Don’t Overextend Yourself ......................................................................................... 38 

 

Step 7: Get And Stay Motivated ................................................................................. 39 

 

Putting It All Into Action – Your Game Plan .............................................................. 44 

 

My Final Words ............................................................................................................ 47 

 

 



Just Do It: How to Stop Putting Things Off and Achieve Your Goals 

 

 

 
w w w . c o n t e n t - q u e e n . c o m  

 

Page 6 

Introduction: Procrastination & the Root of 

the Problem 
 

 

 

If you have ever found yourself wondering why you haven’t reached the success that 

you want for yourself, or why your life isn’t how you have imagined it, the problem 

just might lie in procrastination and putting things off. In fact, if you are reading this 

book, the odds are pretty good that’s the case.  

 

Procrastination, distractions and putting off important tasks are at the root of most 

people’s lack of success, and it is something that highly successful people don’t 

suffer from. Don’t get me wrong, even the most successful people in the world 

procrastinate occasionally and everyone obviously gets distracted sometimes, but 

highly successful people don’t let it stand in the way of what they want. They find 

ways to overcome it.  

 

At first, when you have made a habit of procrastination, it can seem like reaching 

goals and quitting your procrastinating ways is almost impossible, but the truth is, 

people overcome it every single day, and you and I are no different than they are. 
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What you need most is a plan of action – a step-by-step guide that will show you 

exactly how to eliminate procrastination from your life once and for all, and teach you 

how to make a habit of getting things done right away.  
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Why Do We Procrastinate? 
 

 

 

Sometimes, procrastination is based on fear. We don’t do what we want to, or think 

that we should, because we are afraid of failure, afraid of how much work it will be or 

have other fears.  

 

Consider an aspiring musician. He or she knows that in order to be as good as some 

of their favourite musicians, they need to put in an hour or two of practice every 

single day. They might start strong, practicing two or three hours a day for the first 

few days, but then they begin to see that they are nowhere near the level that they 

want to be (even though they are just beginning) and begin to fear that they will 

never get to that level and will instead have wasted half of their life practicing. This 

fear pervades their thoughts and eventually, practice time gets shorter or less 

frequent, and they stop practicing entirely.  

 

In other cases, we procrastinate because we are simply feeling lazy. It is a lot of 

work to accomplish something great, and even though most of us want to do exactly 

that, the work seems insurmountable. You might have convinced yourself that doing 

X will result in Y, but just aren’t taking the steps to do it. Laziness is almost never the 

sole reason that we don’t accomplish our goals, but it does factor in.  
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We also procrastinate because there are plenty of small, fun tasks that can be done 

during the day. For example, if you wanted to write a novel, and you were planning 

to write 1000 words, you might do small tasks that seem more appealing instead – 

such as naming your characters, creating back stories for them, or drawing a 

diagram of the town that you are setting your novel in. This stuff does have its time, 

but its time is not when you have decided to write 1000 words on your novel. This 

guide will not only address this issue, but will show you how to solve it easily.  
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We Never Have Enough Time 
 

If a person were to actually do everything on their to-do list 

all at once, without any time for distractions, breaks or 

extra tasks, they would probably find that they could finish 

in as little as three or four hours, and then have the rest of 

the day to do what they want. However, we never seem to 

do that. We can stretch out a one-hour project into a four-

hour one easily with a little procrastination and a lot of 

loose schedule management. This guide will also address this issue, and teach you 

how to plan effectively and stick to that plan.  

 

How This Book Works 
 

This book was designed as a step-by-step guide. There are seven main steps that 

you will be following, but each step will be broken up into smaller ones (a philosophy 

that you’ll soon be implementing yourself) and be easily digestible, or able to be 

completed easily in a short period of time. This book was designed for you to begin 

at the beginning and to complete each step at your own pace.  

 

This book was also designed as a framework rather than a book chock-full of tips on 

eliminating procrastination and managing your time better. It is likely that your head 

is full of tips on these things, as you have probably tried to solve this problem before 

now.  

 

Obviously, simply giving you the information didn’t work – and almost never works – 

so this book is different. This book will take you through the entire process of 

completing a single, large goal and removing all of the obstacles that usually stand in 

your way like poor time management and getting distracted by email, Facebook and 

other techno-distractions.  
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In other words, it will be up to you to use this framework for each of your goals. Once 

you understand the process and have worked your way through a single goal, you 

will have no difficulty doing it with the other goals in your life.  

 

 

The Easy Way & the Hard Way 
 

You know in movies how the villain always asks the hero whether he wants the easy 

way or the hard way? In other words, does the hero want to come quietly or does he 

want to fight his way through, taking more time and expending more energy. For 

some reason, the hero always chooses the hard way, but you don’t have to do that 

here. In fact, once you understand this guide, you will find that achieving your goals 

is easy. In the past, you have always done exactly what that movie hero did – chose 

the hard way, but now I’m going to show you the easy way, and after reading this 

book, you’ll wonder why you have been choosing the hard way for so long. Let’s get 

started, because there is no time like the present.  
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Step 1: It All Starts With Settings Goals 
 

 

 

Your first task in reaching your goal is to set one. That makes sense, right? But it 

isn’t as simple as writing something down on a piece of paper. You need to make 

sure that you have a specific goal, one that has benchmarks and can actually be 

measured. We’re going to use fitness as an example goal throughout most of this 

guide, so let’s get started with setting our first fitness goal.  

 

Goal: To get in shape 

 

Good. You have a goal. But what does getting in shape mean? How do you know 

when you achieve it? What specific measureable results do you need to have to 

know that you are “in shape?” See what I mean about specifics. So, let’s try setting 

that goal again.  

 

Goal: To weigh 185 pounds 

 

That’s much better, much more specific and gives you an actual measurement that 

you can use when you have reached the goal. When you weigh 185 pounds, you’ll 

know that you are in shape. But what if you have other goals along with the weight 



Just Do It: How to Stop Putting Things Off and Achieve Your Goals 

 

 

 
w w w . c o n t e n t - q u e e n . c o m  

 

Page 13 

loss? What if you want to build muscle as well and be able to run 3 miles a day 

without any problems? So, we need to get more specific.  

 

Goal: To get in shape – meaning to weigh 185 pounds, have 20 inch biceps and be 

able to run a mile in less than 10 minutes 

 

That’s much better. Now we have defined exactly what you want from your goal, but 

there is one problem still remaining. Can you spot it? Your goal doesn’t leave any 

room for flexibility. For example, what if you simply can’t have 20 inch biceps? If you 

have a very small frame, you not only might not be able to achieve that goal (or at 

least not achieve it for a very long time) but you might look extremely silly with biceps 

that large.  

 

Also, since muscle is more dense than fat, it is very probable that you can weigh 200 

or even 225 pounds and still be in shape, maybe in the best shape of your life. So, 

you need to allow for a little flexibility in the goal. This might not seem important, but 

in fact, it is vital. When you start the long journey to achieving your goal, your mind 

will be looking for any and every excuse to stop. If you subconsciously realise that 

you aren’t going to be able to have 20 inch biceps, your mind will have a very easy 

time talking you out of working out. So, let’s try setting that goal one last time.  

 

Goal: To get in shape.  

 

Benchmark 1: Weigh between 185 and 225 pounds 

 

Benchmark 2: Biceps 17-20 inches 

 

Benchmark 3: Run a mile within 9 minutes, or 3 miles within 30 minutes.   

 

Benchmark 4: Feel fit, trim and in shape. 

 

See how much more clearly you can see the end result of that goal, and how much 

better you feel knowing that you don’t necessarily have to waste away to 185 pounds 
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before you reach it. The main objective is to give yourself a target to shoot for, and 

you don’t need the target to be the tiny bulls eye in the very centre of the target. You 

just need to be within the inner rings.  

 

Just in case fitness isn’t your goal, let’s try this method out with a few other sample 

goals. Many people have the goal of becoming rich, or at the very least, financially 

independent. However, you might want to work on making more money rather than 

vague terms like “rich” and “financially independent.” Making more money is 

something that you can set benchmarks for.  

 

Goal: To make more money 

 

Benchmark 1: Have an income of at least $100,000/ £50,000 per year.  

 

Benchmark 2: To have total debt (not including mortgage) of less than $1000/ £500.  

 

Benchmark 3: To work 30 hours a week or less. 

 

So, in this example, you have some clearly defined financial goals. You want to 

increase your income, but you don’t want to work more hours than you already do. 

This is a great end goal to have, because it clearly defines what you want and gives 

you a definite set of goals. You might have to work more than 30 hours while you are 

reaching the goal, but your goal isn’t to work 30 hours per week while you are on 

your way to financial freedom, it is to eventually get there, and that is an important 

distinction. Let’s do another.  

 

Suppose that you have a goal that is difficult to define, like being less awkward in 

social situations. You can still make benchmarks that you can use to measure your 

success. For example:  
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Goal: To improve social skills 

 

Benchmark 1: Have at least 15 people that you consider a friend, and consider you a 

friend. 

 

Benchmark 2: Get at least 1 phone number from a member of the opposite sex when 

you go out. 

 

Benchmark 3: Feel comfortable in a group of people.  

 

Now, bear in mind that you don’t need exactly three benchmarks, although you 

should have at least two, and you probably shouldn’t have more than six or seven 

because it will discourage you knowing that you have to reach those requirements 

before you can call your goal completed.  

 

Also, it is important to keep in mind that you don’t have to show your goals to 

anyone. You can be as specific and bare your heart completely, because no one has 

to see your goals. There will be no teacher at the end of this book showing up, 

demanding to see your goals.  

 

So, let’s get started with the first step. Write down a goal that you want to achieve 

and include 2-7 benchmarks with it that will help you know when you reach that goal. 

Take some time and think about it. This book was designed to work at your pace, so 

take as much time as you want and come back to the next chapter when you have a 

goal, clearly defined benchmarks and are ready to learn how to proceed to achieve 

it.  
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Step 2: Make a Plan to Get You from A To 

B 

 

 
 

Your second step in reaching your goals and eliminating distractions and 

procrastination from your life is making a plan. If you are like most motivated people, 

you have probably made a plan before. In fact, you have probably made dozens of 

plans, each of them as doomed to fail as the previous one. Why? Because you 

haven’t yet learned the mechanics of making a good plan that will always succeed.  

 

What is a Plan? 
 

A plan is simply a way for you to get from point A to point B. You wouldn’t think of 

travelling across an unfamiliar part of the country without a map, would you? A plan 

is your map to reaching your destination – the goal that you have set for yourself and 

likely the bigger that the goal is, the more detailed that your plan will have to be. 

Plans can be as simple as a goal and an instruction for achieving it, or as complex 

as a whole list of instructions and times to perform them, but the type of plan that you 

want to make is one that gives you a path and set of milestones on the way to your 
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plan. You already have your end benchmarks, which means that you’ll know when 

you actually arrive at your destination, but just like road signs when travelling along 

the road, you’ll want milestones along the way that tell you that you are on your way 

to achieving your goals, and that you are on track with whatever time frame that you 

have set.  

 

Setting a Realistic Timeframe 
 

The timeframe is exactly the next subject that we’ll 

cover. Timeframe is something that many people 

struggle with because they often don’t give 

themselves enough time to achieve their goals, 

which causes instant frustration.  

 

Your subconscious mind is much smarter than 

your conscious one. It knows that you aren’t going 

to lose 100 pounds in six months. The only way that it is likely to happen is if you put 

everything in your life on hold and spent 8-10 hours a day in the gym, working out, 

and eating just a few hundred calories a day. Not only is that extremely unhealthy, it 

is usually impossible.  

 

A smaller majority of people give themselves too much time to achieve their goals, 

and that causes a different problem. This creates apathy and laziness. You want to 

pay off £10,000 worth of debt in the next 20 years? That is perfectly achievable but it 

leaves a lot of room for getting into debt and getting out again. In other words, it 

removes the immediacy from the goal. So, you need to find a balanced timeframe 

that isn’t too long, but definitely isn’t too short.  

 

How to Create a Plan 
 

Your plan isn’t a daily list of activities that will allow you to reach 

your goals, although that is something that many people do when 
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they first set a goal. A plan, as previously mentioned, is a set of milestones that will 

help you determine where you are and whether you are on track, as well as a map 

that tells you how to get to that end result of achieving your goal with the 

benchmarks included. So, let’s use the fitness example that was mentioned earlier to 

create a good, solid plan. Remember this from chapter one? 

 

Goal: To get in shape.  

 

Benchmark 1: Weigh between 185 and 225 pounds 

 

Benchmark 2: Biceps 17-20 inches 

 

Benchmark 3: Run a mile within 9 minutes, or 3 miles within 30 minutes.   

 

Benchmark 4: Feel fit, trim and in shape. 

 

So, to create a plan based upon this goal and the benchmarks, we need to start with 

a timeframe. The timeframe that it takes to achieve this goal will vary based upon 

where you are starting from. If you weigh 250 pounds and are in reasonable shape, 

this goal might only take 3-6 months, but if you are 400 pounds and have never been 

inside a gym, you might want to set your timeframe for 3-5 years or whatever 

realistic time period works for you.  

 

You’ll have to do a little research to determine what a realistic timeframe is for 

whatever goal you have in mind. If you can’t nail down a solid timeframe, don’t worry. 

Just come up with a general timeframe and mark it as “pending.” You’ll have a much 

clearer picture on how long it will take once we create your milestones.  

 

In the case of our example, we’re going to start with a timeframe of two years. So, 

here is what our plan looks like so far.  
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Goal: To get in shape.  

 

Benchmark 1: Weigh between 185 and 225 pounds 

Benchmark 2: Biceps 17-20 inches 

Benchmark 3: Run a mile within 9 minutes, or 3 miles within 30 minutes.   

Benchmark 4: Feel fit, trim and in shape. 

 

Timeframe: 2 Years (December 31st, 2017) 

 

Creating Milestones 
 

 If we use the fitness example that we have been using all 

along, we can easily create milestones along the way. 

Milestones are creating using periods of time, and the ones 

that you will use depend entirely upon what your timeframe is. 

In the case of our example, we are going to create 12 

milestones of two months each. Assuming our starting time is 

January 1st, 2016, here is what our milestone structure will look like.  

 

Milestone 1 (Feb 28th, 2016): 

Milestone 2: (Apr 30th, 2016): 

Milestone 3: (June 30th, 2016): 

Milestone 4: (Aug 31st, 2016): 

Milestone 5: (Oct 31st, 2016): 

Milestone 6: (Dec 31st, 2016): 

Milestone 7: (Feb 29th, 2017): 

Milestone 8: (Apr 30th, 2017): 

Milestone 9: (June 30th, 2017): 

Milestone 10: (Aug 31st, 2017): 

Milestone 11: (Oct 31st, 2017): 

Milestone 12: (Dec 31st, 2017): 
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Now you have the beginnings of a good plan that you can easily track throughout 

your progression. Of course, you next need to fill in your milestones with realistic 

expectations for each. For example:  

 

Goal: To get in shape.  

 

Benchmark 1: Weigh between 185 and 225 pounds 

Benchmark 2: Biceps 17-20 inches 

Benchmark 3: Run a mile within 9 minutes, or 3 miles within 30 minutes.   

Benchmark 4: Feel fit, trim and in shape. 

 

Timeframe: 2 Years (December 31st, 2017) 

 

MILESTONES 

 

Milestone 1 (Feb 28th, 2016):  Lose 10 Pounds (320), Biceps 14 inches, 20 minute 

mile 

 

Milestone 2: (Apr 30th, 2016): Lose 10 Pounds (310), Biceps 14.5 inches, 19 minute 

mile 

 

Milestone 3: (June 30th, 2016): Lose 10 Pounds (300), Biceps 15 inches, 18 minute 

mile 

 

Milestone 4: (Aug 31st, 2016): Lose 10 Pounds (290), Biceps 15.5 inches, 17 minute 

mile 

 

Milestone 5: (Oct 31st, 2016): Lose 10 Pounds (280), Biceps 16 inches, 16 minute 

mile 
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Milestone 6: (Dec 31st, 2016): Lose 10 Pounds (270), Biceps 16.5 inches, 15 minute 

mile 

 

Milestone 7: (Feb 29th, 2017): Lose 10 Pounds (260), Biceps 17 inches, 14 minute 

mile 

 

Milestone 8: (Apr 30th, 2017): Lose 10 Pounds (250), Biceps 17.5 inches, 13 minute 

mile 

 

Milestone 9: (June 30th, 2017): Lose 10 Pounds (240), Biceps 18 inches, 12 minute 

mile 

 

Milestone 10: (Aug 31st, 2017): Lose 10 Pounds (230), Biceps 18.5 inches, 11 

minute mile 

 

Milestone 11: (Oct 31st, 2017): Lose 10 Pounds (220), Biceps 19 inches, 10 minute 

mile 

 

Milestone 12: (Dec 31st, 2017): Lose 10 Pounds (210), Biceps 20 inches, 9 minute 

mile 

 

Okay, pay attention because this is important. These milestones are not set in stone. 

You’re going to change them later. That’s right – we’re adding in the all-important 

flexibility. You may not reach your goal of 14 inches after just two months. You may 

have to spend some time learning how to work out first. You might also exceed your 

goal within the first two months on any of the milestones. Every time you reach a 

milestone, figure out your milestone benchmarks and reset your milestones 

accordingly.  

 

This is an extremely important step, because if you only lose 5 pounds the first two 

months instead of ten, your mind is going to try to make you quit if you simply add 

the 5 pounds to the next milestone (for a total of 15 pounds in two months). Also, 

particularly with losing weight, you are likely going to lose a lot of weight in the 
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beginning and a little bit at the end. That’s because the more you weight, the higher 

your metabolism (don’t believe the myth that heavy people have slower metabolisms 

than skinny people. It just isn’t true). You must adjust your milestones every time you 

reach one. You won’t be able to reach your goal otherwise.  

 

So, now that we have our goal, our benchmarks at the end and our milestones, each 

with their own benchmarks, we can proceed with Step Three – breaking down a 

milestone. Whenever you have your milestones completed, move onto the next 

chapter.  
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Step 3: Break Down Your Milestones 
 

 

 

We already know a fair bit about the imaginary person that is going to be using our 

sample plan, so we may as well name him. We know that Dave (our imaginary 

person) is 310 pounds, has 13 inch biceps currently and can run a mile in just over 

20 minutes. We also know that his goal is to get in shape. Let’s take another look at 

Dave’s plan before we move onto how to break down a milestone.  

 

Robert’s Plan 

 

Goal: To get in shape.  

Benchmark 1: Weigh between 185 and 225 pounds 

Benchmark 2: Biceps 17-20 inches 

Benchmark 3: Run a mile within 9 minutes, or 3 miles within 30 minutes.   

Benchmark 4: Feel fit, trim and in shape. 

 

Timeframe: 2 Years (December 31st, 2017) 

 

 

 



Just Do It: How to Stop Putting Things Off and Achieve Your Goals 

 

 

 
w w w . c o n t e n t - q u e e n . c o m  

 

Page 24 

MILESTONES 

Milestone 1 (Feb 28th, 2016):  Lose 10 Pounds (320), Biceps 14 inches, 20 minute 

mile 

 

Milestone 2: (Apr 30th, 2016): Lose 10 Pounds (310), Biceps 14.5 inches, 19 minute 

mile 

 

Milestone 3: (June 30th, 2016): Lose 10 Pounds (300), Biceps 15 inches, 18 minute 

mile 

 

Milestone 4: (Aug 31st, 2016): Lose 10 Pounds (290), Biceps 15.5 inches, 17 minute 

mile 

 

Milestone 5: (Oct 31st, 2016): Lose 10 Pounds (280), Biceps 16 inches, 16 minute 

mile 

 

Milestone 6: (Dec 31st, 2016): Lose 10 Pounds (270), Biceps 16.5 inches, 15 minute 

mile 

 

Milestone 7: (Feb 29th, 2017): Lose 10 Pounds (260), Biceps 17 inches, 14 minute 

mile 

 

Milestone 8: (Apr 30th, 2017): Lose 10 Pounds (250), Biceps 17.5 inches, 13 minute 

mile 

 

Milestone 9: (June 30th, 2017): Lose 10 Pounds (240), Biceps 18 inches, 12 minute 

mile 

 

Milestone 10: (Aug 31st, 2017): Lose 10 Pounds (230), Biceps 18.5 inches, 11 

minute mile 

 

Milestone 11: (Oct 31st, 2017): Lose 10 Pounds (220), Biceps 19 inches, 10 minute 

mile 
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Milestone 12: (Dec 31st, 2017): Lose 10 Pounds (210), Biceps 20 inches, 9 minute 

mile 

  

 

How to Break Down a Milestone 
 

You still should only have a general idea of how to get to your end goal if you have 

followed along so far. But that’s why we’re going to break down your first milestone. 

Here is another important tip. Don’t break down any other milestone except your first. 

Why is that? Everyone in unison now: because your milestones are going to change. 

Good. Now, let’s break down Dave’s first milestone.  

 

Milestone 1 (Feb 28th, 2016):  Lose 10 Pounds (320), Biceps 14 

inches, 20 minute mile 

 

In order to achieve these benchmarks (and you should only be concentrating on 

these benchmarks) you need to decide what you need to do, and how often you 

need to do it. Now, before we get so mired in Dave’s goals that we forget about 

yours, keep in mind that it doesn’t matter if your goal is to write a novel, play, get in 

shape, start a business or achieve financial freedom another way, it is all the same. 

We need to break down a milestone to know exactly what we have to do.  

 

Hey, What about Procrastination & All the Rest? 
 

You might be wondering when the information comes about procrastination and 

eliminating distractions. Be patient, because unless you have a clearly defined plan-

of-action, eliminating all of the distractions in the world and never procrastinating 

ever again will get you exactly nowhere.  

 

As mentioned, unless you have a map to get you to your goal, you have no chance 

of reaching it, even if you are locked in a room with no television, phone or computer 
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and have zero to do but work on it. Unless you have a goal, with clearly defined 

tasks to reach it, eliminating those things won’t help. But not to worry, that 

information is coming.  

 

Let’s get back to breaking down a milestone. Dave’s milestone is below. He wants to 

lose 10 pounds, have 14 inch biceps and run a 20 minute mile. Assuming that Dave 

is 330 pounds, has 13 inch biceps and runs a mile in about 25 minutes, this goal is 

perfectly achievable in two months. 

 

Milestone 1 (Feb 28th, 2016):  Lose 10 Pounds (320), Biceps 14 

inches, 20 minute mile 

 

You will break down your milestone using one benchmark at a time. If you want to 

lose 10 pounds, you will need to break down your milestone into even smaller steps. 

You know that there are 8 weeks in two months, so let’s take Dave’s goal of losing 

10 pounds and break it down for those 8 weeks. That’s 1.25 pounds per week.  

 

Now, in order to reach his goal of adding an inch to his biceps by the first milestone 

he will need to break it down for 8 weeks. This one is easy. He just needs to add 1/8 

of an inch per week to his bicep.  

 

Finally, he wants to run a mile in 20 minutes. Currently, he can run a mile in 25 

minutes. That means for Dave’s milestone, he needs to eliminate about 40 seconds 

from his time every week. So, here is what a breakdown of Robert’s first milestone 

will look like.  

 

Milestone 1 (Feb 28th, 2016):  Lose 10 Pounds (320), Biceps 14 

inches, 20 minute mile 

 

Week 1: Lose 1.25 Pounds, Add 1/8” to biceps, Run mile in 24:20 

Week 2: Lose 1.25 Pounds, Add 1/8” to biceps, Run mile in 23:40 

Week 3: Lose 1.25 Pounds, Add 1/8” to biceps, Run mile in 23:00 
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Week 4: Lose 1.25 Pounds, Add 1/8” to biceps, Run mile in 22:20 

Week 5: Lose 1.25 Pounds, Add 1/8” to biceps, Run mile in 21:40 

Week 6: Lose 1.25 Pounds, Add 1/8” to biceps, Run mile in 21:00 

Week 7: Lose 1.25 Pounds, Add 1/8” to biceps, Run mile in 20:30 

Week 8: Lose 1.25 Pounds, Add 1/8” to biceps, Run mile in 20:00 

 

See how easy Dave’s goals have become once they have been broken down into 

smaller steps, ones that are easily achievable. Now, all Dave (and you) has to do is 

decide what it would take to achieve these little goals. Losing a pound and a quarter 

means that Dave is going to have to burn 4375 more calories than he eats, or 625 

calories per day. Adding an 1/8th of an inch to his biceps will probably require doing 

bicep exercises two or three times a week, and running a mile will require at least 

three runs per week, each one slightly faster than the last.  

 

Now, Dave has all of the information that he needs to reach his goal – concentrating 

mostly on just the first milestone mind you. You can do the same thing. Break down 

your first milestone and decide what you need to do daily or weekly in order to reach 

it. Once you have that list you are ready to proceed with eliminating the distractions, 

the procrastination and the putting-off habits that you have that will keep you from 

achieving it. Setting your goals and creating your milestones is just the first step. You 

actually need to do the tasks that you have set for yourself, and that’s what the next 

few chapters are about.  
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Step 4: Eliminate Distractions 
 

 

Distractions are all around us. Most of us have our phones, which are our lifelines to 

the time-sucking (but addictive) websites like Facebook, Twitter, Instagram and 

Email. Besides these techno-distractions, we also have our spouse, vying for our 

attention, our children, our extended family members, all who want a piece of our 

time, plus our friends want to see us once in a while. Add to all that the 40-50 hours 

per week that you spend at work and it is easy to see why we don’t have time to 

achieve our goals – or at least why we think we don’t have the time. So, how do you 

solve these problems? 

 

Start With Your Schedule 
 

You might already have a schedule, but it is likely that you 

don’t include most of what you do during the day on it. For 

example, you might know that you have to be up at 6am to 

make breakfast and get the kids off to school, and be to 

work by 8am, but what I want you to do is make a schedule 

for literally everything that you do. You have a lot of people 
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vying for your attention and time, but if you schedule the time for them, you will find 

that you have plenty of space to achieve your goals. 

 

Let’s go back to Dave and his goals.  

 

Dave somehow needs to find time to run a mile a few times a week, work out at the 

gym and watch what he eats. Dave is a typical guy, as many of the people reading 

this book are bound to be, and has a wife, children, friends, a full-time job and other 

obligations. But Dave simply needs to move some things around to make time for his 

goals. This isn’t always easy, but it is achievable.   

 

For example, since Dave works Monday – Friday, he could run on Wednesday 

evenings, and then on Saturday and Sunday. That should allow him to be able to 

shave off that 40 seconds that he needs to achieve his weekly goal by the end of the 

week. Dave also needs to cut down on his calories, or burn more through exercise. 

All Dave has to do is cut down on his food intake by about 625 calories a day, which 

is as simple as eliminating one Big Mac & small fries from his diet, or trading in that 

morning White Chocolate Mocha Latte for a cup of black coffee instead. As for the 

gym, Dave needs about 45 minutes, three times a week, to achieve his goal. So, if 

he can find 45 minutes on Monday, Thursday and Saturday evenings to work out for 

45 minutes (even better if he has a home gym) and run a mile on Wednesday 

evenings and sometime on Saturday and Sunday, Dave will be able to achieve his 

goal.  

 

You also can achieve your goal by doing the same thing. Figure out how much time 

you need to devote to your goals and make time for them. Squeeze them in however 

you can, but make them a priority. Then, I’ll explain how to eliminate the distractions 

of Facebook, Twitter, kids, friends and other obligations to make sure that you 

achieve your weekly goals.  
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Making Your Goal Time a Priority 
 

If you know that if you don’t pay that traffic ticket by the end of this week, the fine will 

double; you will probably find the time to pay it, won’t you? Even if you have to go 

down to the courthouse and stand in line for two hours to pay the ticket, you would 

still find the time to pay it somehow. Your goals should be even a higher priority. 

While you may not always be able to work on them at the same time every day or 

week, they must be completed. Say it with me: They must be completed.  

 

I suggest making a weekly checklist of what you need to do to achieve that week’s 

goals and hanging it somewhere where you’ll have to walk past it often, even if that 

means directly over the toilet in your bathroom. As you complete each item, check it 

off and make sure that everything is checked by the end of the week.  

 

Eliminating Distractions 
 

We’re going to take all of the time-sucking distractions and find out exactly how you 

can eliminate them from your goal time. Remember, your goal time is sacred. The 

check list must be completed, and that means that distractions are not allowed 

during goal time.   

 

Facebook, Twitter & Social Media: This one is easy. 

Don’t bring your phone to goal time. You can use it 

whenever you aren’t working on your goals, but during 

goals time, your phone is not allowed. Neither is your 

tablet or matches and kindling (in case you want to tweet 

smoke signals). Nothing is allowed to interfere with goal 

time. Period. Obviously, I’m not going to add your 

computer and internet access to this list, because you may need it for whatever goal 

you are trying to achieve, but social media is not allowed during goal time (unless it 
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is directly related to your goal). The only thing that you are allowed to do during goal 

time is complete what is on your checklist.  

 

Kids/Spouse/Friends: Let everyone know that you are going to be doing X on Day 

Y and Z and that you cannot be bothered during that time. Lock the door if you have 

to, or complete the item on your checklist out of the house and away from everyone.  

 

Other Obligations: You have church or charity board meetings? You have been 

asked to be a speaker at the Rotary Club? If it interferes with goal time then cancel 

it. You need to make sure that you make goal time and completing that weekly 

checklist one of your top priorities.  

 

A Word about Distractions 
 

In another book, you might have found this entire chapter devoted on means to 

disconnect yourself from the digital world using website blocking software or some 

other means to keep you from using social media or watching YouTube videos. 

However, as I mentioned at the beginning of this book, this plan is different than 

what you might be used to. I’m not going to fill this book up with suggestions on how 

to eliminate distractions and overcome procrastination unless it directly relates to 

your goal time. 

 

The reason that most people fail at achieving their goals is not because they need to 

eliminate Twitter, Facebook and the internet in general from their life – it is because 

they don’t understand how little time it really takes to achieve their goals. Anyone 

can stay off Twitter and Facebook and avoid family obligations for the however many 

hours a week that it takes to achieve a goal, as long as they understand that goal 

time is one of their main priorities.  

 

In the next chapter, we’ll talk about how to deal with fears that might prevent you 

from completing your checklist.  
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Step 5: Feel the Fear But Do It Anyway 
 

 

 

If I have made achieving goals sound easy, then I apologise. It isn’t as difficult as 

most people think, but it also isn’t easy. The main reason that it is difficult, even if 

you break it into small chunks like I have suggested is that you’re going to be 

overwhelmed with fears when you first start, and pretty much every step along the 

way, although it does get easier the longer that you have been working on a goal.  

 

Why You Have Fears and What to Do About It 
 

Humans are natural fear-mongers. We are fearful about everything, and it extends to 

just about every part of our life. We’re fearful about our homes being robbed so we 

lock our doors. We’re fearful about someone picking the lock, so we buy a dog. 

We’re fearful about the dog not reacting when someone tries to break in so we get 

an expensive alarm system. Most importantly, as it relates to our topic, we’re fearful 

that we’re not going to reach our goals – or even worse – that we won’t be happy 

once we do.  
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Fear can hold us back from achieving our goals, and it can be the number one factor 

for our lack of success. Fear doesn’t just manifest itself once and then disappear 

either; it comes in a vicious cycle that keeps you from success. For example, let’s go 

back to Dave and his goal of getting in shape. Reasons vary why someone would 

want to get in shape. Some people just want to be healthy and live longer, others are 

doing it for the opposite sex (a perfectly acceptable reason believe it or not) and 

some have serious reasons for doing it like a heart condition, diabetes or they want 

to become an actor or recording artist and want to be fit and trim to do it.  

 

Dave’s reason – since he’s imaginary I’m imagining – is that he wants to be healthy 

and live longer. But the first time that Dave heads out to the track to run his 24 

minute mile the fears will start plaguing him. What if this doesn’t work? You’ve been 

overweight your whole life, what makes you think that anything will change now? 

You’re too old to get in shape. You could lose weight and get healthy and then get 

run over by a truck, so why not enjoy life? 

 

All of this self-talk that Dave is having (which will very likely be similar to the self-talk 

that you will have) is based in fear. All of it. And Dave has been letting fear keep him 

from losing weight his entire life. He starts having these fears, and they start 

changing his mind about his goals. There is only one thing that you can do with 

these fears. Ignore them.  

 

They aren’t going to go away. They aren’t going to stop trying to get you to quit going 

after your dreams. Fears will always exist, and the best way to deal with them is 

simply to ignore them.  

 

The first step in learning to do so is being honest with yourself. You know that the 

lies that your fears are trying to tell you are just that – lies. But you want to believe 

them so that you don’t have to put forth the effort required for change. Don’t feel bad 

– it’s all part of the human condition and all of us do it. But try to look past those 

fears when they pop up and truly ask yourself if any of the things that the fears are 

telling you are likely to be true. Then, ask yourself if you would want to accomplish 
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the goal even if it did turn out to be the truth. You’ll find that the answer will always 

be yes – you would.  

 

If you are struggling with fears, the best way to overcome them truly is by ignoring 

them and doing it anyway. Once you have accomplished a few of your checklists, 

and have reached a milestone or two, you’ll notice that while the fears do not actually 

go away, they do get quite a bit less persistent and quieter.  

 

If you are serious about your goals, you’ll complete them anyway, even in the 

presence of fear, and eventually, overcoming those little voices in your head that we 

all have will be as easy as tuning out low music or muted voices from the neighbours 

in the next apartment. You will have overcome fear. Now, let’s deal with 

procrastination.  
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Step 6: Beat Procrastination in 5 Stages 
 

 

 

Overcoming procrastination isn’t going to be easy. If you are like most people who 

have struggled to reach their goals, you have probably made a habit out of 

procrastination. It is difficult to break a habit but it can be done. The first step is 

obviously making sure that you are aware of what is expected of you – what you 

expect of yourself – and that means putting your goal checklist for the week in a 

place that you will constantly see it.  

 

As previously mentioned, I suggest putting it right over the toilet, or on the bathroom 

door, so that every time you come into the bathroom you will see it and be reminded 

of what you need to do that week. However, as the week continues, you will almost 

certainly find yourself coming up with reasons why you don’t need to complete the 

items on the checklist today – even if you have the time. That can be deadly to your 

plan, because everything rides on you taking those small steps to reach your goals. 

Here is another (surprise!) step-by-step checklist that will allow you to overcome 

procrastination when it crops up.  
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Stage One: Identify the Problem 
 

You’re likely not just procrastinating out of laziness, but even if you are, you need to 

identify the problem. If you look at your list, and you realise that you could spend the 

next thirty minutes completing one of the items on it, but you don’t want to do it, or 

want to put it off until tomorrow, you need to identify why you are feeling that way. It 

could be that those fears that we discussed in the previous chapter are cropping up. 

It could be that you simply don’t remember why you made your goals, benchmarks, 

milestones and weekly goals in the first place. Or it could be that you just happen to 

be feeling lazy that day. You might even have a legitimate reason for not doing it. For 

example, you don’t want to go on a mile run because you only have 30 minutes 

before you have to be back to work and you need to shower after you run a mile. No 

matter what the case, you need to identify why it is that you want to put off 

completing a checklist item until tomorrow and then we can decide what to do with it.  

 

Stage Two: Decide If It is Legitimate 
 

If you have a legitimate reason for not completing the task right now, then it’s fine to 

put it off until tomorrow. If you don’t, then you can move onto the next step in 

overcoming procrastination.  

 

Stage Three:  Look at Your List of Reasons 
 

This does not mean that you should procrastinate further by making a list of reasons 

why you want to accomplish your end goal. You should make this list at the same 

time that you are making your goal or goals and breaking them down as instructed 

earlier. If you find yourself putting off your tasks then you should look at your list so 

that you can get jazzed up once again about accomplishing your goal. We’ll go over 

some more specific motivational techniques in the next chapter.  
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Stage Four: Imagine Yourself at the End of Your Goal 
 

If reviewing your list didn’t do the trick and you still find yourself thinking about 

skipping your goal checklist for the day, then take a few seconds and imagine 

yourself at the end of your goal if you complete it. If your goal is to become 

financially independent and work 20 hours a week, then imagine yourself sitting on 

your couch, knowing that your four hours of work are done for the day and you can 

do anything you want with the rest of your time. If your goal is weight loss or fitness, 

imagine yourself thin, fit and looking great. Imagine yourself out on the town, 

garnering looks from the opposite sex.  

 

Now, spend a few more seconds thinking about what it would be like if you didn’t 

accomplish your goal. Imagine that you are two years older and you are still in the 

same financial state that you are now, or you are in even more debt and are making 

less money than you are right now. If you are concentrating on weight loss, imagine 

that you don’t lose a single pound over the next few years. Imagine the looks that 

you’ll be getting then, and how different they will be from what you’ll get if you 

actually accomplish your goal. Then, imagine if you gained even more weight, 

another 100 pounds for example.  

 

When you finish with these visualization techniques, you should be able to overcome 

procrastination even of the most stubborn variety. If not, go ahead and go onto step 

five.  

 

Stage Five: Just Do it! 
 

If you have reached this point and you are still trying to put off doing whatever it is on 

your weekly checklist that you have time to do, and can’t find a legitimate reason for 

not doing, just do the damned thing anyway! You have made this a goal, and even 

though you have failed at it before, you don’t have to fail this time. You can make this 

happen. You don’t need to be stuck in that financial rut forever, nor do you need to 

be overweight and out of shape. Whatever your goal happens to be, just go ahead 
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and do the task. You’ll feel better after you accomplish it and put a big checkmark 

through the box next to it.  

 

Don’t Overextend Yourself 
 

It is important that you don’t try to accomplish too many goals at the same time, 

because if you do, your procrastination on accomplishing some of them will come 

from simple exhaustion. You can probably find the time to accomplish two or three 

goals at the same time, depending upon what kind of goals they are and the work 

that goes into them. Some goals you may have to do by themselves, but any more 

than two or three goals usually means that you not only don’t have enough time to 

accomplish the weekly goals that will get you to the end of your milestones, it also 

means that you’re exhausted about halfway through the week. Make sure that your 

procrastination doesn’t come from having too many goals at once, and if that is the 

case, just remove one or two of them to complete at a later date.  

 

Now, let’s move onto the seventh and final step in this guide, which will be give you 

some great ways to create motivation and stay motivated throughout your entire 

journey reaching your goals, and not only that, but enjoy the journey.  
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Step 7: Get and Stay Motivated 

 

 

 

You have arrived at the final step of this guide – creating the motivation that you’ll 

need to keep going throughout your goal journey. You’re going to need as much 

motivation as you can, and so this chapter will be structured a little differently.  

 

Rather than go through a step-by-step to keeping motivated or discussing it, I’m 

going to list some great ways that I have found (through my own goal-setting and 

goal-reaching efforts as well as through research) to keep motivated for months or 

years at a time. I strongly suggest that you use at least a few of these as you begin 

your journey and you may end up using them all by the time that you are done.  

 

Track Your Progress Visually: While you already have what you want to achieve 

down on paper (even if your paper is your computer) you also want to put down what 

you have accomplished up to this point. Then, you want to print it out and put it 

somewhere that you will see it every single day. When you are feeling less motivated 

than normal you will look at everything that you have accomplished so far towards 

your goal or goals and you may feel that motivational spurt once again. A giant 
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poster board showing your progress with colourful magic markers does a great job of 

this.  

 

Don’t Get Ahead of Yourself: This is especially true with exercise but the principle 

applies with any goal. You might feel that you can accomplish anything when you 

first start, and that could cause you to overextend yourself and get burned out. 

Resist the temptation and hold back, and only accomplish what is on your goal 

checklist. That’s exactly why we broke it down into little tiny chunks the way we did.  

 

Join a Group: If you are focusing on weight loss, there is a great website called 

MyFitnessPal that is not only a way to track your calories and exercise and help you 

achieve your goals of X pounds per week, but it also is a very social site, allowing 

your friends to see your progress and help encourage you. Depending upon your 

specific goal, there may be groups on the internet that you can join as well as forums 

and Facebook Groups. There may even be meet-ups in real life that you can join and 

attend to stay motivated. Check out Meetup.com to find meetup groups around your 

area. 

 

Post Pictures of Your Goal: This will be different depending upon what your goal 

is, but you should be able to find pictures for just about anything. If your goal is 

financial freedom, then post Photoshop pictures of your bank balance being in the 

hundreds of thousands of pounds range, or a picture of your dream car, boat or 

home. If your goal is weight loss, post a picture of someone that you want to look 

like. Post them somewhere where you are sure to see them all the time like your 

wall, on your desk or even as your computer background.  

 

NOTE: This does not work the opposite way. If you post pictures of yourself 

overweight or a picture of your bank balance hovering around zero you are going to 

be thinking negative and you always want to stay positive about your goals.  

 

Set up a Reward System: Remember creating milestones for your goals, and 

weekly checklists? We did that for several reasons, not just because smaller tasks 

are easier to manage. We break up our goals into smaller tasks because first, you 
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will feel good about even accomplishing a weekly checklist or one milestone, and 

two, so that you can reward yourself when you reach those points. Set up a reward 

system for your checklists, and create larger rewards for your milestones. 

 

Get Someone to Partner with You: If you are trying to lose weight, quit smoking or 

any other goal that you can partner up with someone on, you definitely should. Not 

every goal will be able to make this work but many of them are perfectly suited for a 

“goal buddy.” You will find that you will motivate each other just by knowing that you 

are on the same path. This works even better if you can add in some friendly 

competition – such as (with weight loss) weighing in on a weekly basis Biggest Loser 

style.  

 

Make Completing Checklist Items Pleasurable: A great way to do this is make a 

playlist of your favourite songs, and only listen to them while you are completing 

checklist items. This works extremely well for exercise and weight loss, but it can 

also work while you are on the computer working on financial freedom. You don’t 

necessarily have to use music, but you should try to make accomplishing checklist 

items as pleasantly as you can.   

 

Find a Coach or Mentor: Find someone that you know who has already had 

success in accomplishing the same goal or a similar goal and meet with them once a 

week to review your progress. Not only will you be more motivated knowing that you 

have someone that you have to answer to, but you will also gain valuable insight into 

reaching your goals by finding out about their own experiences in reaching theirs.  

 

Review Your Reason List Often: Remember the reason list that we discussed 

earlier in the chapter on procrastination? You don’t have to wait until you are 

procrastinating something in order to review it. In fact, you should review it regularly 

– daily if you can find the time. An even better solution is to hang it on the wall right 

next to your checklist for the week so that whenever you look at your checklist and 

consider doing something on that list and marking it off, you can glance over at your 

list of reasons and remember why you’re doing it in the first place.  
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Create or Find Inspiration Daily: There are many ways that you can create 

inspiration. You can write down a new reason for accomplishing your goal each day, 

or you can write down something that will change about your life if you have 

accomplished your goal. For example, if you are after financial freedom, you can 

write down a list of things that you won’t have to worry about once you have enough 

money and time to do what you want, or a list of things that you’ll be able to buy 

once you are making the kind of money that you want. If you are doing fitness goals, 

you might write down a list of ways that your life will change every single day once 

you have reached your goal. If you cannot think of a way to create inspiration, 

consider buying one of those calendars that give you inspiration daily, or have 

something inspirational sent to your inbox every day.  

 

Make a Rule - Never Procrastinate More Than Once Per Week: If you make it an 

unbreakable rule that you will not procrastinate more than once per week, odds are 

that you will procrastinate exactly once, and the rest of the week you will accomplish 

what is on your checklist NOTE: Do not allow your “free procrastinations” to roll over 

to another week, and then save them up for a week of accomplishing nothing. You 

will have a really tough time getting motivated once that week is up.  

 

Maintain a Journal: A journal of your thoughts and ideas while you are 

accomplishing your goals can help you to stay motivated. If you find yourself 

becoming discouraged a few milestones from now, simply look back through your 

journal and see how far you have come. This is the same sort of idea as putting up a 

visual representation of your progress, but a journal can be much more effective, 

because it can include how you’re feeling and how you have overcome fears or 

procrastination when these things have cropped up.  

 

Announce Your Goals to the World: This doesn’t necessarily mean that you need 

to do exactly what I said earlier that you wouldn’t have to do – show your goals to 

someone. It just means that whatever goals you feel comfortable sharing, share 

them with everyone you can. Your immediate and extended family is a good start, 

but it can be even more effective with strangers, which is why starting a blog or a 

YouTube channel can be a great motivator for you. Even better, you will be 
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motivating others with your progress and that can keep you going for months or 

years down the road.  

 

Think Positive Thoughts Daily: You want to make sure that each day you wake up; 

you think positive thoughts about your goals. Negative self-talk will get you in a 

negative state of mind and you’ll start letting fears, procrastination and distractions 

keep you from your weekly checklists. Don’t allow negativity in. Always think positive, 

even when you feel discouraged.  
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Putting It All Into Action – Your Game Plan 
 

 

 

If you have made it this far, you should already have your goals, milestones and the 

rest, but in case you decided to read the entire book before beginning, this chapter 

will be a review of everything that we’ve gone over so far so that you can easily 

make your plan from here. Obviously, not everything can be covered in a review 

chapter, or it would be as long as the rest of the book, but we’ll try to go over the 

basics.  

 

Step 1: It All Starts With Setting Goals 

 

Set the first goal that you want to accomplish. Obviously, you’ll do this with every 

goal that you want to accomplish, but you don’t want to overload yourself, so I 

suggest starting with one or two to begin with. Once you have your goal written 

down, create at least two, but no more than six or seven benchmarks that will allow 

you to know when you have reached your goal. If you need more information, revisit 

chapter one.  
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Step 2: Make a Plan to Get You from A To B 

 

First, create a tentative time-frame for reaching your goal, and achieving all of your 

benchmarks. You may change this after you have finished mapping out your 

milestones, which is the next step. Divide up your timeframe into milestones and 

create a progress benchmark for each of your main benchmarks. So, if your goal 

time-frame is a year, you may want to create monthly, bi-monthly or quarterly 

benchmarks. Remember, you not only can adjust your benchmarks as you reach 

them, but you actually should, because you may arrive at a benchmark slightly 

before or after your initial idea of where you will be. It is perfectly acceptable to 

overestimate or underestimate your benchmark, so either way, don’t feel 

discouraged, just adjust your benchmark as necessary.  

 

Step 3: Break Down Your Milestones 

 

You want to concentrate just on your first benchmark until you have completed it. 

Figure out exactly what it will take to accomplish your goal and then create a weekly 

checklist (not all at once, but each week) to accomplish your first benchmarks. If you 

want to weigh a certain amount, increase your income by a certain amount, or any 

other goal that you happen to have, figure out what it will take to reach it and divide it 

up equally by the time that you have to reach that benchmark. Those are your 

weekly checklist items, and it is the foundation of your whole plan.  

 

Step 4: Eliminate Distractions 

 

Make your goal time a priority and don’t allow any of the usual distractions during 

this time. They can pervade your life and waste your time any other point of your day 

or week, but never let distractions keep you from achieving the items that you have 

on your weekly (or monthly) checklist.  
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Step 5: Feel the Fear But Do It Anyway 

 

You’re going to have fears as you accomplish your goals, and you’re going to have 

them the entire time, but you need to ignore them, because they aren’t usually telling 

you anything useful or even true. You’ve been letting fear control you for so long, 

that it can be difficult to shut out those voices, but once you have accomplished 

some of your benchmarks you will notice that you don’t even hear them anymore.  

 

Step 6: Beat Procrastination in 5 Stages 

 

You cannot put off until tomorrow what you can do today. You want to know why? 

Because that is exactly what you have been doing your entire life and you have 

obviously not accomplished everything that you want to. Stop procrastinating and get 

your weekly checklist items done. You’ll feel great after you accomplish them, and 

you’ll feel incredible once you have reached a few benchmarks or reached your final 

goal. Procrastination has no place in the life of a successful person, and so when 

you find yourself procrastinating, put a stop to it immediately. Also, make an 

unbreakable rule that you will never procrastinate more than twice a week. If you do 

that, you should have no problem accomplishing your checklist items.  

 

Step 7: Get and Stay Motivated 

 

Use the techniques in chapter seven or anything else that helps you stay motivated. 

There are some good things in that chapter, but you can probably find even more 

with a little research. Staying motivated and doing all of your checklist items is the 

key to reaching your end goal.  
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My Final Words 
 

So, there you go. A foolproof plan on how to stop procrastinating, stop letting 

distractions keep you from reaching your goals and getting things done.  

 

Simply put, a journey of a thousand miles begins with the first step. All you need to 

do now is get started.  

 

You now have a system you can follow along to beat procrastination and start 

achieving your goals. 

 

So, don’t put it off. Let’s get going on those goals right now! 
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Check out my eBooks that will boost your 

business within 30 days 
 

Discover How To Establish Your Online Presence, Reach More 

People And Increase Revenue Using The Power of Social 

Media... 

  

What you'll discover in this eBook: 

 How to setup your profiles on the top social media platforms -Facebook, 
Twitter, Google+, YouTube, LinkedIn, Instagram and Pinterest. 

 Know exactly what to post so that you'll get as much engagement which 
includes likes, comments and shares. 

http://thecontentqueen.weebly.com/social-media-how-to-increase-your-audience.html
http://thecontentqueen.weebly.com/social-media-how-to-increase-your-audience.html
http://thecontentqueen.weebly.com/social-media-how-to-increase-your-audience.html
https://www.paypal.com/cgi-bin/webscr?cmd=_s-xclick&hosted_button_id=DNRSM44ZGU7C4
https://www.paypal.com/cgi-bin/webscr?cmd=_s-xclick&hosted_button_id=DNRSM44ZGU7C4
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 How to establish yourself as an authority and become known as an 
expert in your field. 

 How to setup a Facebook page step-by-step so you can start attracting 
new followers and connect with your audience 

 How to create compelling content based on metrics and statistics of 
your social profile. No more guess work! Use your analytics to find out 
exactly what gets the most engagement and hits all the right buttons. 

 A Twitter marketing plan you can follow for successfully using Twitter. 

 How to brand yourself on Twitter and fill all your details the right way. 

 15 top ways to get more followers and boost engagement on your social 
profiles. 

 How to maintain your social media profiles. Follow these 9 steps to make 
sure your profiles don't "die out". 

 How to automate your social media profiles using automation tools. Stop 
spending hours on your social media profiles. By using automation and 
scheduling tools, you'll be leveraging your time and effort. 

 

READ MORE HERE 
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https://www.paypal.com/cgi-bin/webscr?cmd=_s-xclick&hosted_button_id=DNRSM44ZGU7C4
https://www.paypal.com/cgi-bin/webscr?cmd=_s-xclick&hosted_button_id=DNRSM44ZGU7C4
https://www.paypal.com/cgi-bin/webscr?cmd=_s-xclick&hosted_button_id=DNRSM44ZGU7C4
https://www.paypal.com/cgi-bin/webscr?cmd=_s-xclick&hosted_button_id=DNRSM44ZGU7C4
https://www.paypal.com/cgi-bin/webscr?cmd=_s-xclick&hosted_button_id=DNRSM44ZGU7C4
https://www.paypal.com/cgi-bin/webscr?cmd=_s-xclick&hosted_button_id=DNRSM44ZGU7C4
https://www.paypal.com/cgi-bin/webscr?cmd=_s-xclick&hosted_button_id=DNRSM44ZGU7C4
https://www.paypal.com/cgi-bin/webscr?cmd=_s-xclick&hosted_button_id=DNRSM44ZGU7C4
https://www.paypal.com/cgi-bin/webscr?cmd=_s-xclick&hosted_button_id=DNRSM44ZGU7C4
https://www.paypal.com/cgi-bin/webscr?cmd=_s-xclick&hosted_button_id=DNRSM44ZGU7C4
http://www.content-queen.com/social-media-how-to-increase-your-audience.html
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Discover How To Build An Email List of 1000 Subscribers In 30 

Days And Profit From Your First Newsletter... 

 

What you'll discover in this eBook: 

 Why email marketing is crucial in any business. 

 How to set up and create an autoresponder and opt-in. 

 How to create a landing page to start collecting subscribers. 

 How to encourage people to sign up with an opt-in form, incentives and 
landing pages. 

 How to drive traffic to your site to drastically increase your numbers and 
your conversions. 

 How to communicate with your list to get them hanging off of your every word. 

 The 6 types of emails you can send to your email subscribers.  

 How to monetise your list with your own products or affiliate sales. 

 How to get people to actually buy what you promote. 

 6 types of giveaways/lead magnets you can give to subscribers in 
exchange for their email. 

http://thecontentqueen.weebly.com/email-marketing-1000-subscribers.html
http://thecontentqueen.weebly.com/email-marketing-1000-subscribers.html
http://thecontentqueen.weebly.com/email-marketing-1000-subscribers.html
http://thecontentqueen.weebly.com/email-marketing-1000-subscribers.html
http://thecontentqueen.weebly.com/email-marketing-1000-subscribers.html
http://thecontentqueen.weebly.com/email-marketing-1000-subscribers.html
http://thecontentqueen.weebly.com/email-marketing-1000-subscribers.html
http://thecontentqueen.weebly.com/email-marketing-1000-subscribers.html


Just Do It: How to Stop Putting Things Off and Achieve Your Goals 

 

 

 
w w w . c o n t e n t - q u e e n . c o m  

 

Page 51 

 When is the best time to email your subscribers. 

 How often should you email your subscribers? 

 How to create an optimal autoresponder sequence that builds trust with 
your subscribers and of course makes you money. 

 ...and much, much more! 

 

READ MORE HERE 
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Discover 70 Valuable Tips To Creating Irresistible Blog Posts, 

Articles, Ebooks And Videos That People Will LOVE.. 

 

What you will discover in this eBook: 

 Discover 70 useful tips to creating your next blog post, article, eBook or 
video. 

 Getting the writing process right. Before you begin writing anything, it is 
important to understand the writing process.  

 How to write and come up with articles that captivate and engage readers. 

 31 blog post creation tips so you never have to stare at a blank page again. 

 Valuable tips to writing a winning eBook. Information products, and more 
specifically eBooks, sell like hot cakes, only if you know how to write one 
that's valuable. 

 Tips on creating videos that are professional and get attention. Videos are the 
thing in today's web space. Don't settle for "just good enough" when it 
comes to videos.  

 How to optimise your blog posts for search engines so that you can generate 
free traffic from search engines like Google and Yahoo 

READ MORE HERE 
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https://www.paypal.com/cgi-bin/webscr?cmd=_s-xclick&hosted_button_id=D9ZSKU6AN8SVQ
https://www.paypal.com/cgi-bin/webscr?cmd=_s-xclick&hosted_button_id=D9ZSKU6AN8SVQ
https://www.paypal.com/cgi-bin/webscr?cmd=_s-xclick&hosted_button_id=D9ZSKU6AN8SVQ
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https://www.paypal.com/cgi-bin/webscr?cmd=_s-xclick&hosted_button_id=D9ZSKU6AN8SVQ
https://www.paypal.com/cgi-bin/webscr?cmd=_s-xclick&hosted_button_id=D9ZSKU6AN8SVQ
http://www.content-queen.com/killer-content-creation.html
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Discover How To Start Your Very Own Blog For Profit And Build 

a Raving Community of Blog Readers... 

 

What you'll discover in this eBook: 

 How to choose a niche to work in. Choose a wrong niche and you've already 
failed step 1! 

 How to create a blog that will attract your readers and make them stay! 

 Which blogging platform should you use? With so many to choose from, 
which platform should you use to ensure it will last a long time?  

 How to work with outsourcers when creating your blog. 

 How to add advanced features to your blog to make it more powerful and 
give you more options. 

 How to create content that people will want to read. 

 How to build an email list from your blog.  

 How to ensure a steady stream of new posts. Consistency is key! 

 How many words each of your blog posts should be. 

 How to choose blog topics that will attract more engagement. 

 How to hack growth with influencer marketing and other techniques 

https://www.paypal.com/cgi-bin/webscr?cmd=_s-xclick&hosted_button_id=PD98FLKHKY2GS
https://www.paypal.com/cgi-bin/webscr?cmd=_s-xclick&hosted_button_id=PD98FLKHKY2GS
https://www.paypal.com/cgi-bin/webscr?cmd=_s-xclick&hosted_button_id=PD98FLKHKY2GS
https://www.paypal.com/cgi-bin/webscr?cmd=_s-xclick&hosted_button_id=PD98FLKHKY2GS
https://www.paypal.com/cgi-bin/webscr?cmd=_s-xclick&hosted_button_id=PD98FLKHKY2GS
https://www.paypal.com/cgi-bin/webscr?cmd=_s-xclick&hosted_button_id=PD98FLKHKY2GS
https://www.paypal.com/cgi-bin/webscr?cmd=_s-xclick&hosted_button_id=PD98FLKHKY2GS
https://www.paypal.com/cgi-bin/webscr?cmd=_s-xclick&hosted_button_id=PD98FLKHKY2GS
https://www.paypal.com/cgi-bin/webscr?cmd=_s-xclick&hosted_button_id=PD98FLKHKY2GS
https://www.paypal.com/cgi-bin/webscr?cmd=_s-xclick&hosted_button_id=PD98FLKHKY2GS
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 How to keep the discipline to keep writing. 

 How to monetise your blog so that you earn the maximum amount from 
each visitor. 

READ MORE HERE 

 

Discover How To Start, Build and Launch Your Own Digital 
Product Business Without Breaking The Bank... 

 

What you'll discover in this eBook: 

 You'll have an idea for the type of digital product you want to create and what 
the strengths and weaknesses of each option are 

 Understand what makes digital products sell and how you need to design your 
creation in such a way that people will be eager to buy it 

 Know how to quickly and cost effectively create the type of digital product 
you want 

 How to create a potential hot-selling eBook 

 How to create software such as a web based tool or mobile app. 

https://www.paypal.com/cgi-bin/webscr?cmd=_s-xclick&hosted_button_id=PD98FLKHKY2GS
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 How to create a video training course and the equipment and software you 
need to successful create one. 

 How to add your product in JVZoo.  

 How to create checkout pages, landing pages and sales funnels 

 How to write highly persuasive copy that drives massive sales 

 Know how to alter things like price, cover image and more in order 
to optimise your sales 

 Understand how to drive more traffic to your landing page using SEO, PPC, 
email marketing and social media 

 Understand affiliate programs and tools like JVZoo, ClickBank and WSO Pro 

READ MORE HERE 

 

  

You can follow the Content Queen on Twitter: @LindsArchibald 
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