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Pace yourself
At the outset of any project, assess the task, available resources, and your calendar. Map out a plan

that allows for delays and accounts for everything else on your schedule. Don’t take on something you

can’t reasonably do. Saying “no” is acceptable. Take on projects that match your priorities and your

skills; then make a plan to pace yourself from start to finish.

Chunk and choose
Every project is composed of many parts. Organize the parts into “chunks” of related tasks. 

Choose what needs to be done first and set up a timeline for each set of tasks. Create a system 

to keep track of the details. With a plan in place there is no need to worry about future tasks, 

just take them one at a time.

Delegate and share
Big projects are best accomplished with a team. Is there a task that doesn’t match your skill set that 

someone else could do better? Could you hire outside help to get some tasks done? When someone 

asks what they could do to help – be ready to say “yes” and provide them with the necessary pieces 

to get the job done well. Don’t go it alone – share the work.

Persevere!
Plan plenty of small tasks so that most days you are able to check something off your list and 

keep moving forward. When delays and roadblocks happen, and they will, take a deep breath and 

find a way around to keep moving forward. Sometimes you will discover something 

 “important” wasn’t necessary. Don’t give up!

Celebrate fully!
Don’t finish up a project so exhausted that you can’t enjoy the fruits of your labor – be sure to put 

these tips into practice. If you’ve paced yourself, chunked your tasks, delegated and shared the load, 

and persevered, you’re ready to celebrate your accomplishment. Give yourself permission to stop 

and savor this good feeling before tackling your next big project!


