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  7 Steps to Spark Action 
for ADHD Brain

When do you have most energy?
Where can you be most focused or
productive?  Try to create a distraction
free environment 

Ask yourself what you want to accomplish?
Why is it important to you? Take a few
minutes to write down your goals and set
intentions to what you want to gain from the
experience.    

Find your motivations or 

rewards

Write down all 

the steps  

you can think

 of to complete 

your action

Repeat Steps

 4-7 till you

 complete 

your desired 

action
Reward can be simple or small, such as
bowl of ice cream, a Netflix show, or a
glass of wine 

 Schedule a 15 min. call 
 to discover more about

how to spark your action!
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1
STEP

Let 's  get  started  with  your  speci f ic  project .   You  can  customize  this

worksheet  to  create  a  new  rout ine ,  habit ,  or  desirable  act ion .   

7 Steps to Spark Action for ADHD Brain

Answer the follwoing questions and write down your responses.  Here's  a chance to tap into your feeling to raise some awreness. 
 Listen to what you are saying in your head right now.  "Too much work... I was looking for a quick solutions," "I don't have time for
this." " I am  already overwhelmed."  What voice are your hearing?  Acknowledge the voice and keep going.  

  I am most energetic ______________________________________.1.
 
 2.   I like working in ___________________________________________.
 
 3.   I will make the following changes in my  office to be more      
        productive: 
        __________________________________________________________
        __________________________________________________________
        __________________________________________________________
 

Tips:  Choose a time- or task-bound approach or try both.  Do yo have 10 minutes right now?  
Set a timer and spend the next ten minutes and see how far you can get.  Or complete just  One Step a day.  Experiment both
approches and see which one works better for you.  

Why push yourself harder if you don't have to?  It is critical to
tune into your body and brain to find the best time when you
can maximize your effort.  Ask yourself::
 
   

Find  Your  Energy  &  Space   

 When do you have most energy? Earlier in the morning,  late at 
 night, or mid-day? 

 
1.

 
  2. Where do you like to work?  In your own office, a coffee shop,
      or local library? 
 
  3. If you have an office, what can you do to create a space where
      you can focus, get inspired, and creative?  For example, buying 
      a new task light, move your desk away from a window, or hang 
      an inspiring quote on the wall.                       

 Schedule a 15 min. call  to discover more about how to spark your action!
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2
STEP

It is essential to get clarity on what exactly you want to
accomplish for a given time.  
 
   

 Set  Your  Act ion  Goal  

 
  1. What is your end goal? 
 
  2. Why is it important to get this done NOW opposed to a year from         
      now? 
 
  3. When exactly do you need to complete this project? 
                           

Find  Your  Motivat ion  and  Rewards  

1.   My end goal is ____________________________________________.
 
2.   It is important NOW because _____________________________     
        ___________________________________________________________
        ___________________________________________________________.
 
3.   I need /want to complete this by __________________________  
(specific date/time) .

3
STEP

How can you motivate yourself to complete this project?  For
instance, do you have a favorite  quote that resonates with you?
Put it up on the wall where you can see or add it to your screen
saver.  
 
What is your reward when you complete the action, milestones,
or each step in your plan?  Think of something you want or like to
do, such as calling your friend, watching a favorite Netflix show,
going for a walk for 30 minutes, etc.  
 
 
 
   

When I complete each step, my reward will be
 _______________________________________________________________.    
 
When I reach each milestone, my reward will be
_______________________________________________________________.     
        
When I accomplish this project, my reward will be
_______________________________________________________________.
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4
STEP

 

List all the materials, supplies, or information you need to
complete your project.  Think of "Mise En Place."  A competent
chef has all the supplies ready and ingredients chopped up to get
started to cook a delicious dish.  You have seen on TV or video
how a chef creates a complicated dish effortlessly without moving
around all over the kitchen. Having everything you need  ready by
you before you start your project saves a lot of time, creates an
efficient workflow, and helps you focus on a task at hand. 
 
What do you need to do first?  Can you list the smallest possible
tasks?  Make an educated guess how long it takes to complete
each step and write it down.  Take some time to compare how
long it actually took to complete each step.  You will get better at
estimating times as you go through this process more often. Can
you guesstimate how long it will take to complete this project? 
 
Once you write your action plan, you review it every time you
actually work on it. Keep adjusting your plan accordingly.  After
you complete each action, make sure you identify your next
action. Make it apparent by highlighting it or put it on a sticky
note, so that you don't waste your time figuring out what you
need to tackle each time. 
 
 
 
   

Below is my list of items I need to complete my project
(supplies, tools, equipment, etc.) 
     -
     -
     -
     -
     -
 
My first step to complete this project is _____________________
_____________________________________________________________.
 
Below is the list of smallest possible task to complete my
project and estimated time to complete each task.  
     -                                                                                     (0.00)
     -                                                                                     (0.00)
     -                                                                                     (0.00)
     -                                                                                     (0.00)
     -                                                                                     (0.00)
     -                                                                                     (0.00)
When I get to each milestone, my reward will be
_____________________________________________________________.     
        
When I complete this project, my reward will be
_____________________________________________________________.

List  al l  the  steps  to  complete  the  project   
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5
STEP

Review your calendar. Taking your project due date and the times
when you have most energy into consideration, find all available
times between now and due date and start blocking them or make
appointments with yourself.. Write down which task(s) (Refer Step
4) you are planing to work on during each appointment.  
 
   

 Make  appointments  with  yoursel f

 
  1. How much available time do you have this week to work on 
      your project?  
 
  2. Based on your project plan, what do you need to complete this 
      week or tomorrow?                                     

Use  the  Pomodoro  technique  to  get

started  and  focus  on  the  task  at  hand .  

1.   I have _____ hours available to work on my project.
 
2.   In order to be on track, I need ___________hours 
       (used the estimated hours you came up on Step 4).
 
3.   Where can I find more time?  What appointments or 
       commitments I need to move in order to find the time to  
       complete important tasks this week?  
       __________________________________________________________.
4.   What adjustment do I nee to make on my project plan? 
       __________________________________________________________.

6
STEP

 
Pomodoro is a simple time management tool to help you focus on
a task at hand.  Set your timer for 25 minutes and work on the
specific task until the timer rings and take a short 5 minute break
and continue the cycle for the remainder of the time you set aside.
 
If you are deep into a zone, don't mind the timer and you can
continue working.  If you start getting distracted, it may be a time
for you to take a break. The goal for the Pomodoro is to help you
break the mental resistance of "getting started."

How did your first Pomodoro session go?  Did it help you
get started? 
 
Try setting a timer for whatever time makes sense to you.
Do you want to start for 10 min. or longer than 25 min?  
 What did you notice about your attention?  
     
Make it fun by setting a timer equals to your age (maybe
too long?) or a favorite baseball player's number (hope it is
two digits).  Make a game out of it, which can stimulate
your brain.  Experiment to find out how long you can
engage yourself in the porcess. 

Pomodoro  Exper iment
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7
STEP

 

When you find your rhythm, go with it, and stay in the flow.  
 
Have some difficulty getting in the mood or keep getting
distracted?  Stand up, shake your body, take a few minutes of
deep breathing, saying your intention, or try a mindfulness
exercise. 
 
Jot down what worked and didn't..  Try something new or change
things around.  Create your own resource list to help you tackle
your next project.  
 
 
 
 
   

What do you need in order to be productive?  Healthy
breakfast, a cup of coffee, comfortable clothes, etc? 
 
I need below to keep me going: 
     -
     -
     -
     -
 
What will help you to refill your energy? Favorite snack, a
quick walk, a short meditation? Jot down what worked in
the past and things your want to try.  
     -
     -
     -
     -
                              .

Go  with  the  f low   

Do you need more information?  
Schedule a 15 min. call to discover more about how to spark your action!
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