Make a Stubby To-Do List - An ADD-Friendly Reminder Habit
 
An excerpt from ADD-Friendly Ways to Organize Your Life
By Judith Kolberg & Kathleen Nadeau, PH.D., pages 83-85
 
"A to-do list is another visual reminder. If you find that to-do lists haven't worked well for you in the past, try developing the daily habit of making a 'stubby to-do list'. A stubby to-do list is bold and big and hard to ignore. It is also very short, with no more than five items on it. Too often, people make long, unwieldy to-do lists in their planner, or worse yet, on a slip of paper they stuff in their pocket or purse. On a long list, items become lost in the shuffle and lose their sense of priority.
 
How to make a stubby to-do list:
· Purchase brightly colored sticky notes that are lined and large enough to write five to-do items in large print using a felt-tip pen.
· Write no more than five to-do items on the paper in lettering about 1/2 inch high.
· Write only to-do items that you intend to do today.
· Choose a single place to keep this list - try sticking it to an item you keep with you at all times - like you purse, briefcase or Palm Pilot.
· Make a new stubby to-do list each evening.  Keep the felt-tip pen and sticky note pad in a convenient place so that you can add items during the evening as you think of them.
· Transfer any undone items from today's list onto tomorrow's, but keep it to a maximum of five items.
· If you find that most days you transfer over items to tomorrow's list - that's a clear indication that your list is too long.
· Set a goal of shortening your list until it's realistic to complete on most days.
Your stubby to-do list will be most effective if you write your to-dos in order. For example, if Edgar plans to mail the card in the morning, that should be moved to the top of his list.  If bill paying takes place at home in the evening, it should go last on the list.
 
Start each item on your to-do list with a verb - an action to get you going.
 
Organizing Product of the Month
Weekly Calendar Sticky Notes 
I really like the short and sweet concept of this list.  While it limits you to only a few items per day to help make your lists realistic, it also allows you to lay out an entire week to give you peace of mind.  Personally, I gain the most benefit from planning an entire week at a time so I can be sure I making room for small and big tasks alike. 
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