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FOR BUSY PROFESSIONALS WHO WANT A CALMER MONDAY



Choose a Finish Line

A weekly reset works when it has a clear finish line. You are not trying to organise
your entire life. You are making Monday easier by deciding what deserves attention

before the week begins.

Name the result

Write one sentence that describes how you want to feel when the reset is complete. A
useful result might be: I know my three priorities, my calendar reflects them, and

nothing urgent is hiding in my inbox.

This sentence protects the reset from expanding. If a task does not help you reach that

result, record it for later instead of doing it now.

Set the timer

Give yourself twenty minutes. Put your phone out of reach, close unrelated tabs, and
keep one sheet of paper nearby for distractions. The timer creates a healthy

constraint. You are choosing, not catching up.

Before moving on, read your finish line once more. The rest of the reset should serve

it.



Empty the Open Loops

Open loops are small unfinished commitments that keep asking for attention. They
include messages to answer, decisions to make, errands to remember, and promises

that exist only in your head.

Capture before sorting

Spend five minutes listing every open loop you can recall. Do not organise the list
while you write. Switching between remembering and prioritising slows both jobs

down.

Check only the places where commitments normally collect: your primary inbox,

calendar, task list, and recent notes. This is a sweep, not a deep clean.

Mark the few that matter

Circle anything with a real deadline or a consequence for another person. Put a dot
beside items that would make the week meaningfully better. Leave the rest

unmarked.

You now have a trustworthy picture of the week. The uncircled items have not

disappeared, but they no longer need equal attention.



CHAPTER 3

Pick Three Weekly
Priorities

A priority is an outcome that deserves protected time. It is not a long list of everything

you hope to finish.

Use an outcome test

Choose no more than three results for the week. Phrase each one as something that
will be true when it is complete: Send the revised proposal, decide the launch date, or

finish the first draft.

Avoid labels such as marketing, admin, or project work. They name an area, not a

finish line.

Check the trade-off

For each priority, ask what will receive less attention because this matters more. If

you cannot name the trade-off, the item may be a wish rather than a priority.

Write the three outcomes where you will see them during the week. Everything else

can still be done, but it should not displace the commitments you deliberately chose.



CHAPTER 4

Make the Calendar Tell the
Truth

A priority without time is only an intention. Your calendar should show when

important work will happen and reveal when the week is already too full.

Place the hard edges first

Confirm meetings, appointments, travel, and deadlines. Add realistic preparation and

transition time. A thirty-minute meeting rarely consumes only thirty minutes.

Next, reserve one focused block for each weekly priority. Put demanding work where

your attention is usually strongest, not wherever an empty slot happens to appear.

Leave breathing room

Do not fill every available hour. Keep at least one open block for delays, follow-up,

and work you cannot predict on Sunday.

If the calendar cannot hold your three priorities, reduce the plan now. Removing a
commitment before the week starts is better than carrying a quiet failure through

Friday.



Close With a Monday Cue

The final minute of the reset should remove the first decision from Monday morning.

A clear starting cue makes it easier to begin before messages and requests take over.

Prepare the first action

Choose the smallest visible action connected to your first priority. Open the working
document, write the question you need to answer, or place the relevant notes on your

desk.

Make the action specific enough that you can start without planning again. Review
proposal is vague. Read the client feedback and list the three required changes is ready

to do.

Stop when the reset is complete

Read your priorities and calendar once. Put the capture list somewhere reliable. Then

stop, even if you can see more work.

The value of a weekly reset is not a perfect system. It is the confidence that Monday

has a sensible beginning and the week reflects what you decided matters.



