
H  O  W    T  O  
A D U L T



HOW TO A D U L T  

"This year, I’m gonna hit the gym like three times a week and get up super-

early to get some work done before everyone else gets up”, 

 this is the thing we tell ourselves at the end of each year. But 

just having the same goals each year hasn’t seemed to have 

gotten any of us very far – I feel you! None of us are complete 

productive hackers, so welcome – feel comfortable and 

relaxed. This is not your regular New Years resolution planner.  

There is a lot of planners out there that give you a few 

questions and a lotta space to fill. This blank space almost 

paralyses me with all its daunting expectations. That’s why I 

want this to be more of a workbook or guide, not a planner. 

Get your pencils ready and set aside some time, we will 

ADULT today.  
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INTRODUCTION 
You can print this as a little booklet, print individual pages or use it digitally. So 

either work in a folder and add new pages as you go along or get a notebook 

from Moleskine, Muji, Hema or or your local stationery shop. Personally, I have a 

small binder labeled "GROWTH" that holds all my productivity handouts or 

papers. I have also used the GoodNotes app and Apple Pencil in the past to 

create these digitally.  

My final decision on the whole paper or iPad debate has not been made, but for 

these big-time plannings, I like to do it on paper. All my calendars & to dos are 

in the Cloud for remote cross-device access though.  

Accountability  

Hopefully, all my rambling will help you to structure your life and vision. The next 

step will be actually following through. This is where it usually stops for me, I 

have like 0 ounces of discipline in my bones.  

But how are you actually gonna stick to them? Are you one of the disciplined 

people who don’t need any outside accountability and just setting these goals 

with a strong way and a detailed plan is enough? Good for you! 

But if you aren’t why don’t you look for an accountability partner? This can be 

someone in your world that you trust to check in with you on how your goals are 

working out for you. Maybe they are also going on this journey with you and you 

can do it together! This has helped me, at least whenever my partner was 

committed enough to challenge me whenever I wasn’t going hard enough, but 

also gracious when times got tough and reaching my short-term goals simply 

wasn’t my top priority.  

GO Who can you think of  that  has a  similar  routine 

that  might be interested in  co-working or  being your 

accountabil ity  partner?  

Other checks and balances to ensure compliance is agreeing to donate money 

to an organisation you would never wanna donate to whenever you miss a 

!4



deadline, e.g. you’re a convinced omnivore and will have to donate to an NGO 

promoting plant-based living.  

Whenever money is involved, we seem to care a lot more… If all else fails, why 

not try this. 

Convenience 

How much more likely are you to buy the tenth black calligraphy pen when it’s 

only €2 and a mere click away from being delivered straight to your door?  

Convenience is a major catalyst in decision making. Knowing that, keep in mind 

how complicated your routines are. How can you turn something that is currently 

a 10-step routine into fewer steps and therefore more likely for you to actually 

practice on a regular basis? 

Do I have areas that I have to make more convenient to pick up good 

habits? 

Be gracious with yourself 

Above all, please remember to be kind and gracious with yourself. Expectations, 

goals and plans are really healthy and helpful things. As long as you’re on top of 

them and it’s not them enslaving you. So know that this is a commitment to 

yourself that needs to be taken seriously, but please don’t be yourself up 

whenever growth needs longer or you have to prioritise in a different way. You 

are good enough! Your worth does not depend on how many lists you can tick 

off!  

 

BUILDING A FOUNDATION 
There are so many books on building habits and setting your 

life straight. And trust me, I have read a lot of them. Setting 

goals and creating cute little plans is easy for me, but actually 

sticking to them is very difficult. So I wanna share my best of it 

with you.  
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A habit is formed when an action has been performed (or not) for such a long 

time that a decision is no longer needed, but it occurs naturally. All these 

decisions ultimately are a reflection of our visions and values, in the way we 

prioritise them and have set them as (short-term) goals.  

By downloading this guide, you have already made the valuable decision of "I 

wanna make my 2019 better than 2018. There’s room to grow." But that alone is 

not gonna be enough unfortunately. Coz *NEWS FLASH*, life happens and then 

you will have to prioritise and still make that decision to clean your face even 

though you’re dead-tired.  

So in order to start this journey, you will have to deep-dive into these questions 

What change do I wanna see in my personal world & all around me? 

What are my dreams & aspirations?  

What are the values that are important to me?  

SINCERITY 


LOVE 


GENEROSITY 


COMPASSION 


COMMUNITY 


PERSONAL GROWTH 


JOY 


FAMILY 


FRIENDS 


MATERIAL WEALTH 


M E N T A L & P H Y S I C A L 
HEALTH 


COMPASSION  
Mind maps 

Although I’ve hated it in the past (high school trauma), I have found mind-

mapping to be very effective in establishing these values and goals. Simply write 

down the values that come to mind and then draw smaller lines to what these 

mean to you exactly.  

What does a goal look like 

Any goal-shebang ever, will probably have told you to set SMART goals. 

Sounded nice and all, but never really meant anything to me personally.  
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Then I heard that the goals I set ought to be out of my comfort zone, but 

measurable by some means, i.e. stretch me enough to leave my comfort zone, 

while be specific enough to be able to see progress. These factors are very 

important for tracking and motivation which in turn will indicate if you’ve set the 

right goals or are going about it the right way. 

What keeps you from achieving your goals 

Not all people are created equally. Duh! We all have different ways to be 

productive or get to the finish line. Using Rubin’s Four Tendencies test has 

actually helped me to find out how to go about setting up my life to go for 

productivity.  

Take the test on her website  and I hope it’ll help you understand certain things 1

you do better. When I first took the test a couple years back, the results didn’t 

make sense to me and maybe I didn’t answer accurately. Reading it again 

recently, I took the test and found out I’m a Questioner. This has helped me 

understand why certain tasks come easy to me, while others don’t. I urge you 

though to not let any test results ever press you into any certain type or 

restriction. As their name suggests, they’re mere tendencies, nothing’s set in 

stone or will ever be 100 %.  

Non-negotiables 

Non-negotiables are principles to help navigate when values collide or energy is 

low. They may not be shaken by any circumstance or any person because they 

reflect some of your highest values that you do not want to see undermined.  

What are values that are difficult to live in my every day? 

NO PHONE AFTER 10 PM & IN THE BEDROOM 


NO WORK AFTER DINNER TIME 


CLEAN FACE BEFORE HITTING THE HAY 


H O N O U R I N G A S P E C I F I C S O C I A L C O M M I T M E N T, N O 
MATTER IF YOU’RE TIRED OR DON’T FEEL LIKE IT 


SABBATH TIME  

 Access the test online or simply google four tendencies.1
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TIME TRACKER 
What if you had € 86,400 at your disposal – every single day? You can spend 

them on whatever you want, but the longer you wait, the money runs out. And 

at midnight, your balance runs out and is reset to another € 86,400. How would 

you spend all this money?  

This game was presented to me as I was nine and I remember being struck by it. 

It triggered big dreams in me, and it did again as I am writing just now. These 

Euros are actually the seconds we have in a 24-hour day. Do you know how you 

are spending this valuable resource?  

How much t ime am I  spending on what?  

PREPARE & EAT FOOD 


SLEEPING 


WORKING OUT 


MEETING FRIENDS 


SCROLLING/E-MAILS 


COMMUTING 


PERSONAL HYGIENE 


RELAXATION 


WORKING/STUDYING 


WATCHING TV/VIDEOS  
 

GO For the next  three days,  try  to  log your t ime on the 

above topics .   

No need for excessive tracking of exact minutes. You want to get a rough 

estimate of what you need to spend more time on and where you wasting 

valuable resources. To see why you’re spending all this time, you can list the 

benefits and disadvantages of your activities. If they are relevant towards your 

overall vision and goals, keep them. If not, why waste time on them?  

AREAS OF LIFE 
There is several areas of your life that might need looking into for the season 

ahead. 
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I would recommend taking the test in John Maxwell’s book No Limits to find out 

which area you need to work on to increase your capacity. The book gives you 

very practical advice on how to improve the capacity in that specific aspect. 

Emotional 

“FEELINGS ARE GOOD MENTORS,   
BUT BAD MASTERS.”  

As a very emotional person, I often do, or fail to for that matter, simply because I 

feel like it. But this quote illustrates so well, why we cannot be lead by our 

emotions, more like, we have to be leading our emotions.  

 How do I want to feel?  
ENERGISED 


HEALTHY 


LIGHT 


CREATIVE 


STRONG 


HAPPY 


FULL OF JOY 


CONTENT  

Coming from that revelation, I have emergency plans in place for when I’m 

feeling sick or sad. In those situations, we tend to go back to our default. If our 

default action is stress-eating, that’s what we will fall back on. So instead turning 

to some healthy snacks, journalling or reading a book, will lead to overwriting 

these less healthy defaults.  2

Spiritual 

Deeply connected to how you’re feeling is the spiritual side of your life: the state 

of your mind.  

How do I want to go about my life?  

What are the thoughts I want to cultivate?  

STRENGTH 


ANYTHING IS POSSIBLE 


PEACE  

 Please note that changes in mood can naturally occur depending on the season and your cycle. 2
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What’s my mindset? 

DO I  HAVE A CAN-DO SPIRIT OR A THE-WHOLE-WORLD-IS-
AGAINST-ME MENTALITY?  

All these factors impact your expectation and ultimately, your stress levels. 

Health starts in the brain and happy thoughts can positively impact the way we 

go about life. You’re building obstacles for yourself that don’t actually exist.  

What are some attitudes or mindsets I need to pick up?  

And what others do I need to drop?  

To help you with this, you can employ mantras, quotes or verses that remind you 

of these happy thoughts. There’s so many places that will let you download 

phone or computer wallpapers so they’re omnipresent.  

 
"THERE’S  ONLY ONE REASON WHY YOU’RE NOT 

EXPERIENCING BLISS AT THIS PRESENT MOMENT,  AND IT ’S  
BECAUSE YOU’RE THINKING OR FOCUSING ON WHAT YOU 

DON’T HAVE."   
– ANTHONY DE MELLO 

Network 

We all have personal, and of some sort professional, relationships – a network of 

people that we might call friends, family, bros, amigos, whatever.  

Personal 

The importance of a strong core network is 

something I have learnt the hard way: I get 

to know new people on a weekly basis and 

strongly believe that it’s important to enlarge 

our network by letting these people in. In 

the end, if none of us made time for new 

friends, who could be our friend, amirirte? In 

order to be able to maintain this expansion, 

we have to have this strong core that can 

hold us, that really knows what’s going on in life.  
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The people in my core circle are those that share my core values, that 

understand me well enough to know when to push and when to comfort. That 

doesn’t mean we’re all copies of one another, but it means that when I give 

advice, I know it’s aligned with where I’m going and what I believe. I wouldn’t 

wanna let someone with a completely different set of values and morals speak 

into my life, because what’s the point? Diversity, in regards to ethnicity, social 

background and interests, however, is very important so we don’t end up just 

having our views and notions confirmed.  

Not so long ago, I got closer to one of my beautiful girlfriends, 

Lydia: she’s the one who tags me in weird memes, but also the calls 

me out on destructive behaviour or breaking the habits I have 

worked so hard for. The coolest thing is that we always share 

books, podcasts or songs that we loved and think could be 

beneficial. This is the kinda leadership that I’m looking for. By this 

time, she can even appreciate my cheeeesinesss; wow! (* love you, 

babygal)  There’s so many things we couldn’t be more different 

with: she’s supertidy, loves fashion & beauty and is a dog person. I 

don’t. Yet, we know who we are, where we’re going and that’s why 

our friendship’s strong.  

The third circle can represent the people you hang out with less frequently, or 

those people you wanna let into your life. It sounds weird to make a list of 

people that you wanna make your friends. But in the end, why? I remember 

reading  a very pink book when I was fifteen and it suggested to just approach 

the people that stand out to you in a room. Simply rock up to them and 

compliment them about the very thing that has drawn you to them. Only very 

rarely do I employ this myself and have to report that it mostly happened on the 

subway without any further contact, but I like this idea and wanna expand for the 

upcoming months.  

Who are some friends that I wanna make? Or the ones I might need to 

ditch?  

When looking at friendship, I think finding a definition of what it is that you value 

and seek in a friendship, and also in a romantic relationship, is key. Or else, how 
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are you gonna set yourself up for a win? According to that, reevaluate if your 

current friendships are actually friendships according to your definition. If not,  

Which friendships need to be reevaluated?  

Over the years, people change so relationships and their dynamics naturally 

shift, too. Maybe something you used to do together has actually turned as a bit 

of a toxic habit. To move into a better life, you have to ditch these habits and 

depending on your common ground, that’ll mean ditching the (intensity of your) 

friendship, too. I don’t like this term friendship breakup. It is, however, so good 

to just have a chat, talk it out and bring clarity, in order to avoid awkward run-ins 

or hurt feelings. These conversations have made me anxious, but eventually 

always turned out fine enough.  

Sometimes, a good heart-to-heart about the definitions of friendship can be a 

cleanse and your friendship actually comes out stronger than before. Ask the 

right questions and you will see all parts refreshed and stepping into new 

ground, together. Plan an adventure together or go volunteer together. 

Friendships that actually do something together, change the world, are making 

lasting memories and strengthen their relationship in the meantime. (SOURCE) 

One of my busy, but organised friends always has certain times set aside for 

reflection and then other social hours, i.e. one afternoon set aside where she will 

always meet people. If nothing is planned yet, she will see who she has never 

had coffee with or hasn’t seen in a long time and then see if they’d be willing to 

be meet up. 

Professional 

It is important to not only reflect on our personal, how I wanna hang out with for 

fun, relationships, but also those contacts that will help us move forward to our 

goal, call them mentors, industry contacts, role models or whatever. I have 

recently started digging deeper into how the companies or people that inspire 

me got to where they are know. If you already some kinda connection to them: 

ask them some meaningful questions that lead you forward.  

What knowledge or contact am I lacking to take the next step? Who 

could I approach to get closer to it? 
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Or even if you just follow them instagram, DM them and give kind feedback. You 

never know what it will lead to. One of my friends recently went on an NYC trip 

and messaged all the designers and buyers he liked, to ask for a meeting. He 

just came back with a spot for a summer internship and a thicker contacts list. 

Asking will never hurt, the worst that can happen is a message going unread. 

Who are you leading? Who is looking up to you or maybe a peer? 

On the same side, it’s also important for us to know that we are also leading 

other people. There is also people that look up to us, come for us to advice. 

Who are these people, and how can you make their life better?  

GO Send your people  a  message to show them love,  

appreciation and support .   

Financial 
Looking at my income tracker, I almost fainted: I had made a few thousand 

Euros, yet my bank account was in a bit of a drought most of the time. Many 

nights have been spent on figuring out which card to use, which account to shift 

funds from.  

Financial freedom, i.e. not having to worry about whether you can afford to put 

food on the table the next day, is something our generation seems to have 

forgotten, or maybe never experienced.  

What’s coming in every month? How much is going out?  
What are my fixed costs? 

RENT 
 MORTGAGE  

What subscriptions am I currently holding? 
SPOTIFY 


NETFLIX 


ADOBE CC 


INSURANCE 


BANK FEES 	   

List all of them, along with their cancellation policy and date.  

What are opportunities to save?  
SHARING A NETFLIX 
& SPOTIFY ACCOUNT 


B U Y I N G S E C O N D 
HAND  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What are my Savings goals? 

How can I increase my income? 

It is our default to try to minimise our expenses as much as possible. But what if 

we actually increased the amount that’s coming in? There is only so much we can 

save, but the opportunities to generate an extra income are endless, even for 

those that cannot invest huge amounts. This is one good example for gearing 

towards growth, as opposed to having a poverty mindset. 

I currently have four different accounts at three different banks. 

One is for all fixed costs that will automatically be taken out of that 

account; one for all my daily expenses that I go shopping with and 

two for savings. One of those Savings is basically untouchable so 

the money actually stays saved. It does have an ATM card so in 

total cases of emergency, I could have instant access to it. Since I 

have about 0 self-control, this was the only way to actually make 

sure I save all this money. 

GO Set  your budget  and then track your expenses 

to evaluate any necessary adjustments.   

Home  

A lot of people maintain that your surroundings affect what’s going on inside 

your head, i.e. if your apartment is messy, you will not be able to think clearly. 

While I am still unsure if that is in fact true for my life, I think the way our home 

looks and feels is vital. 

Whether you work from home or basically only spend your nights and weekends 

there, it does matter. As I have guests over, I always appreciate that they feel so 

at home and compliment me on the space being so cosy and welcoming.  
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What’s the purpose for this home? How do I want to feel as I get in? 

DO YOU WANT IT TO BE AN OASIS FOR YOURSELF TO 
UNWIND AFTER YOU COME? 


DO YOU WANT IT TO BE A HUB FOR YOUR FRIENDS TO 
GATHER AND ENJOY MEALS TOGETHER? 


DO YOU WANT IT TO BE THE CENTRE OF BOTH YOUR 
WORK AND YOUR PRIVATE LIFE? A MEETING ROOM AS 
WELL AS A PLACE TO SLEEP?  

Maybe it’s a combination of all these.  

To make your home really work for this purpose, you might tweak its layout or 

the overall atmosphere. This doesn’t have to mean a massive haul from IKEA, 

just readjusting what you already have. 

I live in a studio that used to have a massive desk, a small kitchen 

area, a sofa and then a queen-size bed. As I started wanting to 

have more friends over, I got a tiny dining table. But now I’m 

hosting dinner parties on a regular basis so I had to swap my desk 

and dining table. This has been fine for the short-term, but I know 

how much I need my big desk, hence one of my first projects for 

the new year is building a new desk area. I am already looking for 

second-hand items on classifieds.  

Another adjustment is my desire to be able to spontaneously invite 

people over. Currently, my flat looks like a bit of a mess most of 

them and I wouldn’t feel comfortable bringing people over without 

having to tidy first. Therefore, I will implement a 20-minute tidy 

session in my daily schedule.  

What do I need to tweak to make my home fit for this purpose? 

Knowledge & Growth 

As soon as the new year hits and we go back to our everyday routines, we tend 

to focus more on maintaining and less about actually learning new things, 

growing our lives and expertise. Learning to play the piano is not something you 

had to have ticked off during primary school. It’s never too late.  
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What new skills do I wanna acquire this season?  
COOKING 


BAKING 


CODING 


 ICE-SKATING 


POTTERY 


KNITTING 


RIDING A BIKE 


L E A R N I N G A N 
INSTRUMENT  

Which areas have sparked my interest?  
SUSTAINABILITY 


QUANTUM PHYSICS 


A R T I F I C I A L 
INTELLIGENCE 


THE ROMAN EMPIRE  
 

GO  Pick one area or  ski l l  you want to  cult ivate  this  

year.  Research how you can start  and set  yourself  goals .   

In the past years, I have become a very passionate reader – not so much fiction 

anymore, but rather, non-fiction literature on business, design, leadership or 

psychology and faith; basically, all the things that interest me at any given time. 

All the things I got to learn and apply in my life or pass on to my friends has 

become invaluable.  

What are books that I would like to read? 

Do you have any books that have been sitting on your shelf for a long time? Any 

titles you’ve got scribbled down in your notebook you’ve been wanting to get? 

Before ordering online, why not check if your local library or a friend has it.  

If reading is not your thing, why not try a podcast. I tend to listen to these 

whenever I do any housework, like washing the dishes or sweeping the floors. 

That way I get my daily dose of inspiration and gaining knowledge, while also 

finishing chores. (This is one of the last few multi-tasking actions I allow.) I 

especially like TedTalks because their topics cover a 360° range so I learn about 

things that I would have otherwise not even known about.  

I’ve recently starting using GoodReads as a way to keep track of 

the books I own and have read, as well as finding suggestions in 

certain areas.  
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Hobbies 

We all have our main occupation: be it mother, student, employee, entrepreneur, 

sometimes all of the above, that consumes most of our time. Ideally, that is what 

you want to be doing and is a way of working towards your vision. But even if 

you love your job so much, there’s a definite need to just hang sometimes. If 

Netflix makes you truly unwind: go for it! But does it really?  

What do I enjoy doing when I’m off duty? 

CRAFTING 


CREATING WEBSITES 


PLAYING FOOTBALL 


HITTING THE GYM 


GARDENING 


PAINTING 


KNITTING 


P L A Y I N G A N 
INSTRUMENT 


READING A BOOK 


POTTERY  

A hobby are the things you do for the sole purpose of enjoying it. Not because 

you have to, but because it brings you pleasure, helps you unwind and takes 

your mind off work. It’s the missing puzzle piece that so many people overlook, 

coz they "don’t have time". In the end, it’s about taking this time. We cannot 

afford not to take this time, this restore the infamous work-life balance.  

If you haven’t found the one thing you know you love, just try some, ask your 

friends, find classes online.  

An excellent way to use your way, learn something new and all the while making 

new connections and doing something good is volunteering. There are so many 

initiatives that wanna welcome helping hands. Some like volunteering at a soup 

kitchen are open to anyone without any meaningful skills, some organisations 

need someone with a specific skillset like graphic design.  3

 Check online for local volunteering opportunities. There is platforms like Vostel that bring 3

organisations and volunteers together. 
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Health 

When it comes to setting new goals or making resolutions, I’m 100 % sure that 

more than half of them must be hitting the gym more often or healthier eating.  

Two reasons I ain’t a fan: 1) WHAT DOES THAT EVEN MEAN, FELICIA? And 2) 

you’re not setting yourself up for a win. Because they aren’t specific enough, you 

will most likely give up to early coz you’ve made “some progress”, that’s good 

enough. (* Don’t get my wrong, I’m cheering for you, babe, any step is cause for 

celebration!!!) But it just doesn’t lead you in the direction you want to go. So be 

gentle with yourself: do reach for the stars when it comes to your overall vision 

of “having a supermodel bod” (what does that mean, Felicia?!), but when it 

comes to setting goals for the upcoming season: be realistic. What does your 

schedule look like? Can you build on any foundation or starting as an absolute 

beginner? 

Where do I need to restore my natural balance?  How do I want my 

body to feel? 

As someone who has struggled with their body image for about 20 

years and is just starting to be OK with how I look, any kinda food 

regimen has thrown me into some kinda unhealthy eating habits. 

Because of that, I have decided to simply (* not simple at all) learn 

to listen to my whole body, i.e. pay attention to what happens 

when I do, eat, feel, experience certain things. Reading books or 

trying special diets has not helped.  

S E T T I N G T H E S E L F - C A R E R E C O R D 
STRAIGHT 
Self-care has become the big new thing in 2017 or maybe 2018, *who cares*. 

Countless websites and instagram accounts solely focusing on self-care have 

popped up since. Most of them show cute gals applying a sheet mask and 
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watching a chick-flick while painting their nails, as opposed to going to a party 

all glam-ed up.  

And while I love that we are taking time to take care of our exterior on a specific 

night a week or month, self-care goes way beyond that for me. I (* now) value 

myself enough to wanna take care of myself every single day. And not just on 

the outside, but also on the inside. And that means thinking happy thoughts, not 

putting myself down, being a good friend to myself.  

When you start being unkind to yourself, ask "would I say this to may best 

friend?" If you would, would you say it with love or judgement? And the answer 

*hopefully* would be no. So why treat yourself that way?  

Me-moments  

My self-care includes healthy thoughts, being kind & gracious with myself all day, 

and then I will have little me-moments whenever I feel like I need them. And 

they don’t have to be a solo activity, but can totally include anyone you feel 

comfortable around.  

What are the things I’d like to do, but can’t pull off in public? 

My favourite me-moments must be first having whatever food I 

haven’t had in a long time. Usually followed by putting on an outfit 

that I wouldn’t normally wear outside, yes, that includes heels. And 

then putting on some good ol’ twerks music and busting the 

moves I could never show outside my house because people don’t 

get it. 

As someone who loves learning I tooootally enjoy reading a new 

book and just having a good cuppa tea.  

Solo dates 

Solo travelling has probably been my default travelling mode to date. So doing 

stuff by myself, going to restaurants by myself has never been weird to me. To 

most of my friends it still is though.  
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Carve out some time to take yourself on a date. Anything you would wanna do 

with a friend or that’s on your bullet list. Take this time for yourself, take care of 

yourself, you’re gonna be stuck together for a long, long time still. Better learn 

how to get along well. They can also be little treats that you gift yourself. 

 How would a relaxing, energising solo date look for me? 

TAKING CARE OF MY FACE ( INCL THE BELOVED LASH LIFT) 


COOKING A FANCY MEAL & PROPERLY ENJOYING IT 


BAKING A CAKE 


WRITING A LOVE LETTER TO MYSELF 


SPECIAL LOTION THAT IS USUALLY OUTSIDE OF MY 
BUDGET 


GETTING A NEW CRAFTING TOOL/ITEM 


In a nutshell, self-care, to me at least, is being a good friend to yourself.  

GO S c h e d u l e  m e - m o m e n t s a n d s o l o d a t e s fo r  t h e 

upcoming weeks.  

FRAMEWORK FOR THE NEW SEASON 
Now that we’ve laid the ground-work for how you want your life to look, it’s time 

to pour all these habits & structure into the mould of the new year.  

Designing the season 

Decide how far in advance you want to plan. Maybe you can even plan for the 

rest of the calendar year or the next season. Grab an overview with all months at 

a glance. 

Then fill in all bank holidays, trips you’ve planned, time you’re taking off work, 

maybe even important birthdays you might wanna travel for or be present for. 

This will serve as your reference when you’re booking holidays or scheduling 

events.  
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Overall theme 

Why not try to find a heme for the season ahead? It can be a word, quote or 

mantra that you want to heading the time ahead. You can always go back to that 

when you feel uninspired or have lost your direction.  

 What is a theme that sums up my spirit for the upcoming season? 

RELEASE 


REDEFINE 


A N Y T H I N G I S 
POSSIBLE 


NEW CIRCLES 


SIMPLICITY 


E M B R A C E T H E 
UNKNOWN   

Designing my month 

Have you ever tried having different seasons for the month? For all the females 

out there, I recommend checking out the FloLiving  concept. Alicia describes 4

how our hormones can influence the different. But even without the hormonal 

changes, having a different focus for every week of the month can be beneficial. 

ONE HALF FOR PERSONAL DEVELOPMENT & CREATIVITY & 
REFLECTION 


THE OTHER HALF FOR PRODUCTIVITY & GETTING THINGS 
DONE 


I also have a schedule for monthly tasks, especially household chores like 

stripping the beds or cleaning the fridge.  

What are chores or tasks that need to be tackled every month? 

Designing my week 

There are 7 areas that I always make time for in my week. Let’s consider them 

little building blocks. I build these around the set dates I have due to work or 

social commitments. Therefore I don’t have a fixed schedule that I go through 52 

weeks a year. Rather, I have an idea of all the block that I need to fit in the 168 

 Alicia Vitti has developed the CycleSyncing method. You can find out more on her FloLiving 4

website or even more conveniently by getting their app. 
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hours that I got. The amount of time I need for sleep is set and won’t be taken 

by other areas.  

What are chores or tasks that need to be tackled every week? 

WORK/PRODUCTIVITY 


SLEEP 


REST & REFLECTION 


M A R G I N F O R 
FRIENDS 


ADMIN 


GROCERY SHOPPING 


MEAL PLANNING 


CLEANING  

My week begins on Sundays, therefore I sit down on a Saturday night (* usually) 

to reflect on the past week and then see what I have ahead. I have a digital 

calendar that will show all set appointments and then I’ll take any scrap piece of 

paper for writing down the tasks I have assigned to a specific day. If they are 

important, I will also set a reminder on my phone. Same goes for things that 

need to  

As someone who volunteers and carries some responsibility, I have found it hard 

to juggle my set schedule and things that would come up spontaneously. That’s 

where I have learnt to appreciate flexibility, but also the power of “NO!” when 

it’s time to prioritise what needs to be taken care of immediately. I had to ask 

myself whether the task at hand is urgent and whether it can be delegated to 

someone else.  5

Another trick I learnt from a friend is to carve out times in your week where you 

will meet with friends. Depending on whether you’re more introverted or 

extroverted this will take more or less energy from you and you will need to 

schedule sufficient alone-time. This way you can make sure that you’re growing 

that network.  

Designing my day 

24 hours seem like a lot, but on some days simply won’t cut it. How do certain 

people manage to get so much done and others don’t? (*cue* you have the 

same 24 hours as Beyoncé).  

 These questions are based on the “Eisenhower Matrix”. 5
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What are my daily commitments?  
SLEEP 


MEALS 


TO DOS OF THE DAY 


SCREEN TIME 


TIDYING UP AS I  GO 
ALONG  

Having certain hours for certain types of commitment boosts productivity. In 

your most alert & efficient hours you should not be doing mindless tasks such as 

cleaning or sorting your emails.  

How do my energy levels develop throughout the day? 

Social media and other mindless screening or daddling is a major 

time killer for me. That’s why I have implemented a certain time, 

my most sluggish, for my social media hour, where I will check what 

people have posted.  

I have also made it a priority to clear all my emails and messages 

and reply to the ones that I wanna answer by the end of the day. 

  

Research has shown that multitasking is actually detrimental 

to our productivity. The illusion of getting more things done 

at a time, is just that. My only exception is mindless work 

like cleaning or commuting. During those tasks, I will listen 

to a podcast or watch a movie. Other than that, I give my 

undivided attention to whatever is happening.  

A lot of attention on Youtube and Instagram is brought to morning and evening 

routines.  
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Morning routine 

A morning routine is generally set to ease into the day and start it from peace. 

That usually comes with getting up earlier and “getting things down before the 

rest of the world is up”.  

For most of 2018 I tried so hard to get up at 6AM to be like all these 

call meditating chicks. Not being able to get up that early most of 

them time, really brought me down. I have found that working later 

into the night or attending social events made more sense for me 

and would always interfere with that goal. Nightowls and morning 

people are truly a thang, no need to change that.  6

How do I want to begin my day? Do I need to ease into it or do I want 

to start ticking off my to-do list straightaway? 

Some people are so motivated by being able to tick something off their to-do 

list, that having an extensive morning routine would only harm their flow for the 

day. Whether you are a morning person, when you need to get to start working 

might be factors in designing your morning routine.  

JOURNALING 


WRITING TO-DO LIST 
FOR THE DAY 


L I S T E N I N G T O A 
P O D C A S T / R E A D I N G 
THE PAPER 


MEDITATION/YOGA 


WORKING OUT 


GOING FOR A WALK 
7

SKINCARE & TEETH 


R E A D I N G 
DEVOTIONAL  

Night routine 

Saying goodbye to the day and giving the body some time and space to unwind 

from the day can majorly impact quality of sleep. Melatonin is the factor in there. 

Its production is vastly impacted by our screens and the light they emit. That’s 

why we shouldn’t be using our phones/iPads/TVs in bed…  

 Walker has opened my eyes to this fact and has ultimately lead me to the decision to no longer 6

strive towards being that 6 AM kinda gal. 

 Going for a walk in the morning7
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What keeps me awake at night? What will help me to rest and finish 

the day content? 

SKINCARE & TEETH 


READING A BOOK 


TAKING A BATH 


5 MINUTE TIDY 


SETTING OUT OUTFIT 


WRITING TO-DO LIST 
FOR THE NEXT DAY 


GRATITUDE LIST  
 

GO Make your sleeping area ready by el iminating 

distractions.   

Decision fatigue 

We have so many decisions to make every single day. We can learn from Obama 

that we shouldn’t waste time or energy on making recurring decisions like what 

to wear or eat.  Making these decisions depletes of energy which is why towards 8

the end of the way, researchers say a decision fatigue sets in.  To avoid that, 9

follow a plan or make these easy decisions when your decision level is already 

down. That way, the valuable high energy will be preserved for the more 

important decisions.  

Go-to meals 

The day was long, all I dream of is hanging in my PJs and eating pizzas while 

watching Gilmore Girls. My inner sloth says "yowdy-yay", the goalgetter in me 

gives me a massive "stop"-hand and wishes these goals would stick.  

LASAGNA SANDWICHES (SPINACH GRILLED CHEESE) 


CHILI SIN CARNE 


PASTA WITH BÉCHAMEL, BROCCOLI & CARROTS 


PORRIDGE  

GO  Create a  Pinterest  board or  browse your favourite 

cookbooks or  the gram to f ind recipes for  you go-to 

l ist .   

 Obama explained in an interview that he wears only grey or blue suits, as some kind of uniform 8

to cut the number of decisions each day. 

 The New York Times has published an interesting article on Decision Fatigue in 2011.9
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DIGITAL ORGANISATION 
On a more unrelated note, I wanted to show you how I organise my thoughts 

and files to stay productive. All of my digital files are on iCloud which means 

easy access on all devices and remotely through a browser, plus no back-ups. 

Notes 

As an avid reader, especially during my commute, I have transitioned to taking 

most of my notes on my phone.  

They are neatly organised in folders and 

sub-folders in the Apple Notes app. 

Whatever I hear in church is sorted by year 

and then every sermon gets their own note, 

titled with date, speaker, sermon title. 

Then I have a folder for books that has 

individual notes, named title – author. I will 

use headings for different chapters/key 

ideas and also mark the page numbers for 

reference later. 

The same goes for podcasts. Here I might 

note a link if it’s not on the podcast app.  

I have another folder for random quotes, 

where I will also note the source. 

I then have a Food folder with shopping 

lists for individual shops. That way, I always 

know what is missing at home if I happen to 

go to a store like IKEA with a friend.  

I also have a folder where I collect ideas for 

my website or general projects or the future 

or just misc randomness.  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Reminders 

Similarly, I use different folders in the 

Reminders app.  

One is to keep me good with my 

networking. Whenever someone pops 

into my head that I should contact again, 

I put their name here, set a timer and 

then contact them during social time.  

My future folder holds all projects that are not urgent, but have some kind of 

timeframe, or would be forgotten if not written down. Some of them are 

seasonal, e.g. for Christmas or birthday presents.  

Recurring reminders are for my meds, for recurring tasks or regular check-ups.  

The short term to do lists are to be ticked off within the week.  

Folders 

My computer files are only in the Documents or Desktop folder (* I may or may 

not, however, have a pretty vast Downloads folder on my iMac…) to ensure 

maximum usability. I like to keep my Desktop folder pretty empty, only with 

folder or documents that I am currently working on.  

My Documents has a school folder, organised by semester and then courses. It 

has a business folder with invoices, a personal folder and one for projects.  

My personal folder holds scans of important receipts and invoices named 

year.month object, recipes and letter templates. They also have CVs, cover letter 

templates and copies of all my documents and IDs. 

My Projects are organised by year or if they are long-term, like my websites, and 

then in folders named starting with the month and a description of event. It also 

holds all research for new interests I’m exploring. Every topic or area that I’m 

working on has its own folder with articles or notes. Sometimes they also have 

PDF summaries from books I’ve read on the subject.  
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RESOURCES 
The following resources have helped me on this journey of discovering goals, 

productivity and lifestyle. I like to get them secondhand in charity shops, 

Amazon or borrow them from friends. Admittedly, for some of them, you won’t 

need to read the whole book, but reading a solid summary online will do the 

trick, at least to get the general idea. 

Books 

Gretchen Rubin –– Better than Before 

Jim Loehr & Tony Schwartz –– On Form 

John Maxwell –– No Limits 

Lavendaire –– Artist of Life Workbook 

Carol Dweck –– Mindset 

Don Clifton & Tom Rath –– Strengthsfinder 2.0   

Matthew Walker –– Why We Sleep 

David Allen –– Getting Things Done 

Gordon MacDonald –– Ordering Your Private Life 

Richard A Swenson –– Margin 

Podcasts 

TED Talks Daily 

RadioLab 

The Daily 

Books Of Your Life 
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