
Action Steps
Handbook

https://bookbutterclub.com

by Book Butter Club

How can you identify and focus on what
truly matters in your life?

https://bookbutterclub.com/


https://bookbutterclub.com

“First Things First” by Stephen Covey, along with A. Roger Merrill and Rebecca R.
Merrill is a guide on time management and prioritization, focusing on aligning your
daily activities with your most important goals and values. It emphasizes the
importance of doing what truly matters rather than just being efficient.

The book introduces the concept of the Eisenhower Decision Matrix, which
categorizes tasks based on their urgency and importance. This helps you focus on
tasks that are important but not necessarily urgent, ensuring that you invest your time
in activities that align with your long-term goals and values. The book emphasizes
the importance of aligning your daily activities with your core values and long-term
goals.

In this Action Steps Handbook, we will provide practical steps grounded in the insights
presented in the book that will help you identify and focus on what truly matters in
your life.

Step 1: Clarify Your Values

Identify Core Values: Reflect on what is most important to you. Consider different
aspects of your life, such as family, career, health, and personal growth. Write down
a list of values that resonate with you. For example, you might list values like
honesty, compassion, creativity, and financial stability.

Prioritize Values: Rank your values in order of importance. This helps you
understand which values should guide your decisions and actions. For instance, if
family is your top value, you might prioritize spending quality time with loved ones
over work commitments.

Step 2: Define Your Roles

List Your Roles: Identify the different roles you play in your life. These could
include roles like parent, spouse, employee, friend, volunteer, or student. Write
down all the roles that are significant to you.

Evaluate Each Role: Consider how each role aligns with your core values. Reflect
on the importance of each role and how it contributes to your overall sense of
purpose and fulfillment. This will help you see which roles deserve more of your
time and energy.
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Step 3: Set Long-Term Goals

Create a Vision: Imagine where you want to be in the next 5-10 years in each of
your important roles. Write down your vision for each role. For example, as a
parent, you might envision having a strong, supportive relationship with your
children.

Set Specific Goals: Based on your vision, set specific, measurable, achievable,
relevant, and time-bound (SMART) goals for each role. For instance, if your vision
is to improve your health, a specific goal might be to lose 20 pounds in the next six
months by exercising regularly and eating a balanced diet.

Step 4: Use the Eisenhower Decision Matrix

Categorize Tasks: Use the Eisenhower Decision Matrix to categorize your tasks
into four quadrants:

Urgent and Important: Tasks that require immediate attention and are crucial
for your goals (e.g., meeting a work deadline).
Not Urgent but Important: Tasks that are essential for long-term success but
don’t require immediate action (e.g., planning a family vacation).
Urgent but Not Important: Tasks that demand immediate attention but don’t
significantly contribute to your goals (e.g., answering non-essential emails).
Not Urgent and Not Important: Tasks that are neither time-sensitive nor
crucial for your goals (e.g., watching TV).

Focus on Quadrant II: Prioritize tasks that fall into the “Not Urgent but Important”
category. These tasks align with your long-term goals and values but don’t require
immediate action. By focusing on these tasks, you can make meaningful progress
towards your goals.

Step 5: Plan Weekly and Daily

Weekly Planning: At the beginning of each week, review your long-term goals and
identify the most important tasks for the week. Schedule time for these tasks in your
calendar. For example, if one of your goals is to improve your fitness, schedule
workout sessions for the week.

Daily Planning: Each day, review your weekly plan and prioritize your tasks for the
day. Focus on completing the most important tasks first. This helps you stay on
track and ensures that you’re making progress towards your goals.
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Step 6: Eliminate Distractions

Identify Distractions: Recognize activities or habits that distract you from focusing
on what truly matters. These could be excessive social media use, unnecessary
meetings, or multitasking. Write down a list of common distractions in your life.

Set Boundaries: Create boundaries to minimize distractions. For example, set
specific times for checking emails or social media, and stick to them. You might
also designate a quiet workspace where you can focus without interruptions.
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Disclaimer: The action steps provided in this document are based on our own experience and
understanding of the book. They are not endorsed by the author and are not intended to replace the
original book in any way. These action steps should give you an idea of the concepts presented in the
book if you have not read it yet, or provide guidance if you have finished reading the book but are stuck
and not sure where to start.

If you want to identify and focus on what truly matters in your life, you can use the
template on the next pages. It will help you assess your current habits and make
necessary adjustments to develop a balanced and fulfilling life.

In summary, achieving success and reaching your goals involves prioritizing what truly
matters and aligning your daily activities with your core values and long-term goals. By
focusing on key principles such as identifying your values, defining your roles, setting
long-term goals, using the Eisenhower Decision Matrix, planning weekly and daily,
eliminating distractions, and reflecting and adjusting, individuals can enhance their
personal and professional effectiveness. Utilizing tools like the Eisenhower Decision
Matrix and regular reflection can provide valuable insights into one’s journey, allowing
for personalized adjustments to strategies and actions.

Step 7: Reflect and Adjust

Regular Reflection: Take time to reflect on your progress regularly. Are you
focusing on what truly matters? Are your actions aligned with your values and
goals? Keep a journal to document your reflections and insights.

Adjust as Needed: Be flexible and make adjustments to your plan as needed. Life
is dynamic, and your priorities may change over time. If you find that certain goals
or tasks are no longer relevant, don’t be afraid to revise or replace them.
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Step 1: Clarify Your Values

Identify Core Values: Take some time to reflect on what is most important to you.
These could be values like family, health, integrity, personal growth, or career
success. Write them down.

Prioritize Values: Rank your values in order of importance. This will help you
understand what should take precedence in your life.
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“I want to run a marathon.”

Step 2: Define Your Roles

List Your Roles: Identify the different roles you play in your life, such as parent,
spouse, employee, friend, or community member.

Evaluate Each Role: Consider how each role aligns with your core values. This
will help you see which roles are most important and deserve more of your time
and energy.

Identify the different roles you play: Entrepreneur, Parent, Friend
Reflect on how each role aligns with your core values:

Entrepreneur: Aligns with Financial Independence and Creativity
Parent: Aligns with Helping Others and Financial Independence
Friend: Aligns with Helping Others

List your core values: Creativity, Financial Independence, Helping Others
Rank your values in order of importance: 

1. Financial Independence 
2. Creativity
3. Helping Others
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Step 3: Set Long-Term Goals

Create a Vision: Imagine where you want to be in the next 5-10 years in each of
your important roles. Write down your vision for each role.

Set Specific Goals: Based on your vision, set specific, measurable, achievable,
relevant, and time-bound (SMART) goals for each role.
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Step 4: Use the Eisenhower Decision Matrix

Categorize Tasks: Use the Eisenhower Decision Matrix to categorize your tasks
into four quadrants:

Urgent and Importanta.
Not Urgent but Importantb.
Urgent but Not Importantc.
Not Urgent and Not Importantd.

Focus on Quadrant II: Prioritize tasks that fall into the “Not Urgent but Important”
category. These tasks align with your long-term goals and values but don’t require
immediate action.

Use the matrix to categorize your tasks:
Urgent and Important: Finalize product listings for the online store
Not Urgent but Important: Research marketing strategies for the online
business
Urgent but Not Important: Respond to non-essential emails
Not Urgent and Not Important: Browse social media

Prioritize tasks in the “Not Urgent but Important” category: Research marketing
strategies, develop a business plan

Imagine where you want to be in the next 5-10 years for each role:
Entrepreneur: Successfully running a profitable online business
Parent: Providing a stable and comfortable life for my children
Friend: Being a supportive and reliable friend

Based on your vision, set SMART goals for each role:
Entrepreneur: Launch my online store within the next 6 months and achieve
$50,000 in sales in the first year
Parent: Save $10,000 for my children’s education fund in the next 2 years
Friend: Schedule monthly catch-ups with close friends
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Step 5: Plan Weekly and Daily

Weekly Planning: At the beginning of each week, review your long-term goals
and identify the most important tasks for the week. Schedule time for these tasks.

Daily Planning: Each day, review your weekly plan and prioritize your tasks for
the day. Focus on completing the most important tasks first.
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Step 6: Eliminate Distractions

Identify Distractions: Recognize activities or habits that distract you from
focusing on what truly matters. These could be excessive social media use,
unnecessary meetings, or multitasking.

Set Boundaries: Create boundaries to minimize distractions. For example, set
specific times for checking emails or social media, and stick to them.

Recognize activities or habits that distract you: Excessive social media use,
watching TV

Create boundaries to minimize distractions:
Set specific times for checking social media (e.g., 15 minutes in the morning
and evening)
Designate a quiet workspace for focused work

Review your long-term goals and identify important tasks for the week:
Schedule time for product photography and website design

Review your weekly plan and prioritize tasks for the day:
Focus on completing product photography today
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Step 7: Reflect and Adjust

Regular Reflection: Take time to reflect on your progress regularly. Are you
focusing on what truly matters? Are your actions aligned with your values and
goals?

Adjust as Needed: Be flexible and make adjustments to your plan as needed. Life
is dynamic, and your priorities may change over time.
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Reflect on your progress regularly:
Keep a journal to document reflections and insights
Are you making progress towards launching your online store?

Be flexible and make adjustments to your plan:
If product photography is taking longer than expected, adjust your timeline
and focus on completing it before moving on to the next task

By using this template, you can systematically explore each step in the journey to
identify and focus on what truly matters in your life. Take your time with each section,
reflect deeply, and be honest with yourself. This process is unique to you, and each
step will bring you closer to a balanced and fulfilling life.

If you have any questions or suggestions regarding this Action Steps Handbook, don't
hesitate to reach out via email at contact@bookbutterclub.com. We're here to listen
and assist! 📧🤝
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