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START TAKING 
ACTION – NOW! 

"We can’t do everything at once. But we can do something at once."  
                                                                                                                          - Calvin Coolidge 
 
Do you ever feel overwhelmed because there is so much to do - so you do nothing? If this is true you are not 
alone in feeling this way! 
 
It's real easy to use the excuse (and, yes, it is an excuse) of feeling overwhelmed to not do  anything. Or, to 
just do small unimportant tasks so at least you're keeping busy. 
 
I've found in my work with home-based business owners and in my own business that the absolute best 
question to ask when feeling overwhelmed and/or stressed is this - "What is the next action?" Or, "What is 
one thing I can do toward completing this project?" When you have the answer - do it, now! 
 
The key is to take some action. It may feel small but what happens when you keep taking small actions is 
that the project miraculously gets done! And usually in less time than you thought it would take. 
 
You will also find your self confidence increasing with each action that you take. The opposite is to do 
nothing and then beat yourself up because nothing is getting done and you're always feeling behind. 
 
Every uncompleted project has weight. Heavy weight. Perhaps not physical but certainly emotional. It 
weighs on you in the office and out of the office. 
 
Fearless Organizing Action Step: 
Take a piece of paper and draw a line down the middle. On the left write down all of your uncompleted 
projects/tasks. On the right side write down just one action you can do toward each project. Then number 
the list on the left side in importance and then do the action step for the most important project. When that 
action step is done ask yourself what is the next thing you can do - do that task and keep going. 
 
Keep taking action one step at a time. You will be amazed at how your productivity will increase 
and how good you will feel! 
 
 

Elizabeth Hagen is a dynamic and inspiring female motivational speaker, the author of Organize with Confidence  
and offers business coaching services to motivate women to stand out and accelerate their success. You can become 
more focused and have more momentum, more confidence, and more success. Elizabeth's book "Organize with  
Confidence!" will change your life and her "Speak Now and Forever Get New Clients Home Study Program" will change 
your business! Visit www.ElizabethHagen.com and receive her eBook "10 Fearless Lessons Every Woman Must Know" 
as her gift to you. 
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