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Task Splitter Worksheet
Turn one big task into small steps you can actually start. A good step passes three tests: you
can picture yourself doing it, you know when it’s finished, and it fits inside one timer.

The big task:

Done for today looks like:

Step (start each with a verb: open, list, write, find, ask) Guess Done
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Step 1, made smaller If step 1 still feels like too much,

shrink it until it takes two minutes.

Before I stop: the very next step Write it so

tomorrow’s start is already decided.

Why small steps: Bandura, A., & Schunk, D. H. (1981). Journal of Personality and Social Psychology, 41(3), 586–598. If-then plans:
Gollwitzer, P. M., & Sheeran, P. (2006). Advances in Experimental Social Psychology, 38, 69–119. Interactive version: inchyapp.com/focus-
tools


