Planning to capitalise on every opportunity 
1. Take yourself forward to the completion day of a well-formed outcome. Write that outcome into the heading box below, along with the deadline. Take some time to imagine what you will see, hear and feel when you have achieved that. 
2.  Identify the last action that you need to take to reach that goal, and make a brief note of that in the first row
3.  Identify the action needed before that, writing a note of that in next row below.
4.  Continue the process until you have brought yourself back to now and the first opportunity you can take to start moving toward the successful achievement of that goal.
5. Allocate essential start dates for each action.
A sample planning chart is illustrated below. You can download this from the companion website or create your own version to map out the series of steps as fully as you like.
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