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Module Introduction 
See it, feel it, create it, share it.... milk it! 
 

In Module 1, we talked about “what you want”. In this module, we’re going to show you “how 

to get it”.  

 

One of the problems many of us face is that we have a certain image of how we’d like our life 

to be, but we don’t have a clue how to get there. Our Big Dream becomes so vague and 

unattainable that we stop trying and give up. Giving up takes the form of just getting through 

each day with the juggle of work and kids and getting a meal on the table, instead of moving 

purposefully and easily towards our ultimate life.  

 

The Milking It system for success gives you a set of tools to backward plan from one of your 

‘ultimate life’ goals, right down to your every day diary. In a nutshell: 
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Exercise # 1: Backward planning your ideal life: 
Starting with one of your goals we undertake a backward planning process to connect you 

TODAY to where you want to be in five years. This process is used in big companies, in sporting 

teams, in university courses, and organisations all around the world because it’s the best way to 

achieve what you want. When you think about your big goal, you might wonder: How do I do 

it? What will it cost? What tools or equipment do I need? What exactly is my target anyway? 

This approach will answer all of these questions.  

 

First, we start with a clear end state. When I used to work with marketing teams in big 

companies, I would gather the team together to plan a big campaign and we would decide 

what is the end result we want? In our case it might have been something like “the product is 

launched” or “customers are taking up the new feature”. The end-state is our “Target”. Now, 

targets vary in size and complexity. A simple target, like going online to pay a bill doesn’t 

require much planning. A complex target like starting a business or renovating a house 

however, will take some more thought.  

 

Right now, please take your Ultimate Life in writing that you completed in Module 1 and look 

down the list. Which one fills you with the most excitement and joy? Take that one and write it 

down here as a ‘clear end state’ – for example, “it’s December 2015 and I have moved into 

my brand new five bedroom house...” 

 

 

 

So, now we’re starting with a clear idea of this end-state in mind and then you ask yourself, 

“Right before this end-state is achieved, what is the very last thing I will do before I arrive at that 

end-state. In our example of the dream home, this last step might be the removalist people 

bringing all your furniture into the house. So you would write down, ‘meet furniture movers at my 

new house’.  

 

So using your imagination, write down here that last step you did just before you got to your 

end state. 

 

 

 



 

And you keep going backwards like that until you are exactly where you are sitting right now. 

As you do this, you write down each step and by the time you’re done, you have a wonderful 

plan sitting in front of you. All you have to do now is trace the steps back in the other direction. 

This process, while seemingly simple, is an extremely powerful planning process. It’s so easy. 

Once you know the steps to take, reaching your goal becomes so easy.  

 

You might notice that I’m not a big fan of arbitrary ‘to do’ lists. This is because a general ‘to do’ 

list, without a plan or purpose is a sure-fire way to get you through the day without achieving 

your goals. It’s a way of filling your day with ‘busyness’ but it’s not a way of getting what you 

want. Of course we all have tasks that we must do, and keeping them in our Did You Remember 

The Milk? organiser and our diary ensure they will get done. But you want to be spending more 

and more of your day doing the tasks that will get you closer to your ultimate life. 
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And so on, 
until you 
get back 
to today 

 

 

 

 

 

 

 

 

 

 

Backward Plan Template 
Target End State:  

 

What is the task you need to complete just before you achieve this end state?  

 

What is the task you need to complete just before the one above?  

 

What is the task you need to complete just before?  
 

What is the task you need to complete just before the one above?  
 

What is the task you need to complete just before?  
 

What is the task you need to complete just before the one above?  
 

What is the task you need to complete just before?  
 

What is the task you need to complete just before the one above?  
 



 

What is the task you need to complete just before?  
 

 

Exercise #2: Setting SMART Goals 
 

The second powerful tool for getting what you want is setting out SMART goals. 

 

Again, taking one of your five year goals, we’re going to set a medium term SMART goal that 

will help you to get to the longer term goal. The way we’re going to set it is in SMART format: 

 

S = Specific: Outline exactly what you are doing or what you want with as much accuracy as 

possible  

M = Measurable: Set ‘hard’ targets which can be measured, for example: level of 

achievement, an amount of money, a percentage improvement, or frequency  

A = Attractive and stated as if it had already happened. Goals that are not stretching you 

enough or appealing enough will have less chance of your achieving them simply because 

they don’t engage you on a deep level. How can you make your goal even more exciting? 

Also, you need to state your goal in the present tense – what you ARE being / doing / having, 

rather than what you WILL be / do / have. This sends a message to your subconscious to really 

envisage the end result.  

R = Realistic: Identify the skills and resources you need and already have and what you can do 

to close the gap. Recognise potential obstacles and dependencies that might push your time 

out.  

T = Time based: Set dates for completion and milestones along the way. Allow enough time to 

accomplish the goal, but not too much time that it loses its ‘edge’. 

 

So let’s take your goal and run it through the SMART process: 
 

What specifically do you want to do or achieve? 

 

 

 

 

 

 



 

 

 

How are you going to measure it? How will you know you have achieved it? 

 

 

 

 

 

How attractive is this to you? Why do you want it? 

 

 

 

 

 

Now re-state the goal as if it had already happened: 

 

 

 

 

 

What resources do you need to achieve this goal? What do you already have / what have you 

already done? Are there any obstacles? 

 

 

 

 

 

Using the backward planning process, what are the tasks you need to accomplish this goal 

and when will each one be achieved? 

 

 

 

 

 



 

Long Term 
SMART Goal 
6-12 months 

Medium Term 
SMART Goal 
1-6 months 

Short Term 
SMART Goal 

2 days – 1 week 

So now, for whatever you wrote down in your ‘ideal life’, you want to set some long term, 

medium term and short term targets to support it. 

To avoid overwhelm at this stage, I just want you to focus on that same 5 year goal, and now 

plan ONE long term SMART goal, ONE medium term SMART goal and ONE short term SMART 

goal that underpin that. 

 

So now, please take ten minutes and set three new goals, each which support one aspect of 

your major long term ideal life. Remember to write them in SMART format: 

 

 

 

 

 

 

 

 

 

 

Some Guidelines: 
 

1. Don’t worry about whether you’ve put in the right goals. Remember that this is a flexible 

process. This is your new system for planning. The reason we’re teaching you this is that 

we’re going to be using it throughout the whole program and you can continue to use it 

everywhere. You can modify the tool in a way that works for you. 

 

2. Remember WHY you wanted to do this and how it supports your future. That will guarantee 

your success. 

 

 

 

 



 

 

Exercise #3: Turn Your Diary into a tool for 

getting what you want in the next 12 weeks. 
 

O.k. so we’ve had our head out of the every day for a while and now you’re wondering: but 

what about my ever expanding to do list? We’re going to show you how to map out your diary 

now and take control of your time. Time management is about managing your life. And true 

freedom is gained when you step back, assess how you spend your time and sort out your 

common time management frustrations. There are many reasons why we would want to 

develop skills around effective time management. The two top reasons are: 

 

§ To achieve the results that we desire  

§ To achieve and maintain a state of resourcefulness 

 

Achieving desired results is virtually impossible without an amount of effective time 

management and the ability to maintain a state of resourcefulness whilst achieving those 

results is critical.  

 

Now look at what you want to achieve in the next 12 weeks. Many of you came into the 

program because you wanted to be more organised and that will help you to get your 

ultimate life and business flowing. We’re going to apply some important diary management 

techniques here now that will help you. 

 

1. Taking your SMART goals that you wrote earlier, list the tasks that you need to complete next 

to each one and by when: 

Goal 1: 

 

 

Tasks: 

Goal 2: 

 

 

Tasks: 

Goal 3: 

 

 

Tasks: 



 

 

2. Now enter these tasks into your diary.  

3. For each task, estimate how long it will take to do. If you’re not sure then err on giving 

yourself more, rather than less time to complete each task.  

4. Now get your current to do list. What? You have several?!! No more. From now on, you have 

ONE place where you will write down your tasks. My strong recommendation is that you use 

a single note book and keep it with you at all times. This is your primary ‘capture point’. All 

phone messages, ideas, notes to yourself, reminders, etc go here. Go through this list and 

see if any of the tasks can be grouped together for maximum efficiency. Remember to put 

the date and time.  

5. Estimate how long each task is going to take. Break large projects down into small parts for 

easier calculation.  

6. Now for the next 12 weeks, plot all of your ‘to dos’ in your diary. Once you’ve got them in 

your diary, and then get rid of them on your list. The point is not to keep a huge long list 

which you keep adding to, but to keep up with your diary. 

 

 

 

 

NO TES:  
 

 

 

 

 

 

 

 

 

 

 



 

 

Some time management tips – have these next 

to you as you work with your diary: 
 

1. Put EVERYTHING in your diary. 

Your diary should be an exact a representation of your day. As you get better and better at 

accurately entering your time into it, you’ll get more out of your day, your weeks, months and 

ultimately your life. 

2. Master the art of estimating your time: this is a very powerful tool.  

To get a better handle on how long things take, use a timer for the next two weeks and time 

how long it takes you to do everything. Time how long it takes you to get the kids to school, to 

make school lunches, how long your average phone call takes, how long you usually take for 

dinner, etc, etc. Once you’ve got a clear picture of how long things actually take you might be 

surprised. Often people think that the jobs they dislike doing take much longer than they 

actually do. Other tasks that you think don’t take long at all, actually take up double the time 

you allow for them.  

3. From now on, no more multitasking!  

I’m a very big offender of this rule and every time I do it, I now check myself and recognise the 

price. It’s a common image of the working mother with the phone cradled under between 

chin and ear, a child under an arm and one hand stirring a pot on the stove. This has been 

proven to slow you down. Think about it this way: if I gave you four targets and asked you to hit 

them all with a dart in one shot, you’d be lucky to hit any of them. Why? Because you’re 

focussing on all of them....and none of them. Remember that the fastest and easiest way to get 

anything done is to GET CLEAR, SET YOUR TARGET, FOCUS and then hit it until you get it.  

4. Allow time for others  

If you need to enlist others to help you complete a task, make sure you’re allowing for their time 

as well as the communication back and forth to get the job done.  

5. Think of the whole job, not just the middle bit:  

Remember for every task to allow set up time, project time and clean up / winding down time  

6. Build in travel time:  

Remember to allow for time to travel to and from activities. Are you taking public transport  

7. Allow for interruptions:  

If you get interrupted a lot at certain times of the day, sometimes this can’t be avoided. Factor 

that extra time for example mid morning if that’s when the phone starts ringing. 



 

 

8. What about thinking time?  

Some tasks need you to think a little bit about them before you launch into them. This time 

needs to be slotted into your diary.  

9. Look after yourself.  

Make sure you factor in time to look after yourself. Build in time for regular refreshments, 

exercise, etc 

10. Remember the four D’s:  

A lot of the time in my life, i find that once I’ve added up all the tasks, there are many more 

tasks than time available. Julie Mortgenstern talks about the four Ds:  

a. Delete tasks: distinguish what’s really important by going back to your goals and then 

decide how each task on your list stacks up. Some tasks you might just be doing out of 

habit. What absolutely does not have to get done right now?  

b. Delay tasks: even if you’ve determined that a task is important, ask yourself ‘can it wait?’ 

If someone else has asked you to do something, you can put it on your list and let them 

know you’ll get back to them with a time frame.  

c. Diminish tasks: Are there ways you can be a bit more efficient with a particular task? 

Maybe some can be done in a less than perfect way to start with. Has someone else 

done it before? Can you skip any steps?  

d. Delegate tasks: effective delegation is one of the most important and valuable skills. This 

can build teamwork, and free everyone up to do their best work. Ask yourself: Is there 

someone who could do this faster, better or well enough? If so, give it up.  

11. Many of your tasks are recurring actions  

This means you will repeat them daily, or several times a week or several times a year. To avoid 

having to think about them frequently, enter them all in at once. 

 

List of common ‘recurring’ appointments to put in your diary: 

Appointment  Entered & booked  

Dentist – you and kids  

Doctor – regular health check up  

Hair Appointment  

  

  

  

  

 



 

 

List of common ‘recurring’ activities and tasks to put in your diary: 

Appointment  Entered & booked  

Gym  

Cooking  

Groceries  

Paperwork tasks (see module 5)  

Reading to kids  

Driving kids to school / kindy  

Preparing customer e-mails  

Responding to e-mails  

Cleaning  

  

  

  

  

  

  

 

Top time savers from Did You Remember The Milk? 
There are at least 17 time saving approaches for running your life and household in Did you 

Remember The Milk? If you adapted these to your household, you can save from two to 10 

hours per week. That’s three weeks per year!! Imagine what you could do with that time…. 

Time Saver Page No 
1. Daily cleaning schedule  
2. Example weekly cleaning schedule  
3. Sorting and storage  
4. Filing system tracker  
5. Weekly meal planner  
6. Master shopping list  
7. Recipe finder  
8. Health care tracker  
9. Children playtime planner  
10. Child’s daily routine  
11. Extra-curricular schedule  
12. Pre-holiday planner  
13. Party planner  
14. Event organiser  
15. Budget tracker  
16. Birthday calendar  
17. Christmas planner  



 

Checklist – to complete this module you need 

to: 
 

Please tick of each of the below check boxes to ensure you have completed the requirements 

for this module.  

 

¨ Done a backward plan of one of your Ultimate Life goals  

¨ Learnt how to write SMART goals and created a SMART goal for one of your Ultimate Life 

goals  

¨ Created a series of SMART goals for the long term, medium term and short term to 

support that Ultimate Life goal  

¨ Mapped out your diary for the next 12 weeks and included your goals, important tasks 

and all the items on your to do list. 

 

 

 

 

 

 

Useful Resources: 
 


