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The NEXT STEP in treatment for adults with ADHD… 
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Many adults with ADHD begin their day with only a vague idea of what they want 
to do and what they want to accomplish. Of course, by days end, adults with 

ADHD review their day only to find that they have accomplished little if anything. 
It is an unfortunate and common experience that adults with ADHD are 

frequently ‘busy’ but unproductive. Is this your experience?  
 
Follow these 7 Steps to get control of your day (and maybe your life) 

 
1. Begin with a plan  
2. Plan your day the night before  
3. Important or Not?  
4. First things first  
5. If it’s going to be, it’s up to me  
6. Proceed with Mindfulness – Mindfulness bells 

7. Review your day and plan for tomorrow 
 
 

 

1. 1. 1. 1. Begin with a planBegin with a planBegin with a planBegin with a plan  
 
I will always recall my first time management seminar several years ago in which 
the presenter told the story of Alice in Wonderland. You may remember the 

scenario in which Alice comes across the Cheshire Cat and asks, “Would you tell 
me, please, which way I ought to go from here?” Cheshire Cat carefully considers 

her question and responds, “That depends a good deal on where you want to get 
to.” Alice explains, “I don't much care where” to which Cheshire Cat responds, 
“Then it doesn't matter which way you go”. This example may be true for adults 

with ADHD as well. 
 

To be successful, accomplished and/or productive you MUST have a plan and it’s 
important that your plan be written. I can’t begin to tell you how many ADHD 
adults I’ve coached who struggle with poor time management and lack of 

effective productivity. “Oh, I have a plan”, I often hear. But, more often than not 
the plan is in the adult’s head… not on paper. Successful leaders often exclaim 



that “if a plan (goals, To Do List) is not written, it doesn’t exist”. You may have 
also heard the expression, “Those who fail to plan, plan to fail”. 

 
 

 

2.  2.  2.  2.  Plan your day the night before.Plan your day the night before.Plan your day the night before.Plan your day the night before.  
 

That’s right. End your work day or personal day by listing all those things you 
want to do or accomplish tomorrow. As you wrap up each day, its an excellent 

opportunity to review your day’s accomplishments, your incomplete tasks that 
require more attention and finally those new ‘To Do’ items to be added to your 
list. Write your list, numbering from 1-10 or 20. Simply make your list. Don’t 

worry, the order makes no difference at this point.  
 

 
 

3.  3.  3.  3.  Important or Not?Important or Not?Important or Not?Important or Not?  
 
To Do lists are an important tool but are often used ineffectively and easily 
become overwhelming for adults with ADHD.  

 
Here are a few simple steps to increase your To Do lists effectiveness and level 

of productivity while also reducing anxiety and overwhelm.  
 

1. Start with your list of To Do items 

2. Reviewing your list, place the letter A, B or C using the following recipe: 
a. ‘A’ – beside each item that is IMPORTANT and URGENT 

b. ‘B’ – beside each item that is IMPORTANT but NOT urgent 
c. ‘C’ – beside all other items (not important; not urgent) 

3. Next step is to look only at your list of items with an ‘A’ beside them. 

a. Begin to prioritize your ‘A’ list by placing the #1 beside the item 
that is MOST URGENT and MOST IMPORTANT. This item is ‘A-1’ 

b. Now you can continue to prioritize your [‘A’ list] by identifying the 
next item on that is MOST URGENT and MOST IMPORTANT as ‘A-2’, 

‘A-3’ and ‘A-4’. It’s probably realistic to stop at A-4 for now. 
4. Now it’s time to get to work by focusing on you’re A-1 item only until that 

item is complete. Then proceed to A-2 and so on. 

 

    

    

4.  4.  4.  4.  First things firstFirst things firstFirst things firstFirst things first        
 
Now that you’ve completed and prioritized your TO DO list (last night) it’s time to 
get started. Congratulations! You’ve already accomplished the most important 

task by setting a clear direction for what is most important to accomplish today. 
First things first, so now you’re ready to start of your new day with task A-1, the 

most IMPORTANT and most URGENT item on today’s TO DO list.  
 
All too often adults with ADHD will start their day in a ‘fog’. They lack any clear 

idea or plan for the day. Thus, the tendency is begin the day with a vague idea, 



to meander from one task to another, followed by another, allowing 
circumstances to drive their day. If you think about it, you only become victim to 

circumstances because you allow yourself to become a ‘backseat driver’ in your 
own life. 

 
Start your day with the clear intention to complete task A-1. … 
 

Here are a few important rules about the A, B, C method of prioritization. Yes, I 
hesitate to use the word rules but the truth is if you desire productive and 

consistent results - this system will quickly fall apart if you vary from the system. 
 

• Focus your attention and energy on A-1 ONLY 

• Do not proceed to A-2 until A-1 (most urgent; most important) is 
complete. 

• If any task is large, break it into smaller chunks to match your focus. 
• Allow mini-breaks but avoid a distraction that simply pulls you off task. 

o consider a small B or C task that takes little time (write a check for 

bill that’s due) 
o stand up and walk around or stretch 

• Use mindfulness bells (see below) 
• Rule of thumb:  

o Today’s B’s may become tomorrow’s A’s (urgent& important).  
o C’s may become an A or B but usually lack urgency and importance.  
o C’s are often distractions and time-wasters 

        

    

    

5.  5.  5.  5.  If it’sIf it’sIf it’sIf it’s going to be, it’s up to me  going to be, it’s up to me  going to be, it’s up to me  going to be, it’s up to me     
 
During the mid-1990’s I attended a very large convention in Charlotte, NC. I was 

simply tagging along with a friend so my expectations were fairly nominal. Boy, 
was I wrong! I was blessed to hear one of the most impacting speakers I’ve ever 

heard. Her name was Danielle Kennedy. Danielle described that there are 
essentially THREE kinds of people in the world. 
 

• First, there are the people who MAKE THINGS HAPPEN. You know who 
these people are in your life, your community and in the world.  

• The second group of people are those who WATCH THINGS HAPPEN. 
Ouch! Getting a little closer to home? These are the people who may 
observe from the perimeter, across the street but are less like to get 

involved. However, these are also the people you hear from when things 
don’t result with their preference.  

• The third group are the people who WONDER WHAT HAPPENED??? Yes, 
these are the people who live without intention; living in the drift and 
victims to circumstances or who those who live in a world of distractions.  

 
 

 

    



6.  Proceed with Mindfulness 6.  Proceed with Mindfulness 6.  Proceed with Mindfulness 6.  Proceed with Mindfulness     
 

Over time, I’ve realized the importance of using Mindfulness Bells to bring my 
awareness to the moment. “Am I doing what I’m supposed to be doing?” “Is 
what I’m doing the best use of my time and focus?”  

 
As an ADD Coach I frequently prescribe the use of multiple Mindfulness Bells. For 

instance, I recommend dual digital timers, wrist watch and cell phone alarms or 
similar devices to alert your awareness to: take your medication, to prepare to 

leave for an appointment, to wrap up a project or to simply shut down your 
computer and prepare for bed.  
 

Adults with ADHD can easily be side-tracked from tasks and their focus of 
attention. Thus, Mindfulness Bells can be an effective tool to redirect your focus 

back to an important task, “Earth to Rudy”. 
 
Each time they bell sounds, make it a practice to STOP, take a deep BREATHE, 

allow a moment of SILENCE and bring your awareness/mindfulness into the 
moment… then re-engage in what your were doing, but this time more mindfully. 

 
Adults with ADHD also have a tendency for a very poor sense of time. We may 
explain, “I’ll be ready in 10min” but in truth we have a very poor concept of ten 

minutes. We may have become hyper-focused in an activity and easily loose 
total track of time. Thus, Mindfulness Bells can be our friend to keep us aware 

and mindful, our ‘Accountability Buddy’ to keep us honest. 
 
 

 

7.  7.  7.  7.  ReviewReviewReviewReview your day and plan for tomorrow your day and plan for tomorrow your day and plan for tomorrow your day and plan for tomorrow    
 

Your final step toward “Getting Control of your Day” brings you back to the first 
step - Planning. Effective planning begins as you wrap your day by reviewing 

your ‘To Do List’ from today. Start with a quick inventory of what you managed 
to complete today and what tasks or items are remaining on your TO DO List. 

 
This is a step that many people find cumbersome nevertheless, it’s best to re-
write your list from scratch for tomorrow. Once again, make a list of your TO DO 

items, adding any new items to your list. Next, reprioritize your list using the A, 
B and C method. Remember that yesterday and today’s ‘B’ items may become 

tomorrow ‘A’ items as they gain URGENCY and IMPORTANCE.  
 
There is a likely temptation at this stage to create short cuts or cut corners but 

true effective planning is best accomplished with a consistent recipe for success. 
Simply stick to the plan and enjoy your results. 

 
 

    

AAAAdditional Resources:dditional Resources:dditional Resources:dditional Resources:    
 
In my blogsite you’ll find a rich resource of articles, links, videos and more. 



Check it out at: http://www.adhdcenterforsuccess.com/blog   
 

Do you have Adult ADHD? 
http://adhdcenterforsuccess.com/blog/resources/understanding-adult-adhd/ 

 
 

 

 
About CoachRudy Rodriguez 
 

CoachRudy Rodriguez is an ADHD Coach, a Licensed Clinical Social Worker and 

Certified Intrinsic Coach®. He has maintained a private clinical practice in Asheville, NC 

since 1983 but first began working with ADHD children in 1981. As an ADHD adult 

diagnosed with ADHD, he brings a very personal understanding as well as his clinical 

experience and coaching expertise to his working with ADD/ADHD children, adolescents, 

college students and adults with ADHD. CoachRudy is the founder of the ADHD Center for 

Success in Asheville, NC,  where he brings his passion and commitment to partner with 

ADHD adults and others to co-create successful experiences in their lives, their 

relationships and careers. He provides both coaching in his office and virtual coaching by 

telephone and via the internet. 

 

Professional Affiliations include:  

• ACO (ADD Coaches Organization) - Professional Membership, past Board 

Member.  

• ADDA (Attention Deficit Disorder Association - Adult ADHD Organization) - 

Professional Membership.  

• Licensed Clinical Social Worker - North Carolina. 
• Certified Intrinsic Coach®.  

 

*Sign-up NOW for your Complimentary Adult AD/HD  

Telephone Strategy session. 

Find answers to those burning questions you’ve always (or only recently) 

wanted to ask of an Expert about adults with ADHD. 

Email: coachrudy@adhdcenterforsuccess.com 

 
 

 
Rudy Rodriguez, LCSW 
Licensed Clinical Social Worker 

ADHD Coach; Certified Intrinsic Coach® 
ADHD Center for Success 

http://www.adhdcenterforsuccess.com/blog   
email: coachrudy@adhdcenterforsuccess.com 


