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Tip Top Planning and Goal Setting 

So planning, it’s important, if that is, you want to achieve your 
goals, but as well as planning we have to dream and believe.  
We have to give ourselves time; time to think and understand 
what is important to us and when we understand that, it’s not 
difficult to get started.  All you have to do is start writing it 
down, draw a picture or a mind map, however you work, just 
get it on paper, today.  Seeing something in black and white, 
planned out step by step makes it real and achievable, so 
what are you waiting for? 

Some of the reasons that we don’t 
achieve what we are capable of:

 We might fail  (So what!! everyone does from time to time).

 We believe others when they say we can’t.

 We don’t know where to start so we never really get started.

 We are afraid.

 We jump into it, thinking best to get started and then realise we don’t have the

resources or help to keep it going.

Firstly, three facts about you: 

 You are far more capable than you think you are and you have more skills 

than you think you do. 

If you have a goal and have written a plan, broken it down into tasks, you 

are more likely to succeed. 

 Remember, impossible things happen every day, they happen because of 

hard work and planning. 

1

2

3 

A dream is just a 

dream.  A goal 

is a dream with 

a plan and a 

deadline 

Harvey Mackay 

Some questions to ask yourself:
• Does any of the above sound familiar?

• Do you really want to achieve your dreams/goals?
• Are they just dreams and you don’t really mean to do them?

• Are you thinking one day, when things are perfect?

What were your answers?  Do you want to get going now?  Read on and achieve.
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How do you spend your time? 

There are 8,760 hours per year, you should be sleeping for 2,920 of them, it’s your 

choice how you spend the rest, a 

total of 5,840 hours.  Wow, how are 

you going to spend it? 

Wow, how are you going to spend 
it?  You are how you spend your 
time.  There is a statement for you 
to think about. Your rituals 
determine who you are and who 
you will continue to be, unless you 
change them.

How did you spend your time last 
year? What did you achieve? Are you happy with how your life is progressing? If 
not, get going now and change one thing you are unhappy about.

I find it helps to get a wall planner before you start and put in key days, regular 

contacts/meetings, birthdays, race days, and holiday bookings etc. etc. you can 

then see how your year looks before you start.   

Quick quiz 2 points for a Yes, 1 for a No and 0 for a Not Likely.

Only you need to know the answers.....  

QUESTION YES NO NOT 

LIKELY 

I REGULARLY NURTURE AND SUPPORT MYSELF.  

I HAVE A GOOD LIFE/WORK BALANCE. 

I HAVE MADE PLANS FOR MY FUTURE. 

I HAVE PLENTY OF LEISURE TIME. 

I HAVE CLOSE FAMILY AND FRIENDS. 

I AM EXCITED ABOUT MY FUTURE. 

I AM VERY CONFIDENT AND POSITIVE ABOUT MY LIFE. 

I REGULARLY DO THAT, WHICH I ENJOY. 

I EARN WHAT I THINK I DESERVE. 

I EAT HEALTHILY AND EXERCISE 

Flick to the back and see what it means. 
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Plan and Prioritise look back to last year 
What have you achieved last year? Hinty tip, don’t say I haven’t, because you 

have, think.     Pick your best bits and write them down. 

My reminder of how great I am, this is what I achieved last year 

Ok, last year is done, finished.  Leave it alone take the best bits and move on, your 

future is waiting. 

What are your plans for the 

future? 
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Dream and Change Planner 
Start here and put everything down, detail is good here, write them down even if 

you think they are crazy dreams, and then rate them in order of importance, rate 

using numbers between 1 and 5.  You can have more than one at each number 

My Dreams for 2015 
How important is this 

dream? 1-5 
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Why are these plans/dreams important? 
Pick your top two plans and answer these questions.  These plans/dreams are 

important to me because: 

Who can support/help me achieve these plans and dreams? 
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What will I ask them to do? And why?  Are they happy to help? 

Ok so now we have looked at what you want to do, why it’s important and who is 

going to help you, it’s now time to get to work.   

On the next page you will choose your top two goals to start and break them down. 

Good luck.  A little tip that successful people do when you have decided exactly 

what you are going to do, start acting as if you already have already succeeded, 

evidence shows that if you act as though your plan is successful you are more likely 

to achieve your goal. 
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Monthly Planning Priority List 
Taken from your list of what I would like to achieve, pick your top 2 goals and break 

down the tasks needed to achieve each task, you can carry forward uncompleted 

tasks to the next month. 

Goal Breakdown tasks 
Task start 

date 

1 

2 

3 

4 

5 

Goal Breakdown tasks 
Task start 

date 

1 

2 

. 

3 

4 

5 



8 | P a g e

 ©TipTop all rights reserved 

So, you know what you are going to do first, let’s break it down further and pin 

point detail. 

Weekly Planning Priority List 
Ok, each goal has been broken down into tasks, now you need to commit each 

task, so pick the most important goal and the first task you would like to complete, 

write it down and do it.  Take one of the breakdown tasks from the monthly sheet 

and put in the goal box and then further break it down.  Bite size chunks… 

Week commencing _______________________

What do I need to make sure I complete these tasks? 

Do I need to buy something? Do I need to speak to 

someone? 

Do I need to employ 

someone? 

Goal Breakdown tasks 
Task start 

date 

1 

2 

3 

4 

5 
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Sabotage and Triggers 
Sometimes we sabotage our own plans, we do this for a whole host of reasons, 

maybe because we feel tired, angry, happy, afraid of success, afraid of failure, the 

children need you, the cleaning (weird!)  So what might derail your plans? What 

makes you become creative with excuses? What are the triggers that will result in 

you abandoning your dreams? 

Trigger How will you counter your trigger? 

Now, let’s check on how your plans are coming along  
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Daily tasks for week beginning 

Day of the 

week? 
Task to be completed Completed? 

Monday ☐ 

Tuesday 
☐ 

Wednesday 
☐ 

Thursday 
☐ 

Friday 
☐ 

Saturday 
☐ 

Sunday 
☐ 
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Round Up 
Let’s see how your plans are coming along.

Task name Completed? 
How do I feel now about my goals, has anything 

changed? 

Yes     ☐ 

No   ☐ 

Yes     ☐ 

No   ☐ 

Yes     ☐ 

No   ☐ 

Yes     ☐ 

No   ☐ 

Yes     ☐ 

No   ☐ 

Yes     ☐ 

No   ☐ 

Remember plans are allowed to change and adapt.  Sometimes it is not until we 

start that we really know what we want to do.  So don’t be hard on yourself and 

keep it flowing. 
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Argh I can’t do it!!! 
Do you feel like you have fallen out of a plane without a parachute, are you 

scared? Has your confidence disappeared?  Have you taken all the advice and you 

still can’t get it going? 

Well don’t despair, you are not alone, it happens to us all, so have a work around 

this circle and using one of the spare pages, amend where you have to, then move 

on and be brilliant.  Remember you can go around the circle more than once!!!  

And, remember also you can do it  

Leave the “should” word alone 

and forgive yourself   

☐ Check! 

Do you need to review your 

goals, are they as 

important to you as you first 

thought they were, do you 

want to adapt your goal?     

☐    Check!

What are your decisions? 

Have you changed or 

amended them, or are 

you happy with your 

goal?  Now tell someone 

who will hold you to 

account and get going. 

  ☐  Check! 

Keep checking in that 

you’re on the right path, 

persistence will get you 

there.  Don’t give up. 

☐  Check! 
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This is so hard, how do I keep it going? 

Have Courage 

Making changes to your life may be difficult, those you care about may react 

unhelpfully, they are doing this from their own fear, they may not understand

where there place will be in your life as you change.   You

may feel afraid or nervous, allow yourself to 

feel this and become comfortable with the 

feeling.  Sometimes plans do not turn out as 

your thought they would, this is ok, learn to 

accept this.  I want you to be willing to take 
action, willing to make mistakes, only then will 

you have the freedom to make the right 

choice. 

Action Everyday 

A small move towards your goal every day, it 

can be practical, it can be thoughtful, and it 

can be talking to someone about it.  However 

you do it, do it every day; keep it positive and keep it moving forwards.  Don’t forget 

you can amend your plans, there are no rules. 

2 

But don’t overwhelm yourself 

2 

You do not have to do everything today.  Plan.  Make sure what you do is 

achievable in the time frame you have allocated for it.  You are in control.  Be kind 

to yourself. 

1 

2 

3 

If you need 

permission to 

change, I have 

just given it to 

you.  

 Get on with it. 
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 Learn to love yourself 

Wherever you start from, try not to start from a place of negativity, if you do the 

whole plan can be shrouded in that negative cloud.  Always positive please. 

Some days you may feel blurgh… 

Your change may not go smoothly, and some days you may feel as though it’s all 

too difficult, that’s fine, you are human, don’t give up, tomorrow you will feel 

differently.  I have found that just before a major change of anything, you can feel 

like you are running to stay still, that’s fine also.  Just keep going. 

Celebrate your successes 

Share what you have achieved with those around you, celebrate.  It can be a big 

achievement or a small one, and don’t forget to enjoy them. 

If you want feedback or help, let me know what you are doing, you can email me, 

I promise I will reply. 

Now, stop phaffing and get on with it. 

4 

6 

5 
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Notes for whatever you need to write. 
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About Allison and what is behind   

Hi, I am Allison Collier, entrepreneur, health and fitness 

fanatic, as well as wellbeing evangelical pundit (WEP) at 

every given moment. 

I am passionate about spreading the word about health, 

fitness and wellbeing, so I am really happy that you have 

taken some time to visit my corner of the digital universe 

and thus allowing me to speak to you, all that is missing 

now is for you to talk back.   I am continuously amazed by the human brains capacity 

for change and optimistic that you can change whatever you need to.   

Like you, every day I am battling to create something wonderful, be a better mother, 

boss, partner and all round Mother Theresa figure, isn’t that what we strive for, a better 

world for ourselves, our loved ones and particularly our children?   I don’t know about 

you, but I find it utterly exhausting. 

So I decided to change.   

I changed the way I thought about things, how I did things, I studied and I started having 

conversations with other people and of course with myself sometimes, but more about 

that later. 

So, I would love to talk to you, I would love to hear your thoughts and plans.  I have 

found that Inspiration to change needs updating every day, it runs out otherwise, so if I 

inspire you, will you inspire me?  

Loads of love 

Alli  

  

Qualifications and Experience 

Level Three Personal Trainer and advanced instructor 

Core Stability and Torso L3 

Functional Training 

Strength and Conditioning 

Circuit training/Plyometric training 

Athlefit Instructor (UK athletics) 

CIRF (UK Athletics) Endurance Running Coach 

Nutrition for Health Management 

Client Psychology and Motivation 

ILM Level 5 Life Coaching and Mentoring 

Transactional Analysis  

Train the trainer  

 

I am registered with REPS, ECB and UK Athletics.   

I am fully insured. 

I am first aid qualified. 

I have an up to date DBS and safeguarding certificate. 

 



  

 

18 | P a g e  

  
                                                  ©TipTop all rights reserved 

 

Philanthropy 

In order to spread the idea of help and connections for the world, for every item, 

membership, workbook, workshop, course, PT and running session I sell, will be made to a 

charity of my choice.   Full details will be disclosed at the end of my financial year, if you 

have a charity you would like me to consider, please send me the details and I will 

consider adding them to my list.  If you wish to see my list please contact me.  

      

To help you get started, some volunteering websites 

I am not recommending any of these sites, it’s just a start for you or you could just 

google…. 

www.joinin.org.uk 

www.woodlandtrust.org.uk/volunteer 

www.do-it.org.uk 

www.cricketwithoutboundaries.com 

www.csv.org.uk/volunteering 

 

You can use this booklet for your own use only, no replication of any other type is 

permitted. 

 

Answers to the quiz  

0-10 points 

You could probably do with some life coaching, at the very least you need to start 

making some changes, you will get the most benefit from the use this planning book.  So 

get started. 

11-15 points 

Pretty good.  You probably still have things that you are not achieving and you probably 

still need to find time to achieve them.  What do you still want to achieve? Have a think 

and get started.  Use the workbook to clarify and plan. 

16-20 points 

You probably know what your plans and goals are so congratulations, maybe you just 

need a few tweaks here and there.  Writing things down will help you see them. 

 

 

 

http://www.joinin.org.uk/
http://www.do-it.org.uk/
http://www.csv.org.uk/volunteering
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