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Master your goals, prioritize the work that matters,
and grow your business by working smarter, not harder



 

W E L C O M E  *

© AUDRIKA RAKSHIT | FOCUS PLANNER

H
O

W
 T

O
 U

S
E

 T
H

IS
 W

O
R

K
B

O
O

K I’m thrilled you’ve got your hands 
on the FOCUS Planner. 

This workbook is meant to be a 
fun, hands-on, and insightful 
activity for you, and I ask in 
earnest to set some time apart 
to go through the content and 
exercises in this workbook.  

Your favourite beverage for 
company highly recommended, 
of course.  

The questions in this workbook 
are meant to dig deep and be 
challenging, and I urge you to 
work through each one of them, 
because that’s when you’ll see 
the magic happen.  

It’s important to give each 
question your absolute best 
answer because it will help you 
gain clarity, identify the goals 
that matter, and prioritize the 
work that will help you build an 
intentional and successful online 
business.  

You’ll begin by reflecting on the 
year that was, and celebrating 
your wins, so that you’re aware of 
how far you’ve come and get 
motivated to keep moving 
forward!  

Next, you will learn how to set 
goals that actually work, and 
bring play into the process with 
the Vision Journal. You will also 
priorit ize and schedule all 
important projects, and keep the 
momentum going with monthly 
and quarterly reflections. 

I’ve also got a Bonus page with 
tips and tricks to help you get 
things done without overwhelm.  

Remember: progress, and not 
perfection, is the key effective 
productivity.  

By downloading and working 
through this workbook, you’ve 
already taken plenty steps 
forward.  

I’m so proud of you for taking 
action, and I’ll be rooting for you. 

LET’S GET STARTED! 

{ Work Smarter, Not Harder}
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Rakshit. All rights reserved.  

You are welcome to print a copy 
of this document for your 
personal use.  

Other than that, no part of this 
publication may be reproduced, 
stored, or transmitted in any 
form or by any means, electronic, 
mechanical , photocopying, 
r e c o r d i n g , s c a n n i n g , o r 
otherwise, without the prior 
written permission of the author.  

Requests to the author and 
publisher for permission should 
be addressed to the following 
email: audrika@digitalmill.co. 

Limitation of liability/disclaimer 
of warranty: While the publisher 
and author have used their best 
efforts in preparing this guide 
and workbook, they make no 
representations or warranties 
with respect to the accuracy or 
completeness of the contents of 
this document and specifically 
disclaim any implied warranties 
of merchantability or fitness for 
particular purpose. No warranty 
may be created or extended by 
sales representatives, promoters, 
or written sales materials.  

The adv ice and st rateg ies 
contained herein may not be 
suitable for your situation. You 
s h o u l d c o n s u l t w i t h a 
professional where appropriate. 
Neither the publisher nor author 
shall be liable for any loss of 
profit or any other commercial 
damages, including but not 
limited to special, incidental, 
c o n s e q u e n t i a l , o r o t h e r 
damages.  
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WHAT AMAZING THINGS DID YOU ACCOMPLISH THIS PAST YEAR?  

WHAT WORKED WELL FOR YOU?  
(Think of time or money spent well this past year, as well as any resources that helped your 
business grow)

The first step in setting intentional goals that will actually grow your business 
is to celebrate your accomplishments from the past year! Take a moment to 
acknowledge the progress that you’ve made, no matter how big or small, 
This will remind you of how far you’ve come and it will motivate you to keep 
moving forward!  
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What worked well this past year? 

WHAT HELPED YOU GROW AND 
CREATE BIG IMPACT (IN YOUR 
BUSINESS + PERSONAL LIFE)?  

WHAT ARE YOU MOST GRATEFUL 
FOR?

WHAT ARE YOUR BEST MEMORIES?

WHAT FELT SUCCESSFUL ABOUT 
THE PAST YEAR?

WHAT OBSTACLES DID YOU OVERCOME AND WHAT 
WERE YOUR MOST VALUABLE LESSONS?
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What did not work that well? 

WHAT WAS YOUR BIGGEST CHALLENGE THIS PAST YEAR? 
(What specific things didn’t work well for you this year and why?) 

WOULD YOU CHANGE ANYTHING ABOUT HOW YOU HANDLED IT? 
(If not, write down exactly what you did and why it worked so well, for future reference.) 

Now that we’ve identified everything that did work well for you and your 
business this past year, it’s time to look at what didn’t work that well so that 
you can learn from them and come up with a specific action plan to tweak 
and improve them. 
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What did not work that well? 

WHAT SPECIFIC CHANGES CAN YOU MAKE TO OVERCOME THE 
SETBACKS OR FRUSTRATIONS THAT YOU EXPERIENCED?  
(The more specific you are, the easier it will be to tweak and improve what didn’t work.) 

DO YOU HAVE ANY UNFINISHED PROJECTS OR GOALS? 
(List all of them to create awareness and to decide whether you want to finish or discard them) 
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Now that you’ve looked back on 
the year that was, and focused 
on learning from it, it’s time to 
move ahead. 

Time to sink our teeth into what 
is the most inspiring part of the 
workbook: the goal-setting 
section.  

Traditional business advice and 
goal-setting gurus recommend 
long-term goals, with a focus on 
making a 6-month, 1-year, 5-year 
and 10-year plan.  

That is also exactly what makes it 
daunting, and therefore, not very 
useful for someone like me and 
most other online entrepreneurs.  

Why? Because unlike someone 
with a regular job, we don’t have 
traditional careers that come 
with a  familiar and foreseeable 
trajectory.  

While having a long-term vision 
and strategy is critical to creating 
and bu i ld ing a p rofitab le 
business, long-term goals fail to 
motivate because are far in the 
future and never seem urgent 
enough to actually kick us into 
action. 

I’ve set the big, long-term goals, 
because that was what I was 
‘supposed’ to do, and it left me 
confused, overwhelmed and in a 
state of inaction.  

The conventional 5 and 10-year 
plans were definitely not my jam.  

Instead, I discovered and work  
using the magic of 3’s: a 3 year 
vision plan, 3 month goal-setting 
cycles, and 3 main priorities each 
month, week and day.  

It is a simple, elegant formula 
that not only helps you get clear 
on what’s most important to you 
at the current stage of your life, 
but it also creates a profitable 
bus iness in a way that i s 
intentional and authentic to you. 

On the next page, I’ll give you a 
quick walkthrough of how this  
process works, along with a 
prompt on how to get started 
with setting goals that actually 
matter to you. 

Together, they are the ‘secret’ to 
creating more impact with your 
business, while also working less 
and staying true to yourself.

{ Work Smarter, Not Harder}
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A GOAL-GETTERS GUIDE TO 
GOALS THAT WORK 

To harness the magic of 3’s, 
while also making sure you focus 
on goals that actually do matter 
to you and your business, I 
recommend setting holistic 
goals. 

What are holistic goals? 

Unlike traditional ‘outer goals’ 
that focus on external, result-
based goals, such as X amount 
of dollars a month or a new car, 
ho l i s t i c goa l s focus on a 
combination of both internal 
and external goals, as well as 
process-based goals to make 
lasting changes in your life and 
business. 

Here’s how it works:  
1) Use the goal-setting prompts 
on the next page to identify the 
most important goals for you in 
the five most important areas of 
your life.  

2) Before focusing on the three-
month goals, spend a moment 
to sketch out your vision for your 
life over the next three years and 
your ideal work day.  

Who would you need to be and what 
would you need to do specifically to 
achieve those goals and live that 
life? 

3) Next, for each of the five 
pillars, write down what you’d 
like to achieve in the coming 3 
months. Be specific. 

For example, you might want to 
create and launch your first (or a 
new) course to reach a financial goal 
or to meditate for 10 minutes every 
morning (a process goal). 

4) Once you’re clear on your 3-
month goals, ask yourself what 
you will do in the next 3 months 
to achieve those goals? The 
answers to that question will 
give you a breakdown of the 
specific projects, tasks and to-
do’s you need to accomplish to 
make your 3-month goals a 
reality, and will act as your 
progress milestones.  

Progress milestones double as built-
in accountability partners and 
reminders that will help you stay on 
track with your quarterly goals.  

5) Lastly, ask yourself what you 
will do in the next 3 weeks to 
take action and make tangible 
progress on your goals? 

“Setting goals is the first 
step in turning the 
invisible into the visible.” 

- Tony Robbins 
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Your Vision Journal
Use the prompts to get crystal clear on exactly what you want from your life 
and business over the next 1-3 years. This is your space to go all out. Use it! 

If you don’t know what you want, there’s no way you can actually plan to get 
it. So dream big, be super specific, and get inspired to set goals that matter.

WHAT WOULD YOU LIKE YOUR LIFE AND BUSINESS TO LOOK LIKE 
IN A YEAR FROM NOW? (Nothing is ‘too much’, so get as detailed as possible) 

WHY DOES REACHING YOUR GOALS AND GROWING YOUR 
BUSINESS MATTER SO MUCH? WHAT’S YOUR PERSONAL ‘WHY’? 

WHAT WORDS AND PHRASES BEST REPRESENT YOUR LIFE WHEN 
YOU’VE REACHED YOUR GOALS? (Use values, feelings, and emotions as guidance) 

9
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Your Vision Journal

WHAT ARE 2-3 THINGS YOU COULD LEARN, DO OR EXPERIENCE TO 
HELP YOU REACH YOUR GOALS? (Think events, tools, personal habits, etc.) 

WHAT’S BEEN HOLDING YOU BACK FROM PLAYING BIG IN YOUR 
LIFE AND BUSINESS? WHAT OBSTACLES DO YOU FACE?

WHAT ARE 2-3 PERSONAL AND BUSINESS GOALS YOU NEED TO 
PRIORITIZE TO TAKE YOUR BUSINESS TO THE NEXT LEVEL? 

10
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Your Vision Journal

FOR EACH OBSTACLE YOU FACE, WHAT HAVE YOU ALREADY TRIED 
OR DONE TO OVERCOME THEM? 

WHAT ARE 2-3 THINGS YOU CAN DO TO TACKLE AND OVERCOME 
THE OBSTACLES IN THE FUTURE? (Think helpful habits, connections, routines, etc.)
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Your Vision Board
Use this space to get visual clarity on your goals. Doodle, sketch, and stick 
images that align with your ideal life and inspire you to work for your goals.
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Now, let’s get down to actually setting goals for your life and business.  
 
For intentional, holistic goals, you’re going to set 1-3 goals for each of the five 
key areas of life: mind, body, work, finances, and relations.  

Measure each goal against the question: “Will this help me accomplish my 3-
year plan?” Make a projection of the growth to see whether it will help you 
reach your long-term vision. If it’s not in alignment, you need a different goal. 
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Let’s go, goal-getter!

Once you have goals for each of the five key areas of life, it’s time get clear on 
every single thing you must do to actually achieve them. Do a brain dump 
and list out every project, task or to-do item that will help you reach your 
quarterly goals.  

Don’t skip this section or hold yourself back. Putting down on paper all the 
ideas and tasks you have on your mind will remove the clutter in your head 
and give you some much needed clarity to create an action plan to achieve 
your goals.
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Fill in existing commitments, as well as event, launch, and project due dates 
that you’re already aware of, for the upcoming 12 months.
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Based on the priority list earlier, assign 1-3 projects per month for the 
upcoming 3 months (in the highlighted boxes).  

If you need more time or already have ideas for the quarter following that, fill 
in the three remaining blocks with projects or goals you want to pursue later.

NOTES

17
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WEEK 1 GOAL:

It’s time to break your monthly projects down to weekly targets. The more 
specific and bite-sized you make your goals and projects, the easier they will 
be to achieve. You'll be making your way to your goals one step at time. 

Besides, having a clear plan to follow means kissing overwhelm goodbye! 

Month 1:

WEEK 2 GOAL:

WEEK 3 GOAL:

WEEK 4 GOAL:
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Schedule review sessions into your calendar and make them non-negotiable. 
Take yourself out on a coffee date, try a new environment, get comfortable, 
and reflect on the month that’s been.

PROJECTS COMPLETED THIS 
MONTH

WHAT WORKED WELL THIS MONTH AND WHY? (How can you apply that to 
multiply your results or to streamline your process and the daily work you do?)

PROJECTS TO MOVE TO THE 
NEXT MONTH OR ELIMINATE

WHAT OBSTACLES DID YOU FACE + HOW CAN YOU OVERCOME IT? 
(What, specifically, was difficult, what did you try to overcome it, and what can you try next?)
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WEEK 1 GOAL:

It’s time to break your monthly projects down to weekly targets. The more 
specific and bite-sized you make your goals and projects, the easier they will 
be to achieve. You'll be making your way to your goals one step at time. 

Besides, having a clear plan to follow means kissing overwhelm goodbye! 

Month 2:

WEEK 2 GOAL:

WEEK 3 GOAL:

WEEK 4 GOAL:
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TOP 3 
GOALS

Notes
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Schedule review sessions into your calendar and make them non-negotiable. 
Take yourself out on a coffee date, try a new environment, get comfortable, 
and reflect on the month that’s been.

PROJECTS COMPLETED THIS 
MONTH

WHAT WORKED WELL THIS MONTH AND WHY? (How can you apply that to 
multiply your results or to streamline your process and the daily work you do?)

WHAT OBSTACLES DID YOU FACE + HOW CAN YOU OVERCOME IT? 
(What, specifically, was difficult, what did you try to overcome it, and what can you try next?)

PROJECTS TO MOVE TO THE 
NEXT MONTH OR ELIMINATE
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WEEK 1 GOAL:

It’s time to break your monthly projects down to weekly targets. The more 
specific and bite-sized you make your goals and projects, the easier they will 
be to achieve. You'll be making your way to your goals one step at time. 

Besides, having a clear plan to follow means kissing overwhelm goodbye! 

Month 3:

WEEK 2 GOAL:

WEEK 3 GOAL:

WEEK 4 GOAL:
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MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY SUNDAY

TOP 3 
GOALS

Notes
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Schedule review sessions into your calendar and make them non-negotiable. 
Take yourself out on a coffee date, try a new environment, get comfortable, 
and reflect on the month that’s been.

PROJECTS COMPLETED THIS 
MONTH

WHAT WORKED WELL THIS MONTH AND WHY? (How can you apply that to 
multiply your results or to streamline your process and the daily work you do?)

WHAT OBSTACLES DID YOU FACE + HOW CAN YOU OVERCOME IT? 
(What, specifically, was difficult, what did you try to overcome it, and what can you try next?)

PROJECTS TO MOVE TO THE 
NEXT MONTH OR ELIMINATE
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Congratulations! You’ve made it to the end of your first 90-day work cycle. To 
make it truly useful, spend a few moments reflecting on the past 3 months.  

Use the insights from the review session and re-use this planner to make 
your next 90 days even more effective. Here’s to working smarter, not harder!

PROJECTS COMPLETED THIS 
QUARTER

WHAT WORKED WELL THIS QUARTER AND WHY? (How can you apply that 
in the next quarter to multiply results or to streamline your process and the daily work you do?)

PROJECTS TO MOVE TO NEXT 
QUARTER OR ELIMINATE

WHAT ARE YOU MOST GRATEFUL FOR OVER THE LAST QUARTER?
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WHAT OBSTACLES DID YOU FACE + HOW CAN YOU OVERCOME IT? 
(What, specifically, was difficult, what did you try to overcome it, and what can you try next?)

DID THIS QUARTER GET YOU CLOSER TO YOUR LARGER GOALS? (If 
yes, what could you learn and carry from it? If no, what can you do differently to be effective?) 

WHAT ARE YOUR THREE THINGS YOU’D LIKE TO TRY/CHANGE 
NEXT QUARTER? 

25
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If, at any time, you’re struggling with what to focus on and need some 
inspiration, set a timer for 10 minutes and use the questions below as quick 
guidance to identify what’s important for you at this stage of your life and 
business.  

Come back to it as often as you need to. Make it cosy and extra special by 
trying out this reflection activity in a new environment. 

1. What would make the biggest impact on the success of your business? 

2. What does your ideal life and business look like? What are some things you 
can do now (within the next quarter to year) to get yourself closer to that? 

3. What goals and projects support the things you already have going on in your 
business? What you be excited to works towards? 

4. What new milestones or levels do you want reach in your business – in terms 
of clients, course students, email list, website traffic, etc.? 

26
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- At the end of each day, plan 
your work for the next day (if 
you haven't already done it). 
Get clear on the 3 priorities for 
the day, and stick to them 

- To get the most out of the 
time you have, theme your 
days and batch your tasks. For 
example, you might do all 
administrative tasks on a 
Friday, and spend the rest of 
the days tackling a particular 
theme (writing, design work, 
client calls, etc.) or a project 

- Schedule the tasks that 
require the most creativity and 
focus first thing in your work 
day. You know best when you 
feel the most “fresh”, so make 
sure you block off that time to 
work on your most creative/
difficult work 

- During the time you block off, 
close out all distractions. Close 
all unrelated tabs (bye-bye, 
Facebook), turn off 
notifications, put your phone 
away/on airplane mode, grab 
some water (and snacks, if you 
think you might get hungry), 
and get focused.  

- The brain can focus for a 
maximum of 90 minutes at a 
time, so work in 60-90 minute 
blocks. Set alarms on your 
phone and take mini breaks 
(5-15 minutes).  

- Keep a notepad on your desk 
to jot down any to-do’s that 
you’d like to get done that 
week, but aren’t related to the 
main project you’re focusing 
on.  
For example, writing a blog 
post, scheduling social media 
posts, checking/responding to 
email, doing a podcast 
interview etc. Do remember: 
your main project is a priority 

- Make review sessions non-
negotiable and find a rhythm 
that suits you, your business, 
and your schedule. I highly 
recommend you do monthly 
and quarterly reviews. Actually 
schedule these sessions into 
your calendar so that you 
never miss them 

- Get moving (even if it’s 15 
minutes a day), because you 
don’t need me telling you that 
your brain (and body) function 
better when you exercise. Go 
out on a walk, sign up for a 
class, follow a YouTube 
workout at home - just move 

- Guard your time and commit 
to yourself. No amount of apps 
or strategies will work if you 
don’t decide to take yourself, 
and your work, seriously. Just 
know that even 20 minutes of 
laser-focused work is better 
than 2 hours of “busy work” 
with no real goal or direction

Quick, Actionable Tips to Help You Focus, Save Time, and Be 
Effective Every Day ...  
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