
 
 
12WBT - Taking Stock 
Action Plan and Letter Writing Guidelines 
 
The Action Plan 
 
Follow this step-by-step guide for laying out an Action Plan to achieve your goals. 
It’s best if you can find a large blank piece of paper and keep what your handwriting 
to regular size. Using pencil and an eraser will make adjustments and revisions 
easier.  
 

ü Draw a line to create a column on the left hand side that takes up about a 
fifth of the page width.  
 

ü Now draw another line down the middle of the remaining space on the page.  
 

ü In the left hand column write a heading for each role you have in life, leaving 
a few lines space between each heading. Headings like mother, wife, friend, 
daughter, volunteer, manager, worker, carer, pet owner. Make sure you have 
a heading for Personal Development.  

 
ü Starting with the first heading, in the middle column and in the space 

immediately to the right of the heading, bullet point the goals and aspirations 
you have for that area of your life.  

 
ü Work your way down the list and create bullet points for all of your headings. 

 
ü When you have completed making points for each heading on your list, go 

back to the first heading and consider the bullet points you have written. 
 

ü In the third column, next to the first bullet point write down an estimation of 
how long you think it will take to realistically achieve that goal – it could be 
months, weeks, days. Along with the estimation note any stepping stones 
that may need to happen in order for the goal to be achieved. Include a time 
estimation for each stepping stone.  

 
ü Keep the estimations realistic and revise the timings as you go. It’s not 

unusual at this stage to find that a stepping stone becomes it’s own bullet 
point… this is where the pencil and eraser comes in handy! 

 
ü Once you’re done estimating how long each step/goal will take to complete, 

copy the estimations into your diary on the future days/weeks counting 
forward from today.   
 

ü Once the action points are in your diary,  you need to invest some time each 
week updating your diary, especially as you make progress and move closer 
to achieving your goals.  

 
  



 
 
The Letter 
 
You are going to write yourself a letter, just a paragraph or two in length, that you 
will open 6 months from now. It is from you, to you, about you. The letter will be a 
statement about the things you want to have achieved by that time..  
 
If you intend to hand write the letter you will need a note pad for writing drafts, and a 
blank sheet on which to write your final version. Alternatively you can compose the 
letter using a computer and print out your completed version. Either way you will 
need an envelope.  
 
When writing the letter follow these 3 rules: 
 
1)  Write in first person. So “I am” not “You are”. 
 
2) Write in present tense. Although you are writing something now that you will 
read in the future, that moment you do open the letter will be the present moment.  
You must write for that present moment.  For example instead of “I will be” write “I 
am”… instead of “there will be” write “there are”.   
 
3)  Do not use negative phrasing. Banish words like - don’t, won’t, not, can’t, 
haven’t.  
 
It will probably take you a few re-writes to get your statement according to these 
three rules.  
 
Once you have checked your letter that it meets all three rules, sign it, seal it in the 
envelope and then write on the front the date you will open the letter – a date 6 
months from now.   
 
Make a note in your diary to open it on that date and then put the envelope away for 
safe keeping.  
 


