
What Needs My 
Attention?
A worksheet for separating what matters right now 

from what can wait until later.



When Everything Feels Urgent

Stress has a way of making every thought feel equally important, all at once. When your 

mind is running through calls, conversations, family, and tomorrow's shift at the same 

time, it's hard to know where to start. That's not weakness. That's what chronic stress 

does to the brain.

This worksheet is a simple tool to help you sort what actually needs your attention right 

now from what can wait. You don't need to solve everything tonight. You just need to 

find the first right thing.

The Problem

Stress compresses time 

and magnifies urgency, 

making everything feel 

like a crisis that 

demands immediate 

action.

The Reality

Most things can wait. A 

few things matter now. 

This tool helps you tell 

the difference clearly 

and calmly.

The Goal

Leave tonight with one 

clear next step, and 

permission to let the 

rest wait until 

morning.



List What Is Pulling at You

Before you can sort anything, get it out of your head and onto the page. Don't filter. Don't 

judge. Just write down everything that's competing for your attention right now, big or 

small.

Tasks & Work Responsibilities

Reports, follow-ups, equipment, 

scheduling, anything work-related 

sitting unfinished in your mind.

Calls & Conversations

Calls you haven't returned. 

Conversations left unfinished. 

Things you meant to say but didn't.

Family Concerns

Anything weighing on you about 

the people at home, relationships, 

kids, appointments, worries.

Sleep & Recovery Needs

Your body's signals. Exhaustion, 

tension, the need to decompress 

before the next shift.

Write freely. There's no wrong answer here. The goal is simply to move what's in 

your head onto paper so you can see it clearly.



Sort the List

Take what you wrote and place each item into one of the four boxes below. Be honest. Be 

realistic. Most things belong in the right two columns, not the left.

⚡ Needs Attention Now

Time-sensitive. Has a real consequence 

tonight if ignored. Requires your action 

within the next few hours.

🕐 Can Wait

Real, but not tonight. Write it down so 

you won't forget it, then give yourself 

permission to set it aside until 

tomorrow.

📋 Needs a Plan

Too big to act on right now. Needs a 

decision or more information. Schedule 

time for it rather than carrying it 

mentally tonight.

🌫️ Not in My Control

Outside your authority, influence, or 

reach tonight. Acknowledge it. Then 

deliberately set it down. Holding it 

changes nothing.

Most items will land in "Can Wait" or "Not in My Control." That's not avoidance, 

it's accurate assessment.



Choose the First Right Thing

You don't need to fix everything. You need to identify one clear action, and give 

everything else permission to wait. Answer the three prompts below honestly.

1

What matters most 
right now?

Look at your "Needs 

Attention Now" column. 

If it's empty, that's your 

answer, rest is the 

priority. If something is 

there, name it 

specifically.

2

What is one small 
next step?

Not the whole solution. 

Not the full plan. Just 

the next single action 

you can take, something 

concrete, something 

doable in the next 30 

minutes or less.

3

What can I stop 
chasing tonight?

Name at least one thing 

you've been mentally 

carrying that doesn't 

need your attention 

tonight. Write it down. 

Let it go until morning.



Lower the Noise
Before you close this worksheet, take two minutes to reset. These four actions are small, but 

they work. They signal to your nervous system that it's safe to stand down.

Your Two-Minute Reset

Do each of these once, right now, before 

you move on.

Take one slow exhale - longer out than in

Put one task in writing so your brain can release it

Clear one small thing, a text, a reminder, a note

Name what you're letting wait, and consciously let 

it wait

"Not everything that feels urgent 

deserves your attention tonight."

You showed up today. You handled what 

needed handling. The rest will still be there 

in the morning, and you'll meet it better 

rested, clearer, and more capable than you 

would right now.

Set this down. Rest is not inaction. It's 

preparation.

1
Thing to do next

Identify one clear action, not 

ten.

2
Min reset time

Two minutes is enough to 

lower the noise.

4
Sorting categories

Now, wait, plan, or not in your 

control.


