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Rebuilding an engine seems complicated. But really, it is simply a thousand 

simple tasks that anyone can do. The complexity is in the en琀椀rety of the 
task.

So, the ability to break down complex tasks to a collec琀椀on of smaller tasks 
stops those big tasks from being overwhelming and keeps you focused and 
progressing towards success.

So here are some steps:

1. Write down your task, then break it down into smaller manageable tasks.

2. Now, place the tasks in the 

order you want to 

accomplish them. Some 

things have to be done in 
a certain order; some 

things you can re-order 

based on your 

convenience.

3. Set a 琀椀me es琀椀mate for 
each, especially if you 
have a deadline. Perhaps 
you�ll set �must complete 

by” dates or 琀椀mes for 
each micro-task to make 

sure you stay on task and 

hit the deadline.

4. Remove any steps that 
are non-essen琀椀al. Don’t 
make a task more complex than it needs to be.

5. Stay organized, stay focused, and stay on task.
This simple strategy will turn an overwhelming task, that makes you want to 
break down in tears, absolutely doable.

Do you ever get in琀椀midated by a daun琀椀ng task? If you are 
living life, I’d say you probably do. But the simple fact is that 
the most complicated tasks are really just a succession of 
simple tasks.

Think about complex mathema琀椀cal problems. The 
mathema琀椀cal solu琀椀on is to break the problem down into 
small manageable calcula琀椀ons, most of which are moving 
numbers or doing some math in your head. The real trick is 

remembering the method.

1. For giggles: Find a jig saw puzzle. Not too complex, maybe 150 pieces, 

and complete it while 琀椀ming yourself. Now split the puzzle into six 
sec琀椀ons and put those puzzle pieces into their own six piles. Now solve 
those six piles of pieces and bring together to make the final puzzle while 
琀椀ming. What is the difference on the 琀椀mer?
2. Choose a complex task, perhaps a school assignment, and break it 

down with the method described above.
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