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Welcome! 

Welcome and congratulations on becoming the new owner of your very own Chaos to Clarity Toolbox! 

I am so happy that you decided to unlock your very own toolbox. This set of tools is designed specifically 

to take you out of the chaos of the day and into clarity so you can focus on what matters most and achieve 

big results without big stress. 

If you’re a leader of a team, a business 

owner, or even the leader of your 

household, you know how easy it is to get 

caught up in the chaos of the day. Too 

many things fall on the “to-do” list. You 

end up feeling stressed out, overwhelmed 

and out of control.  

It’s difficult to see clearly what the next 

right steps are to take you where you want 

to go. 

 

Tested, Tried and True! 

I have spent years working with clients both big and small to help them move from chaos to clarity.  

While working for a multi-billion-dollar organization, I coached teams in the use of tools to help them 

make continuous improvement in their work. I’ve taken the best of the best of those tools, tweaked them, 

tried them and tested them.  

In your toolbox, you’re going to find tools that have been identified as “the best” by my clients who have 

applied these to great success. 

Whether you are trying to move your business forward, grow your career, or find deeper meaning and 

fulfillment in your life, these tools will help you create and follow a road map to your destination. 

On the next page, I’m going to give you an overview of each tool in the order you will want to use it. Of 

course, like any tool, what’s in your toolbox is designed to work for you. Not the other way around.  

So, although I make recommendations below, you may have a specific need for one tool before another. 

Do what makes the most sense for you. If you’re building a house that already has a foundation, for 

goodness sakes, don’t spend all day learning how to use the cement mixer!  

Have fun and enjoy your new tools! 

 

Chaos to Clarity Toolbox 
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Here’s a breakdown of each of the tools in your toolbox. I’ve provided a short summary of each tool. After 

the instruction summary, you will find templates for each tool.  

 

1. Goals with PURPOSE. 

The first tool in your tool box is going to help you clarify your purpose or objective. Here’s why this is so 

important as a very first step: 80 percent of the time people are stuck in chaos is because they don’t have 

clarity on where they want to go. Crafting a purpose statement or an objective for a project is like plugging 

a destination into your GPS before you start to drive. It keeps you focused and helps avoid chaos.  

This tool walks you through 7 goal-setting steps. These steps are designed to help you: 

• Set the right goals 

• Stay focused and on track 

• Maintain momentum and motivation 

• Monitor and track your progress 

• Develop daily habits of success 

• Plan for potential obstacles and solve them before they happen 

• Design a sustainment strategy to maintain progress over the long term 

I know – it sounds too good to be true! But if you follow each step the PURPOSE process works! 

 

2. PICK. 
This is my FAVORITE prioritization tool hands 

down!  
 

Do you ever feel like you have more things to do 

than you have time or money? Of course! Ideas 

and plans are infinite. Time and money are 

finite. You need a way to decide what tasks to 

choose. 

 

When you go through the goals with PURPOSE 

process, you are going to brainstorm all kinds of activities to help you reach your goals. If you’re trying to 

lose weight, for example, you might think about daily exercise, eating more vegetables, drinking more 

water, reducing calories, eating more lean protein, getting more sleep, preparing meals in advance. 

 

OK you get the idea! Whew!  

If you’re trying to grow a business, it’s the same. The ideas are endless - marketing ideas, staffing 

strategies, time management programs, etc. Once you have clearly identified your goal, the PICK tool will 

help you PICK which tasks are the best. This one tool alone has the power to pull you out of chaos and 

plunk you into the land of clarity immediately! 

Toolbox Instruction Manual 
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3. Clarity Project Planner.  

So many people are looking for the right project management tool. I’ve worked with complex teams that 

included overseas vendors, team members in multiple locations and cross-functional departments. 

I found that the more “sophisticated,” the tool, the less effective it became. Why? Simple because simple 

works. I think you’re going to love this project planner and tracker. It’s a simple spreadsheet that allows 

you to document each step in phases, identify due dates, and use a simple color coding system to tell you 

when you’re off track.  

In step 1, you clarified your goal. In step 2, you chose your most important tasks. Now in step 3, here is 

where you will chunk your priority tasks down into bite-sized pieces. 

This tool will help you chunk it down so you don’t feel overwhelmed. You’ll have a way to create a 

manageable plan as well as track your progress. 

 

 

4. Writing Your Story. 

Ahhhh, so here is where the magic 

happens! I have worked with so many 

people who have the perfect process, all 

the right tools, and a plan of action that is 

flawless. But guess what – the plan only 

works if you work it. 

There are all kinds of reasons that people 

don’t follow through with the plan. Some 

would say it’s because of old habits and 

behaviors. But habits and behaviors are 

symptoms of a deeper root cause. 

You easily and unknowingly can sabotage your own efforts. People have deep beliefs that hold them back 

from reaching their full potential. When I run my group coaching programs, we walk through this box of 

tools. And when I announce, “ok, next week, we’ll be talking about limiting beliefs,” I can feel the energy 

of the group shift into high gear. 

We all have blind spots. We all have areas where we need a little help pushing through. 

Our minds are firing off thoughts so quickly that we don’t even realize it’s happening. Suddenly, we feel 

angry, anxious or nervous. We quickly label a situation or other person as bad. We end up in a downward 

spiral of thoughts and actions that sabotage any chance of success. 

This tool is going to help you identify those limiting beliefs and create new, empowering beliefs. 
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Before we open the toolbox…. 

 

The remainder of these pages will contain all your tools in the tool box. I hope these help you move from 

chaos to clarity the way they have helped so many of my highly successful clients. 

If you find these tools helpful, and you’d like to go even deeper in achieving your greatest goals and 

dreams, here are two ways I can help: 

 

Coach with me  - 1 on 1 coaching can be 

one of the most transformational experiences for 

anyone seeking growth. If you're feeling stuck 

and can't seem to gain forward momentum in 

your business or career, let me help you move 

from chaos to clarity. 

Mastermind 360 - if you're committed to 

long-term, transformational growth, check out my 

private group helping leaders become all they 

were meant to become!  

Simply email me at 

Marianne@MarianneRenner.com and we’ll 

start the conversation! 

 

Ok, hereeeee we go! 
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Goals play an important role in living a fulfilled and enriched life. Setting and achieving goals provides a 

sense of purpose, accomplishment and success. Each of us has a unique set of gifts and purpose in life, 

and goals help us discover, pursue and fulfill that purpose. 

I don’t know about you, but for me, I want 

to be able to one day acknowledge that I 

have done all that I was put here to do on 

this earth. I want to say and know that I 

have become all that I was put here to 

become. 

Famous business philosopher Jim Rohn 

said that it’s great when we achieve our 

goals. But what’s more important is who we 

become in the process of pursuing those 

goals. Who we become is of far greater 

value than what we get. 

Below, you will find 10 proven tips to follow when setting and pursuing your goals. I’ve also provided a 

sample template and a blank worksheet to help you use my PURPOSE process for setting, tracking and 

achieving your most important goals. I’ve used this process with billion-dollar organizations and 1-person 

entrepreneur operations. It works in any setting. 

 

1. Personal mission, or purpose statement 
Before starting down the path of goal-setting, you need to create a purpose statement for your 

business, specific project or career. This statement will help to make sure you are setting the right 

goals. Often, people struggle with prioritizing. One of the biggest reasons I see people caught in 

the chaos is because they have not clarified their purpose. This is like driving a car without a 

destination plugged in to the GPS. So if you know at a high level what is most important to you in 

life, business or career, this will help guide your goal-setting. Think of your purpose statement as 

your North Star. You now have a direction. Your goals will be more likely to help you get there. 

 

 

2. Clearly define your goal 
Goals must be clear and concise, narrow and focused. It’s difficult to hit a target that you can’t see 

clearly. If someone shows you a target with a round red bull’s eye in the center, you can focus on 

that bull’s eye and are likely to hit it. If you feel like you have much to accomplish, then chunk it 

down into smaller goals so that can be focused and narrow. Remember, if everything is important, 

then nothing is important. 

 

 

 

1. Goals with PURPOSE 
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3. Identify a daily behavior metric 
If you have set your sights on achieving a monthly sales goal, or to get a promotion, or even to lose 

10 pounds, identify one to three tasks you can do every day to create a progress and momentum 

toward achieving that goal. This is where you should focus for two reasons.  

 

First, you will have a consistent and 

immediate sense of progress and success 

which will motivate you to continue. This 

will create momentum in achieving your 

goal. If you’re ultimate goal is a monthly 

or annual goal, you are likely to lose 

momentum if you don’t have a more 

urgent, daily goal to move you in the right 

direction. 

 

Second, you will be able to quickly identify 

if you are off track and be able to modify 

your behavior to get back on track.  

 

 

4. Document results 
Just as your favorite football team has a scoreboard, you need one, too. Documenting your daily 

behaviors will be your scoreboard to tell you immediately if you are on or off track. This visual 

display will incentivize you toward continued progress. So post it where you can see it every day – 

in your office, in your kitchen, or on the fridge. 

 

 

5. Obstacles 
Before you set out on your journey of developing daily behaviors, think through all the potential 

obstacles that could get in your way. Most likely, you know what they are. Make a list of all the 

obstacles in one, long column. And next to that list, make another column titled, “Solutions.” 

 

 

6. Solutions 

Next to your list of obstacles, write down at least one solution. If and when the obstacle arises, you 

will be ready for it. This is a critical step that will help you push though when times get tough. For 

example, if your goal is to lose 10 pounds, what are you going to do during holiday season when 

sweets are everywhere to be found? Or how will you handle vacations? If your plan is to meet a 

monthly sales goal by making 10 sales calls per day, what will you do when a crisis hits and takes 

you away from your daily routine? If you have a plan, you’re likely to stay on track. 

 

 

 

 

 

Goals with PURPOSE 
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7. Sustainment strategy 
Once you lose 10 pounds, how do you keep it off. If you increase sales by 10%, how do you sustain 

that increase? HINT: read the prior steps! If you continue your daily behaviors, document your 

daily progress and consistently plan for obstacles, you are well on your way. 

 

I recommend that you put 2 recurring appointments on your calendar. First, create a weekly 

appointment where you will review your daily behavior scoreboard. Determine whether you are 

off track. And if so, what will you change or do differently? Do you need a different daily 

behavior? Do you need to solve an obstacle? 

 

The second recurring calendar appointment is a quarterly strategy session in which you will 

review your goals. Did you achieve your higher-level goals or are you on track to achieve them? 

Do you want to delete a goal or add a goal? Did something change that will require you to revise 

or set higher goals? 

  

 

8. Annual Visioning Session 
Every year, I like to set aside one full day to review my annual goals and create new goals for the 

upcoming year. October is my favorite time of year to do this because it’s before the hectic holiday 

season starts, and it’s also usually still nice weather in the Midwest. I like to work on my goals at a 

local forest preserve or somewhere in nature where I can be inspired. At a minimum, go 

somewhere where the environment is different. Get out of your office. Make it a day-long retreat 

where you can really get the juices flowing. 

 

 

9. Aim High 
Don’t set goals you know you easily can 

achieve. Would you rather set and achieve 

a goal of a 5% salary increase… or would 

you rather set a goal of a 30% increase but 

fall short of that and receive a 20% 

increase? In the first example, you achieve 

a simple goal. In the second example, you 

don’t reach your target, but you aimed high 

and succeeded far above your simple goal. 

Which leads me to tip number 10: 

 

 

10. Remember the purpose of setting your goals 
Remember tip #1: you have a purpose in this life. Setting and pursuing your goals helps drive you 

closer to fulfilling that purpose so that when all is said and done, you can say, “I have done all I 

was put here to do, and I have become all I was put here to become.” 

 

  

 

Goals with PURPOSE 
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Use the worksheet below to clearly outline your goals. Follow the instructions and examples below, and 

use the blank worksheet on the last page to design your goals. 

Purpose: This is your purpose for your life or business. It can be your objective for a key project. This is the north 

star that guides direction for all your goals and decisions. 
  

category: (Ex: Career, family, health, personal development, finances, spiritual health, etc)  Use one sheet for each category 
of your life or organization.  

Urgency 
 

This is your “why.” Why is it critical that you do this now? Create a burning platform that makes this 
goal so important that if you don’t act now, there will be consequences. “I must do this now or else…”  

Record 

results 

Clearly identify your goal and how you will 
measure it. Example: Increase revenues 
 
Goal #1: Increase revenues (or salary) by 15% 
Baseline: (where I am now):  
Target (where I will end):  

 
Goal #2: Earn a Master’s Degree in 2 years 
 
Baseline:    0 classes completed 
Target: 12 classes completed 

Plan of 

daily action 

 
What can you do on a daily basis to take you 
toward your goal? 
 
Example: study 2 hours daily 
On Track: Yes 
Off Track:  

 
Example: Complete 2 classes each semester 
On Track: Yes 
Off Track: 

Obstacles 

Identify any potential road blocks that may get in 
your way 
 

(Additional obstacles here: ) 

Solutions 

Identify at least one solution for each obstacle so 
that you are prepared and can prevent getting 
thrown off track. 

(Additional solutions here: ) 

Establish 

How will you ensure that your plan is rooted and established in a way that you can sustain the 
results? A few examples: 

1. Review goal sheets weekly, tracking and updated Plan of daily action 
2. Deep dive review goal sheets quarterly to determine whether any changes need to be made 
3. Join a group for support and accountability 

 

 

 

Goals with PURPOSE (example) 
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Purpose:  

  
category:   

Urgency 
 

 

Record 

results 

  

Plan of 

daily action 

  

Obstacles 

  

Solutions 

  

Establish 

 

 

 

Goals with PURPOSE Worksheet Goals with PURPOSE worksheet 
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How did it go?  

Did you get your Goals with PURPOSE defined? 

If you found this tool helpful, and you’d like to go even deeper in achieving your greatest goals and 

dreams, here are two ways I can help: 

 

Coach with me  - 1 on 1 coaching can be 

one of the most transformational experiences for 

anyone seeking growth. If you're feeling stuck 

and can't seem to gain forward momentum in 

your business or career, let me help you move 

from chaos to clarity. 

Mastermind 360 - if you're committed to 

long-term, transformational growth, check out my 

private group helping leaders become all they 

were meant to become!  

Simply email me at 

Marianne@MarianneRenner.com and we’ll 

start the conversation! 

 

 

 

 

 

 

 

 

Goals with PURPOSE 
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A PICK chart is a great way to prioritize your tasks and help you move from chaos to clarity in a 

short amount of time. 

Here’s how it works: 

Step 1. Be sure you have a clear goal in mind, and write it at the top of your sheet (see next 

page). 

 

Step 2. Have a brainstorming session. Make a list of all your ideas, tasks or projects. You’re 

most certain to have more on your list than you have time or financial resources to complete. 

 

Step 3. Identify the most valuable tasks, by using the two criteria below: 

1. Tasks that have the biggest impact on your goal 

2. Tasks that are easiest (take fewest resources) 

 

Step 4. Place each task in the 

appropriate box. Tasks in the upper left 

quadrant are the winners! 

• Tasks with high impact on your 

goal but difficult to do: place in 

Box “P” 

• Tasks with high impact and easy 

to do: place in Box “I”  

• Tasks with low impact on your 

goal, but easy to do, place in Box 

“C” 

• Tasks with low impact on your 

goal, and difficult to do, place in Box “K.” (Do these last, or never) 

***Here’s a tip: A great way to do this exercise is to use a piece of flip chart paper. Draw your 

PICK chart. Put your ideas on post-its. That way you can move them around and experiment. 

2. PICK Chart 
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      GOAL: _________________________________________________________ 

 

PICK Chart 
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How did it go?  

Do you feel lighter after creating your PICK chart? 

If you moved another step forward from chaos toward clarity, I have two more great ways to help you get 

even further, faster 

 

Coach with me  - 1 on 1 coaching can be 

one of the most transformational experiences for 

anyone seeking growth. If you're feeling stuck 

and can't seem to gain forward momentum in 

your business or career, let me help you move 

from chaos to clarity. 

Mastermind 360 - if you're committed to 

long-term, transformational growth, check out my 

private group helping leaders become all they 

were meant to become!  

 

 

Simply email me at 

Marianne@MarianneRenner.com  

and we’ll start the conversation! 
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Chunk it down, and get it done! 

The best approach to anything is usually the simplest. Simple works! This tool helps you take 

your priority tasks and chunk them down into manageable pieces. 

When you complete a small, manageable task, you feel successful. And a feeling of success will 

serve as fuel that keeps you going and breeds more success. Pretty soon, you’ve created a 

snowball of success that builds bigger and bigger. 

 

No more procrastination 

A big cause of procrastination is facing a 

task that just feels daunting. I’ve worked 

with many entrepreneurs who are stuck on 

building a web site, for example. No wonder 

they’re procrastinating – that’s too big!  

Chunk it down into smaller pieces such as 

writing copy for the home page. Now that’s 

something that could be completed in a day. 

 

Create a scoreboard 

This tool will serve as a planner and a tracker. Using colors will help you identify if you’re on 

track or off track. 

It works as a scoreboard to let you know if you’re winning or losing the game. 

 

Below you will find 2 templates:  

First, an example populated with sample ideas. 

Next, a blank, workable template. 

 

3. Clarity Project Planner 
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Example: 

Project name: 5 Steps to Reaching Your Goals Workshop 

 LEGEND:  Status    

 

 Completed    LAST UPDATED: 11/26/2018 

Goal: Workshop is designed with 10 Registrants by July 21 
 Planning/Prep      

 

 Past Due      

 

       

  

 

  Description: 
Week 

of: 
6/6  6/13 6/20 6/27 7/4 7/11 7/18 7/25 

Design and Planning                 

  Develop outline and purpose of workshop 6/10               

  Develop curriculum   6/18             

  Develop Planning template   6/19             

  Logistics: Location, Date, Time 
 

  6/20           

Promotion                 

  Create plan for Promotion  
      6/27         

  Post on web site 
      6/28         

  Post on social media 
      6/28 7/8 7/13 7/19   

  Post on newspaper event calendars 
        7/6       

    
                

    
                

Logistics                 

  Purchase supplies 
          7/14     

  Confirm # registrations 
            7/21   

  Finalize food order 
            7/21   

  Assemble workbooks and handouts 
            7/22   

  Workshop 
              7/25 

    
                

    
                

    
                

    
                

  
        

    
                

 

 

 

Clarity Project Planner 
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Template: 

Project name:  

 LEGEND:  Status    

 

 Completed    LAST UPDATED:  
Goal:  

 Planning/Prep      

 

 Past Due      

 

       

  

 

  Description: 
Week 

of:  
         

Category 1                 

  (task 1)         

           

           

   
 

       
 

        

   
        

   
        

   
        

   
        

    
        

  
        

         

  
        

  
        

  
        

  
        

  
        

  
        

  
        

    
        

    
                

  
        

    
                

 

 

 

 

Clarity Project Planner 
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How did it go?  

Did you populate your Clarity Project Planner? 

If you’re liking these tools and you want to get even bigger results, simply email me at 

Marianne@MarianneRenner.com to start the conversation. Here are two ways we could work together: 

 

Coach with me  - 1 on 1 coaching can be 

one of the most transformational experiences for 

anyone seeking growth. If you're feeling stuck 

and can't seem to gain forward momentum in 

your business or career, let me help you move 

from chaos to clarity. 

Mastermind 360 - if you're committed to 

long-term, transformational growth, check out my 

private group helping leaders become all they 

were meant to become!  

 

 

Simply email me at 

Marianne@MarianneRenner.com  

and we’ll start the conversation! 
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Write your story by changing your 
thoughts 
 

Lights – Camera – Action! 

Many people don’t even realize that their habitual and often 

unconscious thought patterns are determining their life 

outcomes. You have the power to choose your thoughts and 

create a new reality of success, meaning and fulfillment for 

your life, business and career. I’ve had clients tell me, “wow, I 

didn’t even realize I had a choice.” Something happens, we 

react. That’s the extent of our awareness. 

But what if you could re-write the script? You are the 

producer, writer, director and lead character of your own life 

story. Use this worksheet to help you create more awareness of 

your limiting thought patterns and re-write new, empowering 

thoughts that have the power to transform any area of your 

life, business or career. Use this worksheet to begin your 

transformation! 

 

Step 1: Identify the emotion or feeling. Oftentimes, limited thinking occurs 

without your awareness. Negative thought patterns have become so habitual that they’re automatic. This 

makes it difficult to know when limiting thinking is even happening. 

One way to become aware of thoughts that are holding you back is to pay attention to your emotions and 

physical reactions. You’re more likely to be aware of your heart beating faster or your chest feeling tighter. 

Think of these physical reactions as alarm signals trying to tell you to stop and pay attention. Just like 

when you drive off the side of the highway, you experience that uncomfortable feeling of the tires grating 

across the ridges of the shoulder. This is a signal telling you to pay attention and get back on track. 

Similarly, your physical reactions are great signals that grab your attention and alert you that you’re 

veering off course. 

In column #1 of the worksheet, write the emotion that you’re experiencing. Are you feeling anxious, angry, 

frustrated, or stressed? This will be a good indicator that your dis-empowering thoughts are creating 

negative outcomes in your life. Write your emotion in column #1. 

 

4. Write My Story 
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Step 2: Identify the  

dis-empowering thought. When you 

experience a strong negative emotion, ask yourself, “what 

was the thought that preceded this emotion?”  Write this 

thought in column #2. Look for the story in your thought, 

which differs from the fact. For example, “That selfish 

jerk cut me off in traffic.” There’s a story there. Do you 

know the person who pulled out in front of you is a 

“selfish jerk?” Perhaps he simply is unaware that he 

pulled in front of you. 

 

Step 3: Rewrite your story. Reframe 

your old thought into a new, empowering thought that 

will result in a positive outcome for your business, career, 

relationship, etc. Don’t limit yourself in possibilities here. Remember, you are the producer and writer of 

your own life story. Write your new thought to match the life you want to have! Document the 

empowering thought in column #3. 

 

Step 4: New feeling. Now, what’s the new feeling you experience after the empowering 

thought? Write this in column #4. It’s helpful to consciously identify the new feeling for several reasons. 

For one, this will be a huge motivator for you to continue working on this process. You will start spending 

more of your life in an uplifted mood and you’ll want to keep that going. Another benefit is that your brain 

is much more effective at solving problems, thinking creatively and seeing opportunities when you are in a 

positive mood. In a word, getting in a positive state is the quickest route to rewriting your life story.  

 

Example: 

Emotion Thought Reframe new thought New 
emotion 

 
Anxious 

 
My boss doesn’t trust me 
because he keeps 
micromanaging all of my 
work. 

 
My boss is more comfortable when 
he knows the details of my 
projects. Therefore, I’m going to set 
up weekly meetings to provide him 
with progress updates. This will 
build trust and position me for a 
promotion. 
 

 
Empowered, 
successful 
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Worksheet 

 

Thought Emotion Reframe New 
emotion 

    

    

    

    

    

    

 

 

 

 

 

Write My Story 
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Your Chaos to Clarity Toolbox 

Room for more! 

Whew! That’s a lot of toolbox! I hope by now you see more clearly and are moving forward in a new way. 

The journey to clarity is not always a straight path. Clarity often comes in phases. Like weeds in a garden, 

sometimes the roots of limiting beliefs take more work to remove. 

The best thing about a new toolbox is that there’s always room to add more tools!  

I’d love to help you gain even greater clarity. I’m talking about the kind of clarity when you know you’re 

living the you were meant to live. Clarity that leaves you with a deep knowing that you are on your way to 

becoming all you were meant to become. 

Let’s talk about ways I can help you through  

Individual Coaching or my Private Mastermind.  

Email me now at Marianne@MarianneRenner.com  

 

What people are saying: 

“She helped me see what I could not. She 
helped me gain clarity into what was holding me back 
in moving forward with my business.” 
 
“Marianne is a “life changer. I was just going 
through the motions without experiencing any true 
joy - like I was living in black and white. I can finally 
see my life in color.” 
 

“Since working with Marianne, I've had 

several ‘aha moments’ and now have a game plan 

that I feel confident I can implement. The experience 

working with her has opened my eyes to a whole new 

level of activity.” 

“I got major clarity on key steps I needed to 

take to scale my business and was given specific 

tools and systems that are saving me a ton of time and increasing my overall efficiency." 

“She helped me put together a sustainable system that allowed me to move from chaos to clarity 

in my gigantic and seemingly impossible dreams. The tools and strategies Marianne provided have given 

me the confidence to believe that those dreams could actually come true.” 

“Marianne's experience, caring spirit, wisdom and powerful coaching abilities were truly 

life changing for me.  I feel free and there is no lid on my career dreams for the first time in my life!” 
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