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INTRODUCTION

In using this workbook we assume that you have read and have access to a copy of Life Plans.  While the workbook will provide enough material to help you go through it without constantly referring to the Life Plans book, occasionally you will find it helpful refer to specific chapters for clarifications. 

To make it easy to follow, this workbook keeps the same structure as the Life Plans book. 

· The chapter numbers will be the same:
· Chapter 2 deals with important issues in building a life plan

· Chapter 3 is Start With the End in Mind

· Chapters 4 – 8 cover Strong Foundations. The structure is similar to the exercises in the Life Plans book.
· Chapters 9 – 16 cover Effective and Balanced Living. Here we provided you with simple four parts easy to maintain structure. For each Effective Living area you will be asked to provide:
1. A clear purpose statement 

2. Desired vision, objectives or change

3. Present status definitions or description
4. What you expect to BE and DO in order for change to take place. 

· This will be followed by a suggested Weekly, Quarterly, and Annual Maintenance Plan.

· As you create your plan please note that: 

· To affirm the personal nature of this tool it is designed to be filled in the first person future tense. It is your message to yourself. 

· This is your confidential plan so adapt it to your unique life circumstances.

· Don’t look for perfection. Just do your best and improve over time.

· To be most effective you must be very honest, factual, and reasonable.

· Keep your plan simple. 

· If you use brief point form sentences, your plan will be easy to update and maintain.

· Do not let uncertainty or lack of information hold you back from having a vision. You can update your plan as more information becomes available.

· The planning time horizon depends on your stage in life. We recommend you consider 2, 3 or 5 year as a reasonable planning horizon.

· Commitments are most often kept when you share them with someone you trust. A friend or a good coach can enhance your objectivity, focus and outcome.
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1 - Confessions
It has been said that confession is good for the soul. The truth is that it is of great value to the mind as well. To start we encourage you to examine your life. Most of us have lived imperfect lives so far. This book is for imperfect people.  If your past life has been less than perfect take time and confess to your self.  IN FULL CONFEDENTIALLITY use any or all of the following questions to stimulate your thoughts and memories:

	· What parts or stage of your life do you consider most stressful?

	· What roles do you wish you could play differently?

	· What relationships do you wish you could restore?

	· Looking to the future list KEY dreams, hopes or aspirations you wish for yourself, your family, community or even desires you have for your country.
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2 - Building a Life Plan
You know how to plan. You plan for many aspects of your life. Some plans are easy some are challenging. Most of us do the easy ones and neglect the challenging ones. Neglecting to plan for the major part of life allows the plans of others to over rule our lives.
	At the hart of any plan is a desire to change. Making my plan greatly depends on my willingness to pay the price of change and my ability to confront the obstacles that will distract me from my commitment. This is my SMART goal statement:
I will build a life plan using the attached template by _​​​__write a specific future  date___
____Singe and date your commitment____ 


Process:

Your goal of building a life plan is a simple project when you have the right tool and a clear process. This workbook provides you with the right tool. The process depends the time you allocate. Modify the following process plan to reflect our time availability and commitment. Be sure to add the completion target date.
	Segment or Task
	Completion Target Date
	Est. Effort

	· Read the Life Plans book. Seek the right support and accountability
	
	3 Hrs

	· Take a break
	
	

	· Skim through the Life Plans Workbook
	
	1/2 Hr

	· Perfume Chapter 1, Confessions 
	
	1/2 Hr

	· Write my “Start With The End In Mind”
	
	1 Hr

	· Take a break
	
	· 

	· Confirm my Foundational Strength  (This may be broken into 2 or more time slots)
	
	3 - 5 Hrs

	· Take a break
	
	· 

	· Define my Effective Living (This may be broken into 2 or more time slots)
	
	3 - 6  Hrs

	· Confirm my Maintenance Plans
	
	1 Hr

	CELEBRATE: Inform few trusted friends of the highlight of my plan.
	
	



3 - Start with the End in Mind

In his book, The E-Myth Revisited, Michael Gerber gives a powerful story to illustrate this point in time. He writes:

“I’d like you to imagine that you are about to attend the most important occasions of your life. It will be held in a room sufficiently large to seat all of your friends, your family, your business associates–anyone and everyone to whom you are important and who is important to you.

Can you see it?

The walls are draped with deep golden tapestries. The lighting is subdued, soft, casting a warm glow on the faces of your expectant guests. The chairs are handsomely upholstered in golden fabric that matches the tapestries. The golden carpeting is deeply piled.

At the end of the room is a dais, and on the dais a large, beautifully decorated table with candles burning at either end. 

On the table, in the center, is the object of everyone’s attention. A large ornate box. And in the box is … you! Stiff as the proverbial board. 

Do you see yourself lying in the box, not a dry eye in the room? Now listen.”
Considering the above story, think of a specific future point in time.  Assume that your life will come to an end at that future point in time. If you need to refer to Chapter 3 of Life Plans and complete the following exercise:

· What is the target point in time? 

· Who are the individuals that you wish to call on to give tribute to the great life you have lived?

· Why would you choose these individuals or representatives of certain groups? 

· What do you wish each one would say about your character and your life achievements?

	What:: My future point in time is
	

	Explain the reasons why you chose this end point in time.

	

	On the following page, use the table provided to list Who, Why and What of your life’s tribute. 


	Who
	Why
	What

	· 
	· 
	· 

	· 
	· 
	· 

	· 
	· 
	· 

	· 
	· 
	· 

	· 
	· 
	· 

	· 
	· 
	· 

	· 
	· 
	· 


4 - Purpose

In his best selling book, Purpose Driven Life, Dr. Rick Warren believes that the most basic question everyone faces in life is, “What am I here for?”  

Having survived the holocaust and four concentration camps the world renowned psychiatrist, Dr. Viktor E. Frankl, wrote his classic book, Man’s Search for Meaning. The theme of the book is that having a well-defined purpose is the driving force behind man’s existence. Having a strong life purpose empowers you to face life’s challenges and to achieve great results.

· Take time to reflect on the great characters of history. What do you think drove them to be who they were and do what they did? List the top three that you admire along with what your think may have been their life purpose? 

	Person
	Life Purpose

	
	

	
	

	
	


· Now take time to reflect on your own life purpose. What truly drives you? Write a note to a friend who admires stating your life purpose.

	Dear  


Note: If you find this exercise too challenging at this point, leave for now and return to it after you have done all of your Strong Foundations.
5 - Core Values

In his book, Coaching Questions, Tony Stoltzfus writes, “Values are the bedrock of behavior. They define what is important to us, they form the framework we use for making decisions, and they are the driving force behind our work and our passions.”

1. List key descriptive words that mean the most to you. Refer to Appendix A - Core Values List for ideas or help. Most likely you will start with a long list. That is OK. The next three steps will narrow your list.

2. Which words in your selected list reflect what you are most passionate about or care about the most? Create an (A) list or use the list provided by placing an (A) besides your chosen words.

3. Copy your (A) list to the following table. 

4. Think of the words carefully place a (B) beside any word that represents something that:

· is unique about you and/or

· You are presently engaged in or form a significant part of your present or desired work or personal life.

	(A) List Words
	B
	(A) List Words
	B
	(A) List Words
	B
	(A) List Words
	B

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	


5. Narrow your (A,B) list by selecting your five most important words. 

	1. 
	2. 
	3. 
	4. 
	5. 


6. Write your 5 core value words into one to three powerful sentences that you can easily recall and communicate to others as your core values.

	1. 

	2. 

	3. 


6 - Strength and Skills

You are most effective, do the best work, and enjoy life the most when you leverage your top character strength or character attributes. 

Refer to the exercises provided in Chapter 6 of our Life Plans book, Strengths Finder 2.0 book, or any other assessment tools identify your top five character strength.  In the table below:

1. List each of your strength in order of priority. In your own words describe this strength. 

2. List skills you developed that you feel best enhance and support each of your strength. Refer to the Skills list in Appendix C for help.
	Strengths / Description
	Related Skills

	1. Strength

Description
	

	2. Strength

Description
	

	3. Strength

Description
	

	4. Strength

Description
	

	5. Strength

Description
	


7 - Roles And Achievements

On the stage of life we are given an opportunity to play many roles. A good life plan is best when you can leverage a foundation of successful roles and achievements. This is especially powerful when your achievements are based on your purpose, core value, character strengths and skills. 

In the following table divide your life into logical time segments. For each segment:

1. Use active verbs as you describe your most fulfilling achievements. Refer to Appendix E - Verbs List for help. Also write the reason you believe these were rewarding or fulfilling. 

2. List the most rewarding roles you played. Refer to Appendix D - Roles List for help.
	Stage Of Life
	Fulfilling Achievements and Satisfaction Reasons. Include the strength or skills you use in your achievements.
	Roles You Played

	Early Years: 
	· 
	· 

	College Years:
	· 
	· 

	25 -30 Years:
	· 
	· 

	30 -XX Years:
	· 
	· 

	XX -XX Years:
	· 
	· 

	XX -XX Years:
	· 
	· 


3. Prioritize the five most valuable and rewarding roles.  Below each role list your character strength or attributes you feel were most helpful or made you excel in these roles.  Hopefully these are the same strength you identified in Chapter 6.

	1. 
	2. 
	3. 
	4. 
	5. 

	· 
	· 
	· 
	· 
	· 


Note on career development: 

· Planning your career and professional development is most effective when you leverage the lessons learned from your personal history. 

· The opportunities offered to self-motivated teachable people are limitless. The exercise you just completed is a powerful tool to help you make appropriate choices or seek opportunities that can afford you the best career fit.

Tell Your Story

Most people like a story. In your mind’s eye, picture your self telling your story to a friend. Do not only recall your accomplishments or what you did, more importantly highlight the character and skills that paint a picture of you are. Insert separate pages.
Résumé

Once you have written your story, if you need to, change it into a structured résumé. While not necessarily in this order your résumé should answer the following questions: 

· Who are you? Describe your values, strengths and skills.

· What have you accomplished? Here be sure to list relevant achievements that give evidence to your ability to leverage your values, strength and skills. 

· What have your learned or experienced? This is the place to briefly list your education, training and affiliations. Avoid using acronyms.

· Where did you work before?  Provide a chronological record of employment. 

· Do you have a family and other interests? Reference your family life and any extracurricular interest or affiliations. 

Note: Your résumé is your sales brochure. It should be attractive and positive while presenting the factual highlights. Its sole purpose is to get you an interview or to confirm assumptions and understandings. Use it wisely. Do not offer it unless it is called for. Where needed augment it with a short cover letter to indicate:

· Your understanding of the prospective role and business need. 

· How your strengths and skills can add significant value to the organization.

Your resume need to be updated often and must be tailored in response to every specific opportunity. 

8 - Relationships 

When our children were teenagers we used to tell them that the kind of friends they keep defines what they will become. This still holds true for mature adults as well. It wisely said that “who you know is more important than what you know.” 
Credible relationships are a most important asset in developing your life plans. You cannot afford taking inventory and developing this asset is not only important it can be vital.
In his great book, Restoring Your Spiritual Passion, Dr. Gordon McDonald suggests that among the people who impact our life there are:

· Important People who share our passion and commitment and help us develop our roles and stay focused on achieving our life plan and goals. These include our key family members, leaders, friends, coaches, and others totally engaged in our objectives and goals. 

· Teachable People who learn from our passions and life priorities. These grow as we invest our time in developing them. As they grow they become partners and we delegate and collaborate with them. As we move on they become part of our legacy.

· Draining People who consume our energy and leave us emotionally drained.

1. Take inventory. List the people in your life. For each person indicate if you consider them Important, Teachable or Draining (I,T or D)
2. For each briefly write why you consider each person as an I, T or D.
3. Create and commit to a regular communication plan with your important and teachable people. (Weekly, Monthly, Annually…)
	I  T D
	Person or Groups
	Briefly list why you consider this person or people

 I, T or D
	Comm. Plan

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


	I  T D
	Person or Groups
	Briefly list why you consider this person or people

I, T or D
	Comm. Plan

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


EFFECTIVE BALANCED LIVING 

Having an effective and balanced life is the result of deliberate and well planned commitments to build on strong life foundations.  Picture your effective and balanced living as a collection of rooms or living quarters that complement each other. While different by nature, every room supports and enhances the roles of the other to deliver a desired quality of life in:

· Spiritual Vitality 

· Physical Fitness
· Mental Agility. 

· Emotional Strength from Spouse, Family and Friends
· Career Development. 

· Financial Stability 
· Investment Prudence.

· Service Generosity 
Examine every part of your Effective and Balanced Life framework using a simple four point structure: 
1. Write a clear purpose statement that reflects why this particular part of your life is important and deserves the priority of your planning and commitments. Just like a life without a purpose every part of your life needs to have a clear purpose that relates to the high life purpose you stated in chapter 4. 
2. Envision the future by stating simple but clear objectives that you give to this part of your life. Remember objectives are statements of faith of what you wish to see happen at a future point in time. It is helpful to note that these objectives are stepping stones to what you have ascribed in your “Start with the end in mind” exercise in chapter3.
We recommend that you start each objective statement with an active verb that reflects your expected direction or action. 
3. Current state is your expression of the shortcomings and what you do not like or what you wish to change in this related part of your life. Here we encourage you to be honest and candid. This is your confidential life plan. 

4. Be and do reflect your character strengths and attributes to make appropriate life changes. Using adjectives you will describe what you commit to BE. Using verbs you will commit to what you expect to DO. This can be converted into more specific quarterly SMART goals during your quarterly maintenance plan.

9 - Spiritual Vitality

Apart from body and mind we each have a spirit. While the least visible of our being it can be often be the most critical. Regretfully, it is often taken for granted. While it does not scream when starved, when the spirit is denied proper care and nourishment man can become nothing more than an animal in character or social qualities. 

Read chapter 10 in Life Plans, examine the exercise provided then complete your following plan.
	Purpose Statement – What is the purpose this part plays in your life

	· 

	Envisioned Future (Objectives). What would you like to see happen by your end date?

	· 

	Current State. What is your current state that you desire to change?

	· 

	Be and Do:  Your commitments. Finnish the following sentences:   I will

	Be: Adjectives
	Do:  Evidence what I want to be

	· 
	· 

	· 
	· 

	· 
	· 


10 - [image: image1.png]


Physical Fitness

In our teens and early twenties most of us cherish our body and pride ourselves on our looks and strength. As we get older we take advantage of what we have built and begin to take our bodies for granted. Negligence often leads to reduced fitness and strength in many ways. 

Read chapter 10 in Life Plans, examine the exercise provided then complete your following plan.

	Purpose Statement – What is the purpose this part plays in your life

	· 

	Envisioned Future (Objectives). What would you like to see happen by your end date?

	· 

	Current State. What is your current state that you desire to change?

	· 

	Be and Do:  Your commitments. Finnish the following sentences:   I will

	Be: Adjectives
	Do:  Evidence what I want to be

	· 
	· 

	· 
	· 


11 - Mental Agility

Most of us live in a knowledge-based economy. Our life depends greatly on our ability to learn and translate information into knowledge. Our mental agility and strength directly impact how we use knowledge to communicate, collaborate and make decisions. To a great extent our livelihood and quality of life depend on our mental agility.
Read chapter 11 in Life Plans, examine the exercise provided then complete your following plan.

	Purpose Statement – What is the purpose this part plays in your life

	· 

	Envisioned Future (Objectives). What would you like to see happen by your end date?

	· 

	Current State. What is your current state that you desire to change?

	· 

	Be and Do:  Your commitments. Finnish the following sentences:   I will

	Be: Adjectives
	Do:  Evidence what I want to be

	· 
	· 

	· 
	· 


12 - Emotional Strength

Some psychologists have suggested that we each have an emotional bank account. The demands placed on us generate withdrawals from our emotional bank account while healthy loving relationships make deposits. Healthy loving prelateships do not just happen. They are the byproduct of well invested time and deliberate planning with key important people.
Read chapter 12 in Life Plans, examine the exercise provided then complete your plan.

	With Spouse

	Purpose Statement – What is the purpose this part plays in your life

	· 

	Envisioned Future (Objectives). What would you like to see happen by your end date?

	· 

	Current State. What is your current state that you desire to change?

	· 

	Be and Do:  Your commitments. Finnish the following sentences:   I will

	Be: Adjectives
	Do:  Evidence what I want to be

	· 
	· 

	· 
	· 


	With Family

	Purpose Statement – What is the purpose this part plays in your life

	· 

	Envisioned Future (Objectives). What would you like to see happen by your end date?

	· 

	Current State. What is your current state that you desire to change?

	· 

	Be and Do:  Your commitments. Finnish the following sentences:   I will

	Be: Adjectives
	Do:  Evidence what I want to be

	· 
	· 

	· 
	· 

	With Friends

	Purpose Statement – What is the purpose this part plays in your life

	· 

	Envisioned Future (Objectives). What would you like to see happen by your end date?

	· 

	Current State. What is your current state that you desire to change?

	· 

	Be and Do:  Your commitments. Finnish the following sentences:   I will

	Be: Adjectives
	Do:  Evidence what I want to be

	· 
	· 

	· 
	· 


13 - Career Development 

Many of us view work and career development as only a tool for financial stability. This is a very limited view point. The objective of career planning is personal growth and professional development. We all like to have a job that provides financial stability. But the greater purpose of career development is enhancing your work life quality and meaning.  
Read chapter 13 in Life Plans, examine the exercise provided then complete your following plan.

	Purpose Statement – What is the purpose this part plays in your life

	· 

	Envisioned Future (Objectives). What would you like to see happen by your end date?

	· 

	Current State. What is your current state that you desire to change?

	· 

	Be and Do:  Your commitments. Finnish the following sentences:   I will

	Be: Adjectives
	Do:  Evidence what I want to be

	· 
	· 

	· 
	· 


14 - Financial Stability 

Financial mismanagement is the second highest cause for stress in family life. Financial instability if reflected in the high debt load that we carry. This is often the key reason why many feel trapped in a stressful career or living conditions. 

Read chapter 14 in Life Plans, examine the exercise provided then complete your following plan.

	Purpose Statement – What is the purpose this part plays in your life

	· 

	Envisioned Future (Objectives). What would you like to see happen by your end date?

	· 

	Current State. What is your current state that you desire to change?

	· 

	Be and Do:  Your commitments. Finnish the following sentences:   I will

	Be: Adjectives
	Do:  Evidence what I want to be

	· 
	· 

	· 
	· 


15 - Investment Prudence

The purpose of investments and savings is twofold:

· Hedge against the risks of unforeseen challenges such as unemployment, ill health, accidents, or even death. It is like having an insurance policy. How much you need depends on the probability of risk as well as your risk tolerance level. While it is wise to have insurance, being over insured can present undue strain on normal living expenses.

· Prepare for predefined future needs and opportunities such as education, home renovation, special occasions, extended travel, retirement etc.

Read chapter 15 in Life Plans, examine the exercise provided then complete your following plan.

	Purpose Statement – What is the purpose this part plays in your life

	· 

	Envisioned Future (Objectives). What would you like to see happen by your end date?

	· 

	Current State. What is your current state that you desire to change?

	· 

	Be and Do:  Your commitments. Finnish the following sentences:   I will

	Be: Adjectives
	Do:  Evidence what I want to be

	· 
	· 

	· 
	· 


16 - Service Generosity 

It has been wisely said that it is more blessed to give than to receive. Indeed, deep within our hearts is a desire to express generosity. We naturally give to our family and friends out of duty or expected returns. In generosity we give without any expectations of returns or rewards.

Read chapter 16 in Life Plans, examine the exercise provided then complete your following plan.

	Purpose Statement – What is the purpose this part plays in your life

	· 

	Envisioned Future (Objectives). What would you like to see happen by your end date?

	· 

	Current State. What is your current state that you desire to change?

	· 

	Be and Do:  Your commitments. Finnish the following sentences:   I will

	Be: Adjectives
	Do:  Evidence what I want to be

	· 
	· 

	· 
	· 


MAINTAIN AND ENHANCE

The Second Law of Thermodynamics states that that “every system left to its own devices always tends to move from order to disorder, its energy tending to be transformed into lower levels of availability, finally reaching the state of complete randomness and unavailability for further work.”
Stated differently, the best system or plan will rapidly deteriorate if not properly maintained. Without the ongoing maintenance your life plan will disintegrate into practical confusion becoming a liability and a cause for guilt and negative emotions rather than the asset it is intended to be. Having invested to create your Life Plan, maintain it so it provides you with ongoing benefits.

Home maintenance requires disciplined well planned commitments. Certain parts require more attentions than others. The same applies to your life plan. While your Strong Foundations will require occasional or annual review your Effective Living areas will require weekly, quarterly and annual attention.  In the following chapters we will give you a suggested maintenance plan to guide you.

Your maintenance plan is not an over head. It is a very productive process that will enhance your relationships and improve your quality of life.
Weekly:

· Review your previous week 

· Fulfill and update your commitment plan 

· Perform your batch processing, and time blocking. See chapter 21 in the Life Plans book.
Quarterly 

· Read your life plan

· Record you achievements 

· Plan the “big rocks” and most important commitments for the coming quarter

· Recalibrate your life to ensure harmony with your life plan

Annually

· Review, to study your life plan
· Make appropriate changes and updates as you change your planning time horizon. 

     Weekly Maintenance Review plan 

	I commit that my weekly review time will be every
	Sunday 8:00 – 10:00 PM


	Process Line
	Done

	1. Ensure that I am will not be interrupted during this very important meeting with myself. Relax; drink a cup of tea or whatever makes me feel comfortable.
	

	2. Refresh my memory by reading through my core values and or mission statement
	

	3. Place my coming weekly big rocks in my weekly planning time sheet and into my calendar
	

	4. Practice time blocking. Guesstimate what percentage of my coming week I wish to allocate to the various parts of my life (Personal, family, work in all its parts). use the tool in Appendix F, or at http://www.nomoreoverload.com/Data/Templates/CoachTools/TimeBlockingPlanner.xls 
	

	5. Review the activities of my past week by collecting all the papers, sales slips, notes, documents, and files that I accumulated during the past week. This includes pending e-mail and electronic notes. As I sort through them I will:
	

	a. Delete or discard what I do not need and recycle what I can. 
	

	b. File what I should in my roles-based filing system.
	

	c. Act on any that issue that I can finish in 5 minutes or less.
	

	d. Diarize in my calendar any new commitments that I must act on that are likely to take more than five minutes. Record this as an appointment with myself or as an item to do in my task lists. This is the way I fill the spaces in my batch processing time. 
	

	6. Examine my Quarterly Goals list to ensure that I am on track in meeting my goals. Make appropriate adjustments. 
	

	7. Re-examine my commitments for the next week; communicate to confirm or adjust as may be appropriate by phone, voice messages or e-mail.
	


     Quarterly Maintenance Review plan 

	I commit that My Quarterly Review time will be
	The first Saturday of every April, July and October (8:00AM – 12:00 PM)


	Process Line
	Done

	MY FIRST TWO HOURS
	

	1. Relax; drink a cup of tea or whatever makes me feel comfortable.
	

	2. Refresh my memory by skimming through my entire life plan. 
	

	3. Take notes of any successes and the good I have accomplished in relationship to the various areas of my life. 
	

	4. Note minor adjustments that I wish to make to my life plan but avoid the temptation to make significant changes at this time. Leave that to the annual maintenance time.
	

	5. Pay special attention to the areas of higher volatility such as finances or critical projects.
	

	6. Update my bank accounts, pay bills, and review my cash flow in comparison to my budget. (This should be done monthly as well.)
	

	7. Review my investments portfolio to ensure that it is compatible with my asset mix allocation. If needed, diarize a time to consult with my advisor and/or make appropriate changes.
	

	8. Examine the future big rocks such as special events and commitments. Place them in my quarterly/annual big rocks planner. (See Appendix G) 
Or at http://www.nomoreoverload.com/Data/Templates/CoachTools/Yearly-Planner.xls 
	

	9. Read my BE and DO lists.
	

	10. Take one or two items from each of my Effective Living models and convert them into SMART goals. Note that my goals will be reflected in my time commitments and activities. Create a quarterly goals list.
	

	11. Reaffirm my next quarterly review appointment and place it as a big rock in my calendar.
	

	MY SECOND TWO HOURS
	

	12. Perform my weekly maintenance plan as outlined before unless you wish to keep this to the regularly scheduled time. 
	


    Annual Maintenance Review plan 

	I commit that my Annual Review will be
	December 30th of every year (8:00 AM – 4:00 PM).


	Process Line
	Done

	1. Go somewhere where I can be totally relaxed and be interrupted for a full day.
	

	IN THE FIRST HALF DAY
	

	2. Relax; drink a cup of tea or whatever makes me feel comfortable.
	

	3. Carefully read through my entire life plan referring to any notes I have collected during my quarterly reviews
	

	4. As you do so:
	

	a. Note any successes and the good I may have accomplished in relationship to the various areas of my life during the past year. Be generous with myself. Do not diminish small victories.
	

	b. Record lessons learned from both success and disappointments. 
	

	c. Note adjustments that I wish to make to my life plan.
	

	Take a short break.
	

	5. Update my life plan and diarize activities to inform my important people of the changes I am making. 
	

	6. Examine my future big rocks such as special events and commitments. Place them in my quarterly/annual big rocks planner. (See example in Appendix G)
Or at http://www.nomoreoverload.com/Data/Templates/CoachTools/Yearly-Planner.xls 
	

	7. Pay special attention to venerable areas such as finances, critical relationships or projects.
	

	8. Update my financial budget to reflect any changes in my life.
	

	9. Plan my next review point and place it as a big rock in my calendar. 
	

	IN THE SECOND HALF DAY
	

	10. Perform my Quarterly Maintenance Plan as outlined before.
	


D : APPENDIX - TOOLS
Building a home is made easier when you have the right tool. Today there are many tools that can help you build and maintain your life plans.  
In our experience using the simplest paper based system is often the best approach. The following tools are simple paper based tools. These tools along with the Life Plan Template provided in section E, are available in a Microsoft Office™ format that you can download from our website. http://www.nomoreoverload.com/CoachTemplate.html. There you will also find other coaching tools and templates that many of our coaching clients have found helpful.  These will be available for a 36 months period after the publication of this book.

    Appendix A - Core Values List

This list helps define your core values. See Chapter 5
· Accomplishment

· Accountability

· Achievement

· Advancement

· Adventure

· Artistic

· Authenticity

· Beauty

· Being knowledgeable

· Being known

· Belonging

· Benevolence

· Building

· Caring

· Challenge

· Change

· Changing my world

· Character

· Commitment

· Communication

· Community

· Compassion

· Competence

· Concern

· Creativity

· Depth

· Devotion

· Directness

· Diversity

· Duty

· Efficiency

· Emotion

· Enthusiasm

· Entrepreneurial

· Evangelism

· Excellence

· Exploration

· Family

· Financial independence

· Flexibility

· Focus

· Follow‐through

· Freedom

· Friendship

· Frugality

· Fun

· Generosity

· Gentleness

· Genuineness

· Harmony

· Healing

· Health

· Heritage

· Honesty

· Honor

· Hospitality

· Identity

· Influence

· Inspiration

· Integrity

· Intimacy

· Investment

· Knowledge

· Leadership

· Legacy

· Lifelong learning

· Love

· Making a difference

· Marriage

· Mastery

· Meaning

· Motivation

· Movement

· Nature

· Nurture

· Opportunity

· Passion

· Perfection

· Peace

· Planning

· Practicality

· Precision

· Principles

· Progress

· Purpose

· Rationality

· Reaching out

· Recognition

· Reflection

· Relationship

· Renewal

· Responsibility

· Romance

· Sacrifice

· Security

· Seeing the world

· Service

· Sharing

· Sincerity

· Spiritual life

· Spontaneity

· Stability

· Starting things

· Stewardship

· Strength

· Success

· Team

· Thoughtfulness

· Travel

· Truth

· Volunteering

· Worship

· Add more

· Add more

    Appendix B - Strengths List

This list helps define and focus your strengths. See Chapter 6. 

· Ambitious: Energetic, Goal-oriented, Hard working, Motivated, Self-disciplined 

· Action Oriented: Impatient, Learning, Practical, Results-oriented, Tenacious 

· Adaptable: Calm, Flexible, Productive, Reassuring, Responsive

· Analytical: Dispassionate, Interrogative, Logical, Objective, Rigorous

· Coordinative: Adaptable, Creative, Flexible, Innovative, Resourceful

· Belief and Values Oriented: Altruistic, Dependable, Family-oriented, Responsible, Spiritual

· Commanding: Clear, Confrontational, Direct, Honest, Risk-taking

· Communicative: Articulate, Captivating, Conversational, Descriptive, Expressive

· Competitive: Aggressive, Aspiring, Challenging, Driving, Striving, 

· Connected: Accepting, Caring, Considerate, Humble, Spiritual

· Consistent: Balanced, Ethical, Even-handed, Fair, Unprejudiced

· Context Oriented: Counterintuitive, Experienced, Interrogative, Perceptive, Reflective

· Deliberate: Careful, Contemplative, Private, Serious, Vigilant

· Developing: Challenging, Coaching, Encouraging, Helpful, Nurturing

· Disciplined: Efficient, Exact, Orderly, Predictable, Structured

· Empathetic: Anticipating, Appreciative, Kind, Sensitive, Understanding

· Focused: Collaborative, Efficient, Goal-oriented, Independent, Impatient

· Futuristic: Energizing, Foresighted, Inspirational, Motivating, Visionary

· Harmonious: Agreeable, Deferential, Non-confrontational, Peaceable, Personable

· Ideas Oriented: Abstract thinking, Contemplative, Conceptual, Creative, Visionary

· Inclusive: Accepting, Connecting, Loyal, Non-judgmental, Social

· Individualizing: Encouraging, Impatient, Intuitive, Listening, Observant

· Acquisitive: Quick-to-learn, Inquisitive, Interested, Interrogative, Studious

· Intellectual: Inquisitive, Introspective, Reflective, Studious, Thoughtful

· Studious: Assimilative, Energetic, Inquisitive, Motivated, Studious

· Maximum Oriented: Demanding, Discriminating, Focusing, Productive, Refining

· Positive: Energetic, Energizing, Enthusiastic, Light-hearted, Optimistic

· Relational: Caring, Close, Genuine, Risk-taking, Sharing

· Responsible: Conscientious, Dependable, Ethical, Hardworking, Available

· Restorative: Analytical, Fixing, Identifying, Rekindling, Resuscitating

· Self-Assured: Certain, Confident, Independent, Risk-taking, Self-confident

· Significance oriented: Achieving, Credible, Focused, Goal-oriented, Independent

· Strategic: Intuitive, Observant, Predicting, Problem solving, Reflective

· Woo-Charismatic: Conversational, Friendly, Initiating, Networking, Sociable

    Appendix C - Skills List

To help focus your skills prioritize these five skills categories then place X to select the skills that you feel most comfortable applying. See Chapter 6.

Communication: the skillful expression, transmission and interpretation of knowledge or ideas. 

· Speaking effectively 

· Writing concisely 

· Listening attentively 

· Expressing ideas 

· Facilitating group discussion 

· Providing appropriate feedback 

· Negotiating 

· Perceiving nonverbal messages 

· Persuading 

· Reporting information 

· Describing feelings 

· Interviewing 

· Editing 

Research and Planning: the search for specific knowledge and the ability to conceptualize future needs and solutions. 

· Forecasting, predicting 

· Creating ideas 

· Identifying problems 

· Imagining alternatives 

· Identifying resources 

· Gathering information 

· Solving problems 

· Setting goals 

· Extracting important information 

· Defining needs 

· Analyzing 

· Developing evaluation strategies 

Human Relations: the use of interpersonal skills for resolving conflict, relating and or helping people. 

· Developing rapport 

· Being Sensitive 

· Listening 

· Conveying feelings 

· Providing support for others 

· Motivating 

· Sharing credit 

· Counseling 

· Cooperating 

· Delegating with respect 

· Representing others 

· Perceiving feelings, situations 

· Asserting 

Organization, Management and Leadership: the ability to supervise, direct and guide individuals and groups in the completion of tasks and goals. 

· Initiating new ideas 

· Handling details 

· Coordinating tasks 

· Managing groups 

· Delegating responsibility 

· Teaching 

· Coaching 

· Counseling 

· Promoting change 

· Selling ideas or products 

· Decision making with others 

· Managing conflict 

Work Survival: the day-to-day skills that assist in promoting effective production and work satisfaction. 

· Implementing decisions 

· Cooperating 

· Enforcing policies 

· Being punctual Managing time 
· Attending to detail 

· Meeting goals 

· Enlisting help 

· Accepting responsibility 

· Setting and meeting deadlines 

· Organizing 

· Making decisions 

    Appendix D - Roles List

This list helps define roles.  See Chapter 7 

· Activator

· Administrator

· Advisor

· Advocate

· Arbitrator

· Authority

· Builder

· Catalyst

· Champion 

· Change agent

· Coach

· Commander

· Counselor

· Decision maker 

· Diplomat

· Developer

· Enabler

· Encourager

· Enforcer

· Entrepreneur

· Facilitator

· Guard

· Guide

· Helper

· Influencer

· Investigator

· Interrogator

· Leader

· Listener

· Mediator

· Mentor

· Model

· Motivator

· Negotiator 

· Observer

· Organizer

· Overseer

· Partner

· Peacekeeper

· Peacemaker

· Planner

· Problem solver

· Promoter

· Prospector

· Provider 

· Resource

· Sounding board

· Supporter

· Teacher

· Trendsetter

· Trouble-shooter

· Visionary

· - Add other

· - Add other
    Appendix E - Verbs List

While adjectives describe what we like to be, verbs describe what we like to do best. Verbs are also very helpful for defining objectives and goals. For more see Chapter 7.
· Advise

· Agree

· Analyze

· Announce

· Approve

· Ask

· Assign

· Attack

· Balance

· Challenge

· Clarify

· Clear

· Collect

· Compare

· Correct

· Debate

· Decide

· Define

· Delegate

· Deliver

· Determine

· Develop

· Dictate

· Direct

· Discuss

· Dream

· Educate

· Encourage

· Enlighten 

· Evaluate

· Examine

· Exercise 

· Explore

· Force

· Gather

· Guide

· Heal

· Help

· Identify

· Identify

· Imagine

· Impress

· Improve

· Influence 

· Instruct

· Insure

· Joke

· Judge

· Learn

· Listen

· Listen

· Manage

· Measure

· Motivate

· Move

· Object

· Observe

· Order

· Perform

· Plan

· Practice

· Preach

· Present

· Prioritize

· Provide

· Question

· Receive

· Repeat

· Report

· Request

· Review

· Risk

· Save

· Serve

· Share

· Suggest

· Study

· Summarize, 

· Supply

· Support

· Surprise

· Tell

· Thank

· Trust

· Unlock

· Unpack

· Warn

· Watch 

· Write

· Add More

· Add More

· Add More

    Appendix F - Weekly Time Blocking Plan

This is a simple color coded table to help you preplan blocks of time for the various aspects of your life during your weekly planning and review. See Weekly Maintenance Plan

[image: image2]

    Appendix G – Quarterly & Annual Time Blocking

This is a simple color-coded table to help you preplan the various big rocks in your Quarterly Review. See Quarterly and Annual Maintenance plan.
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“� HYPERLINK "http://www.quotationspage.com/quote/986.html" \o "Click for further information about this quotation" �You cannot depend on your eyes when your imagination is out of focus.�”


� HYPERLINK "http://www.quotationspage.com/quotes/Mark_Twain/" �Mark Twain�








“Every one thinks of changing the world, but no one thinks of changing himself.”


Leo Tolstoy

















“If you live each day as if it is your last, some day you will most certainly be right. ...


Remembering that I will be dead soon is the most important tool I ever encountered to help me make the best choices in my life. … 


Remembering that you are going to die is the best way I know to avoid the trap of thinking you have something to lose.” 


Steve Jobs, CEO, Apple





“� HYPERLINK "http://www.quotationspage.com/quote/9547.html" \o "Click for further information about this quotation" �To be able under all circumstances to practice five things constitutes perfect virtue; these five things are gravity, generosity of soul, sincerity, earnestness and kindness.�”


� HYPERLINK "http://www.quotationspage.com/quotes/Confucius/" �Confucius�











“Do not value money for any more nor any less than its worth; it is a good servant but a bad master.”


Alexander Dumas





“Save 10%, donate 10% and enjoy the rest”


Wise words my


 mother taught me








“The people who get on in this world are the people who get up and look for the circumstances they want, and, if they can't find them, make them.”


George Bernard Shaw











“� HYPERLINK "http://www.quotationspage.com/quote/1582.html" \o "Click for further information about this quotation" �Intimate relationships cannot substitute for a life plan. But to have any meaning or viability at all, a life plan must include intimate relationships.�“


� HYPERLINK "http://www.quotationspage.com/quotes/Harriet_Lerner/" �Harriet Lerner�








“� HYPERLINK "http://www.quotationspage.com/quote/2982.html" \o "Click for further information about this quotation" �Real, constructive mental power lies in the creative thought that shapes your destiny, and your hour-by-hour mental conduct produces power for change in your life. Develop a train of thought on which to ride. The nobility of your life as well as your happiness depends upon the direction in which that train of thought is going.�     � HYPERLINK "http://www.quotationspage.com/quotes/Laurence_J._Peter/" �Laurence J. Peter�





“Lack of activity destroys the good condition of every human being, while movement and methodical physical exercise save it and preserve it.”


Plato





“� HYPERLINK "http://www.quotationspage.com/quote/36592.html" \o "Click for further information about this quotation" �Just as a candle cannot burn without fire, men cannot live without a spiritual life.�”  


� HYPERLINK "http://www.quotationspage.com/quotes/Buddha/" �Buddha� 








“Some people come into our lives and quickly go. Some stay for awhile and leave footprints on our hearts. And we are never, ever the same.”


Unknown 














“Winners compare their achievements with their goals, while losers compare their achievements with those of other people.”


Nido Qubein


 











“If your senses are numbed with delusion and denial, you will stop looking for your true strengths and wind up living a second-rate version of someone’s life rather than a world class version of your own.” 


Dr. � HYPERLINK "http://www.goodreads.com/author/show/27691.Donald_O_Clifton" �Donald O. Clifton� 





"Effectiveness without values is a tool without a purpose."


Edward de Bono 





“This is the true joy of life, the being used up for a purpose recognized by yourself as a mighty one.”


George Bernard Shaw
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