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Introduction 
Accessing Your Creativity 

An unusual speaker—an artist—made a lasting impression on me and 
inspired this e-book, Life As Art. It was 2010 in Orlando, Florida, and he 
presented to a room full of professional speakers at the annual conference of 
the National Speakers Association. 

“Creating Your Masterpiece” was packed. I walked into the break-out room 
and was surprised to see an 8-foot-by-9-foot canvas, made with what looked 
like a bed sheet stretched out over a wood frame. The speaker later confirmed 
he built the wood frame and bought the blue bed sheets from Walmart the 
night before. 

The speaker’s palette stand had a long shelf of thick pastels in over 50 colors. I 
was mesmerized and wanted to go over and pick one up to touch. They 
looked soft and velvety. 

He did not look like your typical NSA speaker—casual yet impeccably chic. 
Rather he wore old faded, baggy jeans, a paint stained oversized t-shirt, 
mud-stained boots, and he had a long ponytail half-way down his back. Oh 
this is going to be different! 

He didn’t do the usual meet and greet as people walked in, but remained with 
his back to the audience and was intensely focused on his canvas and pastels. 
When the audience of over 75 people settled in, he turned and simply said, 
“Today’s session is all about the creative process.” 

After his simple announcement, he turned once again toward his canvas and 
started using his pastels to make random streaks of color on the huge canvas. 
I watched fascinated as he intentionally made a touch here and a mark there. 
There was not a sound in the room as he did his work. I watched with 
fascination, as I saw what I thought was an abstract painting. I was surprised 
when, in an instant, he put a small black dot in the upper left corner and it 
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suddenly came alive as a beautiful white bird! Now I was even more intrigued. 
I was witnessing the act of creation before my very eyes. I was in the presence 
of this artist being his full self, creating—and it was contagious. I felt my own 
creative energy rising.  

As he continued working from one end to another, up and down filling the 
whole “canvas” (a blue bed sheet), a beautiful pastoral scene emerged. This all 
happened in under 10 minutes. Maybe it was 7 or 15 minutes. In that 
experience I lost the sense of time.  

I wish I could remember what he said about creativity when he finished his 
painting—I know he had some good points, wise comments—but all I can 
remember is the experience of watching him create! In truth I think that was 
really his point—he demonstrated what it was to be in the moment and what 
he exhibited gave me access to something inside of me. 

He wrapped up by inviting the audience to ask questions. A woman stood and 
said, “What do you do when you don’t feel creative?” 

He looked a bit indignant. He straightened his back and said, “Excuse me, 
ma’am.” Now he went from talking like an artist to sounding more like a 
commanding executive or a strict parent... “I am a professional. There are 
many days when I don’t f-e-e-l creative.” He was almost mocking her words. 
“Regardless, I get up early each day, get in my studio and I keep throwing up 
colors on the canvas until I do feel creative!” 

The audience was very quiet like school children who were just scolded.  

But how right he was! I have often thought of creativity as magically showing 
up, like the fairy tale prince on his white horse. Creativity actually takes 
discipline, focus, and the willingness to get over yourself and keep going. 
There was something so inspiring to me about his stance, his belief in his own 
abilities, and his dogged determination to bring something beautiful out of 
nothing—especially when motivation is missing. 

Creating a Life That Matters 

An important insight I took away from that experience is linked to setting and 
attaining life goals. Creativity is essential to the ability to envision a preferred 
future and design plans to accomplish one’s dreams.  
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I have been an executive coach for over 30 years. I am in the business of 
guiding leaders to optimize their talents, achieve their goals, build dynamic 
cultures, and—on a personal level—live satisfying, healthy lives that make a 
positive impact in the world. 

Life As Art is a tool to help you explore and clarify essential elements for 
creating your future. Through the process of reflection, visioning, goal setting, 
and developing planning habits, it is my hope you will maximize your talents, 
fulfill your dreams, weather inevitable storms, and sustain proactive positivity 
in all circumstances! 
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Chapter One: The Power of Reflection 
Look Back Before You Look Ahead 

Reflection, in my experience, is the precursor to creativity. All new things start 
in our mind and heart. Reflection helps ideas percolate and develop into clear 
directions. To prime the pump, it takes getting still. Some call this “white 
space.” We start with an annual reflection and, later in this book, you will find 
the daily, weekly, and quarterly planning process. 

I learned this end-of-year reflection from my first coaching mentor, Suzanne 
Black Bush. While I was working as an executive coach under her company in 
1987, she shared a format she used with her clients at the end of the year as a 
prelude for setting annual goals. Suzanne taught me that goals are best when 
they come from a place of stillness, reflection, and thoughtful examination. 
She gave me permission to use the questions she first developed, and I have 
adjusted them a bit through the years, but not much. She had it right. 

Start with sitting still, and then move through the sometimes tedious and 
even painful process of looking back before thinking about moving forward.  

I often take my clients through the questions and write down their answers as 
they talk. I found that people need the relational aspect to work through the 
answers if they struggle with being still. I discovered that early on, if I just 
asked clients to fill it out on their own and send it to me to discuss at our next 
coaching session, it didn’t always get done. Or it got done in a way that was 
more self-condemning than acknowledging the good. 

So, think about doing this on your own, or with someone you love who knows 
you deeply, cares about your success and will call you out to see things in a 
more balanced way. 

I personally have enjoyed doing it each year during that magical week 
between the major December holiday for you, whether it be Christmas, 
Hanukkah, Kwanzaa, Boxing Day, Ōmisoka, or Winter Solstice, but before New 
Years Eve. That’s when I really felt like I was “off” from work—emails slowed 
down, no one was really working, even if they were required to show up at the 
office! 

After the big holiday dinners were over, and I had a few days to just chill out, 
there would be a cold wintry evening when I was sitting in front of the fire 
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alone and maybe enjoying a glass of brandy. I would relish this time and sit 
and write my answers to this reflection. I anticipated making sense of my year. 
I felt a sense of relief, pride, and joy. 

So, sitting there in the quietness of my living room, I look for that a-ha about 
my year: What did I really accomplish? What did I do that was courageous? In 
what ways did I fail to meet my goals? How did I deal with that? What did I 
learn that is important, perhaps even more important than reaching those 
goals? 

I sit and do the hard work of examining, creating, paying attention. I know it 
will pay off, because it will lead me to pursue an inspiring way to live the next 
year. 

This is not about New Year’s resolutions. It’s about engaging in a process that 
doesn’t start with the typical outcome-driven goal setting, but about gaining 
access to where you are in your life journey. Looking at what’s going on, how 
you feel about it, and discovering what the next appropriate steps are in your 
life in the upcoming year. Designing deeper intentions that will focus me in 
the right way. 

This approach does not feel like a beat down, but an inquiry that will nurture 
you and lead you to a higher place spiritually, emotionally, physically, and 
mentally. 

“The difference between average people and achieving people is their 
perception and response to failure.” —John Maxwell, Failing Forward 

So, let’s give it a try! 

 

   

 7 

https://medium.com/thrive-global/why-you-should-harness-the-power-of-reflection-4a8f6d7710d4
https://medium.com/thrive-global/why-you-should-harness-the-power-of-reflection-4a8f6d7710d4


Exercise: Reflect on your past year. 

Answer the following questions regarding your whole life, not just work goals, 
thinking holistically—include self-care, relationships, finances, career, 
hobbies, ministry, and so on. 

1. What were your 3–5 greatest accomplishments?

2. What helped you achieve the above accomplishments?

● Examples: set goals and tracked them all year; got support from a
friend, coach, or therapist; read a book and got some great insights that
helped; did a workshop; prayed a lot; right place/right time; years of
hard work paid off; etc.

3. What was the smartest decision you made?

● Why? How did it pay off?

4. What was the biggest risk or moment of courage?

● How did it feel and how did it pay off?
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5. What people had the most impact on your life, in what way? 

 

 

 

6. What would you most like to be acknowledged for?  

● What do you hope others noticed, appreciated, any “thank yous” you 
would have liked? Or you could just acknowledge yourself here. 

 

 

7. What results did not happen that you wish had happened? 

● “Confront the brutal facts,” as Jim Collins says. May include: goals set 
but not achieved, unexpected crisis(s), failure, illness, repeated negative 
patterns, issues not addressed, relationships not working, personal 
issues not healed, etc. 

 

8. To what do you attribute your primary failed intentions? 

● Taking ownership will help avoid future setbacks! It could be any one or 
more of the following factors. Honestly examine this! 

● Possible factors: I didn’t plan well, did not follow-through on tracking 
results, made wrong decisions, did not take sufficient responsibility, did 
not ask for help/support/encouragement, the help I asked for did not 
make the intended difference, I got off track and didn’t persevere, I 
procrastinated, outside circumstances beyond own control, not really 
sure why things haven’t changed for the positive, etc. 

● If you find you are stuck in shame, hopelessness, or negativity, this is a 
sign you could use the help of a coach and/or counselor. If you truly 
want new outcomes, you will need to take a new approach. 
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9. What new approaches come to mind? 

 

 

10. What was the greatest lesson you learned? 
● May include lessons from both the accomplishments, failures, and 

unexpected outcomes. 

 

11. What is your biggest piece of “unfinished business” as you start the next 12 
months? Write the first thing that pops up in your mind.  

 

 

 

12. What thoughts do you have about how to deal with this “unfinished 
business”? Who could you ask for support, ideas, help for this issue? 

 

 

 

13. In general, what new practices do you resolve to take in the new year? 
Limit this to no more than 3. Less change at once is usually better. 

 

 

 

14. What support will you get to assure you successfully engage in these new 
practices?  

 

 10 



 
 

15. With which people in your life do you think it would be beneficial to share 
this Reflection? 

● Who could offer some perspective, ideas, and/or resources to help you 
grow in this new year? 
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Reflection Themes 
 

Take a break from your Reflection for at least 24 hours. Give it time to 
“percolate” and brew in your brain and heart. After your break, re-read it 
slowly, almost as if reading someone else’s writing. Enjoy reading what you 
wrote, celebrating what was accomplished and appreciating the challenges 
with self-compassion. See if there is more you would like to add or edit. When 
done, answer these questions as you look ahead to a new year. It provides a 
synthesis to inform your planning. 

1. What do I most want to learn? 

 

 

 

2. What is the most important thing(s) I must accomplish over the next year? 

 

 

 

3. What do you sense is God’s direction? And/or what are others telling you? 

 

 

 

4. Consider what support, information, training, or guidance you may need? 
What people, services, and other types of help would make a big difference 
in your ability to thrive? 
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Chapter Two: Values Matter 
The identification of your values gives you a litmus test to what’s really 
important to you. It will inform your vision, your goals, and even give you 
insight into how to motivate yourself. Do this exercise, even if you’ve done 
something like this before. It’s a good idea to do an update every few years. 
Although your values may not change a lot, you may find yourself relating to 
the same values in a different way. Or find that in the process of life changes, 
another value has emerged. 

Values—A person’s principles or standards of behavior; one's judgment of 
what is important in life. (Merriam-Webster Dictionary) 

The word value comes from the French verb valoir, meaning “to be worth.” 
Gradually it evolved an association with valor and worthiness. Values describe 
how we intend to operate, on a day-to-day basis, as we pursue our vision. 
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Values Exercise 

Values, once identified, help you know yourself. Since values show up in 
behaviors, this will help you identify behaviors that fit with your values so you 
can walk your talk, and operate as your most authentic self. What values are 
most important to you? 

 

 

 

Value Examples 

Start with circling your top 10 values, and then narrow it down to your top 3. 

Accuracy 
Achievement 
Caring 
Commitment 
Clarity 
Compassion  
Communicative 
Consistency 
Cooperation 
Cost-effective 
Creativity 
Credibility 
Decisive 
Dependability 
Diplomatic 
Discipline 
Efficient 
Effective 
Empowerment 

Enthusiasm 
Excellence 
Forgiving 
Growth-Oriented 
High-Energy 
High Spirited 
Innovative 
Integrity/Honesty 
Loyalty 
Performance-driven 
Proactive 
Progressive 
Quality 
Recognition 
Reliability 
Respect for others 
Respectability 
Responsiveness 
Results-Oriented 

Rewarding 
Risk taker 
Solution-Oriented 
Success-Oriented 
Supportive 
Teamwork 
Trusting 
Trustworthy 
Unique 
Visionary 
Others to write in: 
__________________ 
__________________ 
__________________ 
__________________ 
__________________ 
__________________ 
__________________ 
__________________ 
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Value Questions 

What are your 3 most important values? 

Value No. 1: _______________________________ 

● What are key behaviors that exhibit this value? 

 

● How well are you showing this value in your daily behaviors? (1–10 scale) 

 

● What would you change to live this value more consistently?  

 

Value No. 2: _______________________________ 

● What are key behaviors that exhibit this value? 

 

● How well are you showing this value in your daily behaviors? (1–10 scale) 

 

● What would you change to live this value more consistently? 

 

Value No. 3: _______________________________ 

● What are key behaviors that exhibit this value? 

 

● How well are you showing this value in your daily behaviors? (1–10 scale) 

 

● What would you change to live this value more consistently? 
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Chapter Three: Discover Your Purpose 
The Key to Satisfaction 

“Where your talents and the needs of the world cross, there lies your 
vocation.” —Aristotle 

Each person has unique gifts to give the world. What is your sense of that 
intersection between what you love to do, what you do well, and what is 
needed in the world? What is the contribution you wish to make based on 
your passion, skills, values, and sense of mission? 

Harvard researcher Howard Gardner says “good work” is a mix of the skills in 
which you excel, engaging them, and fitting them within your ethics. 

The author of Flow: The Key to Unlocking Meaning, Creativity, Peak 
Performance, and True Happiness, Mihaly Csikszentmihalyi, wrote that when 
you are in your “flow” state, you lose time. 

What do you enjoy doing so much that hours pass by and you are so 
engrossed in that activity that you don’t even realize how much time has 
passed? 

Surprisingly, only 20% of people have flow moments daily, and 15% never have 
flow moments. Those who are fortunate enough to have a career that 
matches at least partially with what gives them flow moments, are happier 
and more satisfied with their life. And I don’t believe it’s only luck. I believe if 
you are intentional and do the work of self-discovery you can match up your 
career to what you love to do.  

Author Patrick Lencioni, in his book The Truth About Employee Engagement, 
cites irrelevance as one of the factors that causes employees to be 
disengaged, making a job miserable. This happens when people do not 
experience a sense of meaning on a day-to-day basis. 

Leaders can help their people have a sense of relevance by sharing the 
company’s mission (organizational why) and showing each person how they 
contribute to the mission. But that’s not enough if that mission does not 
match up with a personal why. There are many good resources to support this 
discovery process such as assessment tools and books, like Simon Sinek’s 
Start With Why. Investing time in doing this Life As Art process and regular 
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journaling help guide the process. Assessments such as Strong Interest 
Survey and Myers Briggs helps people gain insight into their purpose. 

As you review your Reflection and Values, write what you see as your Why or 
Your Purpose. What motivates you? What do you care most about? What 
would you do without pay? What would be inspiring to do for a living? At the 
end of your life, what do you most want to contribute? Again, this doesn’t 
need to be wordsmithed or perfect—it’s just a guide for your eyes, as you 
examine your life, your goals, and your future direction! 

Write out your why. 
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Chapter Four: Create Your Vision 
“Live the life you’ve imagined!” —Henry David Thoreau 

Vision Definition 

Vision: A mental image of what the future will or could be like. (Oxford 
Dictionary) 

Stephen Covey, author of The Seven Habits of Highly Effective People, offered 
a way of tapping into a personal vision in their first workshops in the ’90s. His 
process goes like this: Imagine you’re 87 years old, and you’re at a big party to 
honor your birthday. The most important people are there (whether living or 
not). What would you like others to say about you? List the most important 
people in your life, such as those listed below. Put a specific name next to 
each category. For example, choose one child, rather than all of them. If you 
do not have a life partner/spouse at present, write in a Future Spouse. It’s a 
great exercise and I invite you to try it. In fact, I encourage everyone I know to 
read or listen to that classic book. It’s timeless and contains engaging stories 
that will inspire you to live in a “highly effective” way more often. 

Spouse or Future Partner (name): 

______________________________________________________________________________ 

Child (name): 

______________________________________________________________________________ 

Parent (name): 

______________________________________________________________________________ 

Close Friend (name): 

______________________________________________________________________________ 

Work Colleague (name): 

______________________________________________________________________________ 
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Mentor (name): 

______________________________________________________________________________ 

God/Higher Power/Universe (name): 

______________________________________________________________________________ 

Myself (What would I want to say about myself at age 87?): 

______________________________________________________________________________ 

Draft Your Vision Statement 

As you review what you wrote in the above section, write a few lines that 
summarize your vision. Include what you hope to accomplish, what you 
intend to be known for, and contribute to others. Don’t worry about 
wordsmithing it for others to read. Write from your heart, and what inspires 
you. See some examples below of personal vision statements. Research others 
online. Then write a draft for your own. As Anne Lamott says, “Think of it as just 
a shitty first draft.” SFDs really take the pressure off! 

Examples of Personal Vision Statements 

● “To be a teacher. And to be known for inspiring my students to be 
more than they thought they could be.” 

● “To have fun in my journey through life and learn from my 
mistakes.” 

● “To inspire people to be life-long learners, honoring God in all they 
do.” 

Your Draft Vision Statement: 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________   
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Chapter Five: Steps Toward Your Vision 

The Next 3–5 Years 

Take another look at your Reflection and Themes, Values, Purpose, and Vision 
work, and list out the most important accomplishments you would like to see 
in the next 3–5 years. Think of these as steps toward your vision. Thinking 
about 3–5 years gives you a wider window of opportunity! 

“People tend to overestimate what they can accomplish in 1 year, but 
underestimate what they can accomplish in 5 years!” —Tony Robbins  

My most important 3–5-year goals: 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 
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Chapter Six: Annual Goals 
First Draft: 12-month Goals 

Now let’s break it down into more bite-sized, more immediate pieces. 
Consider this a first draft and you will edit it later to see if it has the right 
balance of realism, readiness, and stretch. So, just go ahead and list all the 
things you would really like to do this year and don’t hold back. 
______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

______________________________________________________________________________ 

Draft Review: Annual Goals 

Do your goals reflect: 

● What you said you must accomplish this year? 
● What you want to learn? 
● Balance in the areas that are most important? 
● Achievable gains or are they overwhelming and too much? 
● Needed health changes you’ve wanted to make? 
● Relational aspects of your life? 
● Which of these goals need to be accomplished first as important 

foundations for your health and well-being, financial stability, career 
success, etc.? 

What would those closest say about your goals? Remember, less is more! 
Three big goals is enough in one year, especially if they’re “stretch goals.” 
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Chapter Seven: Prioritize the 3 Most 
Important Areas of Growth This Year 

Stretch Goals 

A Stretch Goal is something you currently do not know how to do but you 
know that with enough focus, you can make big headway. Review the goals 
you listed previously and decide which are the highest priority this year. 
Balance such areas of life like relationships, career, and health, rather than all 
three in one domain of your life. Name the goal and describe what you would 
consider a win! Although you may also have other goals in your work and 
personal life, which you will address in your weekly planning, having your top 
3 gives an edge where it’s needed the most. 

Stretch Goal Title  Specific Outcome in the Next 12 Months  

1.   

 

 

2.   

3.   
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Chapter Eight: Map Out Your Plan 

First 3-month Stretch Goal Action Plan 

Use the format below to plan out the big actions by month for the next 
quarter for each of your Stretch Goals. Some examples of actions: interview a 
coach, join a group, hire a financial planner, get an exercise buddy, join a 
strategic business group. The Victory is your result by the end of the first 3 
months. When you finish, review how you did, and plan the next 3 months. 
Ask someone close to you to participate for support and accountability. 

Stretch Goal  Month 1  Month 2  Month 3  The Victory 

1. 

 

 

 

 

       

2. 

 

 

 

 

       

3. 
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Chapter Nine: Vital Behaviors for 
Accomplishing Goals 

Vital Behavior: A behavior, a practice, or a ritual that you do regularly to 
achieve success in a particular arena, job role, or profession. 

Vital Behavior No. 1: Weekly Planning 

“Meticulous planning will enable everything a person does to appear 
spontaneous.” —Mark Caine 

Successful execution of your goals is all about daily and weekly habits and 
activities. Time management research hails the power of weekly planning. If 
you want to achieve your 3 Stretch Goals, you also have to make sure the rest 
of your life—work and all personal responsibilities—are being accomplished. If 
not, you will never have the time and energy to achieve your Stretch Goals. 

Create a 30–45-minute ritual at the beginning of each week to review and 
plan your week. Some people like early Monday morning, others like Sunday 
evening, and still others like Friday afternoon to plan the next week, while 
everything is fresh in their mind. 

Here are the steps: 

1. Review last week: Look at your accomplishments and activities. 
Acknowledge yourself for what was done well and challenges you successfully 
faced. Ask yourself, “What did I do well this past week?” 

Also notice where you were less effective and ask yourself, “What happened?” 
It may have been some ineffectiveness on your part, or it was something 
completely out of your control. In any case, forgive yourself (and/or others) and 
course correct if needed, as you plan next week. Transfer any incomplete 
tasks, and projects to the new week. 

2. Scan the Upcoming Week’s Activities: Print out the Work Week View from 
Outlook or iCal or whatever calendar you use. Although we often do 
everything electronically, I find it’s more effective to do this part with a printed 
version of your weekly overview. It will show all your meetings and 
commitments—essentially where your body is. It also shows you what free 
time you have. This helps you plan your activities and informs you what is 
realistic. 
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3. Think through your priorities for this week. 
❏ What have I or others promised will be complete? 
❏ What can (or should) I delegate? 
❏ Is there anything I can revoke, cancel, or renegotiate? 
❏ What would my manager, partner, or clients say is most important to 

accomplish this week? 
❏ What do my team members need from me this week? 
❏ What will enhance or diminish my reputation if done or not done? 
❏ What, if not done, will cause future schedule problems? 
❏ What people need my support this week? 
❏ How can I forward my stretch goals this week? 
❏ What projects need extra attention this week? 
❏ What would help me be on track to my quarterly goals?  
❏ Do I have enough time with my family this week? 
❏ Do I have time scheduled for personal/well-being (exercise, rest, prayer, 

recreation, social, etc.)? 
 
4. Franklin Covey has a great tool I like. It’s called a Compass Card and it’s a 
weekly planning tool similar to the Weekly Planning Tool format I’ve adapted 
on the next page. The first step is to name the different “roles” or “hats” you 
wear. Most professionals have 4–5 roles in their work role. A typical leader may 
wear hats such as: Manage/Develop My People, Achieve Strategic Focus, 
Budget/Financial, Technology and Systems. She/he may also have a role as 
Wife/Husband, Mother/Father, Household, Community. Identify yours and add 
in your personal life roles. See a sample on the next page. 

For each role, enter a specific intention or outcome for the upcoming week. 
By the way, your 3 Stretch Goals will fall somewhere in one or more of these 
categories. If it doesn’t, re-work your roles to integrate it. For example, if one 
stretch goal is “greater intimacy in my marriage,” you may write in something 
special to do together under your “spouse” role, and you may also pay 
attention to self-care category at the top and see how you’re doing in your 
physical fitness/rest, emotional self-awareness, and social skills such as 
empathy. 
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Fill in your Weekly Planning Tool with Your Preferred Life Roles. Limit to about 
7 total roles. This allows for you to see how all your commitments work 
together, helping you to stay in balance, not over performing or 
underfunctioning in any one area. It’s about integration. 

Self-care 

 

Family 

 

Friends 

 

Hobbies/Passions (E.g., Golf, Football, Gardening, Music, Cooking, Decorating, 
Dancing, Animal Rescue, Shelter Volunteer) 

 

2–4 Work Related Roles (E.g., Project Manager, President, Customer Service, 
Managing People, Client Work, Financial, Administration) 

 

 

5. Ground your plan in reality. Going back to your Weekly Calendar, add the 
time it would take to accomplish each one of the goals on your weekly game 
plan. Don’t book every minute of your week committed. White space is 
important. Strive for balance and avoid being overwhelmed by going back 
and reviewing the priority checklist. You may have to disappoint others at 
times. Make sure there is time for rest, creative activities, and hobbies you 
enjoy, as well as family time. 
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Weekly Planning Tool 

Weekly Planning Tool 

My Roles  Most Important This Week  

 

Self-care 
(physical, mental, 
spiritual, 
emotional/social) 

 

 

Client Service 

 

 

TLP  

 

 

Writing/Social 
Media  

 

 

Admin/Finance 

 

 

Family /Friends 

 

 

Household 
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Vital Behavior No. 2: Daily Planning 

Daily planning is a breeze, but it’s important. When you make the time to 
thoroughly plan your week, you will find that Daily Planning doesn’t require 
much time at all. But it is deceptive to think you don’t need it.  

Follow these steps: 

● Each morning, spend 5–10 minutes reviewing progress for the week. 
○ Look at the Weekly Planning Tool, and the previous day. Make 

note of any tasks or projects that need attention. 
● Plan your focus for that day. 

○ Make a goal list for the day—the top 3–5 things to accomplish. 
○ Write it down on a white pad, post-it note on your computer, or 

whatever will be most noticed by you. 
○ List tasks, schedule items and time. Figure out how much time 

each item takes. 

Focus Tip: Only check email at certain intervals (every 2 hours, 3 times a day if 
you can). Stay focused on your goals for the day, not everyone else’s goals. 
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Daily Planning Example 

Fill in your Weekly Planning Tool with Your Preferred Life Roles. Limit to about 
7 total roles. This allows for you to see how all your commitments work 
together, helping you to stay in balance, not over performing or 
underfunctioning in any one area. It’s about integration. 

As an example, here’s how one writer explained their to-do list process:  

I read numerous articles about why to-do lists supposedly don’t work 
at all, why they work but I’m doing them wrong, and how to make 
them work. I tried various methods over the course of the week and 
found that no one article I read had the exact advice I needed to finish 
my daily to-do lists like a pro. But by using advice from various experts, 
I came up with a to-do list workflow that works for me. By the end of 
the week, I was completing everything on my to-do list every day. And I 
did it by making four simple changes to the way I to-do’d. 

● Get rid of the obvious. 
● Organize tasks according to digital quickies, work, and the real 

world. 
● Get the least time-consuming digital tasks done within the first 

hour after you get up. 
● Add time estimates to big tasks. 

Similarly, write out the top 3 priorities to accomplish today below. 

Priority 1 

 

Priority 2 

 

Priority 3 
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Vital Behavior No. 3: Assess and Reset Your 3-month Action Plan  

1. At the end of each quarter, review your Stretch Goal progress. Tell the 
truth—acknowledge the accomplishments and any places where you got off 
course. Let those close to you know how you are doing and ask them for input 
and support. 

 

 

 

2. Ask yourself: What were my accomplishments? 

 

 

 

3. What goals got off course? What happened? Are they no longer important? 
Did I overestimate how much time I could devote to it? What was missing in 
the execution? Is more support needed for accountability or training?  

 

 

 

4. Make the appropriate course corrections in your annual goals and strategy 
and create your next Quarterly Action Plan! 

 

 

 

 

Evaluate how you did in the first quarter and keep going! 
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Stretch Goal  Month 4  Month 5  Month 6  The Victory 

1. 

 

 

 

 

 

 

       

2. 

 

 

 

 

 

       

3. 

 

 

 

 

 

 

       

 

Evaluate how you did the second quarter and keep going! 
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Stretch Goal  Month 7  Month 8  Month 9  The Victory 

1. 

2. 

3. 

Evaluate how you did the third quarter and keep going! Almost there! 
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Stretch Goal  Month 10  Month 11  Month 12  The Victory 

1. 

 

 

 

 

 

 

       

2. 

 

 

 

 

 

       

3. 
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Conclusion 

“When I stand before God at the end of my life, I would hope that I would not 
have a single bit of talent left and could say, ‘I used everything you gave me.’” 

—Erma Louise Bombeck, 1927–1996 

Living a life that is fully expressed takes vision, structure, perseverance, 
and support. 

● Do this process thoroughly. 
● Share it with key people for feedback. 
● Use the feedback to adjust your plans to be most realistic and do-able. 

The biggest source of failed intentions is over-commitment. 
● Have ongoing support. Determine if you would benefit from having a 

coach, a small group, or a counselor to achieve your goals. 
● Consider starting up a small group that meets regularly, supporting 

goals and offering ideas. 
● If you find that you’re failing in your attempts to follow through on 

planning your week (this is very common), get outside support. 
Remember: It’s intellectually simple, but behaviorally complex. 

Recommended Resources 

● Seven Habits of Highly Effective People by Stephen Covey 
● First Things First by Stephen Covey 
● Getting Things Done by David Allen 
● The Power of Full Engagement by Jim Loehr and Tony Schwartz 
● Mojo by Marshall Goldsmith 
● Drive by Daniel Pink 
● Primal Leadership by Daniel Goleman 
● Boundaries by Drs. John Townsend and Henry Cloud 
● Boundaries for Leaders by Dr. Henry Cloud 
● Influencer by Joseph Grenny 
● People Fuel by Dr. John Townsend 
● How to Have That Difficult Conversation by Drs. John Townsend and 

Henry Cloud 
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https://www.amazon.com/Habits-Highly-Effective-People-Powerful/dp/1451639619
https://www.amazon.com/First-Things-Stephen-R-Covey/dp/0684802031
https://www.amazon.com/Getting-Things-Done-Stress-Free-Productivity/dp/0143126563
https://www.amazon.com/Power-Full-Engagement-Managing-Performance/dp/0743226755
https://www.amazon.com/Mojo-Marshall-Goldsmith/dp/1846681464
https://www.amazon.com/Drive-Surprising-Truth-About-Motivates/dp/1594484805
https://www.amazon.com/Primal-Leadership-New-Preface-Authors/dp/1422168034
https://www.amazon.com/Boundaries-Updated-Expanded-When-Control/dp/0310351804
https://www.amazon.com/Boundaries-Leaders-Results-Relationships-Ridiculously/dp/0062206338
https://www.amazon.com/Influencer-Science-Leading-Change-Second/dp/0071808868
https://www.amazon.com/People-Fuel-Fill-Your-Leadership/dp/0310346592
https://www.amazon.com/Have-That-Difficult-Conversation-Communication-ebook/dp/B00P5W5G4S


 
 

 

If you have comments, questions or need help with resources, please feel free 
to contact me! 

elaine@elainemorris.com 

214 244-2592 

elainemorris.com 

 

 

I am committed to your success in living life 
as an art!  

 

 

 

 

 

 

 

 

 

 35 

mailto:elaine@elainemorris.com
https://www.elainemorris.com/

	Others to write in 1: 
	Others to write in 2: 
	Others to write in 3: 
	Others to write in 4: 
	Others to write in 5: 
	Others to write in 6: 
	Others to write in 7: 
	Others to write in 8: 
	Value No 1: 
	Value No 2: 
	Value No 3: 
	Close Friend name: 
	Work Colleague name: 
	Mentor name: 
	GodHigher PowerUniverse name: 
	Myself What would I want to say about myself at age 87: 
	Your Draft Vision Statement 3: 
	Your Draft Vision Statement 4: 
	Your Draft Vision Statement 5: 
	Your Draft Vision Statement 6: 
	My most important 35year goals 1: 
	My most important 35year goals 2: 
	My most important 35year goals 3: 
	My most important 35year goals 4: 
	My most important 35year goals 5: 
	My most important 35year goals 6: 
	things you would really like to do this year and dont hold back 1: 
	things you would really like to do this year and dont hold back 2: 
	things you would really like to do this year and dont hold back 3: 
	things you would really like to do this year and dont hold back 4: 
	things you would really like to do this year and dont hold back 5: 
	things you would really like to do this year and dont hold back 6: 
	Specific Outcome in the Next 12 Months1: 
	Specific Outcome in the Next 12 Months2: 
	Specific Outcome in the Next 12 Months3: 
	What have I or others promised will be complete: Off
	What can or should I delegate: Off
	Is there anything I can revoke cancel or renegotiate: Off
	What would my manager partner or clients say is most important to: Off
	What do my team members need from me this week: Off
	What will enhance or diminish my reputation if done or not done: Off
	What if not done will cause future schedule problems: Off
	What people need my support this week: Off
	What projects need extra attention this week: Off
	What would help me be on track to my quarterly goals: Off
	Do I have enough time with my family this week: Off
	Do I have time scheduled for personalwellbeing exercise rest prayer: Off
	Most Important This WeekSelfcare physical mental spiritual emotionalsocial: 
	Most Important This WeekClient Service: 
	Most Important This WeekTLP: 
	Most Important This WeekWritingSocial Media: 
	Most Important This WeekAdminFinance: 
	Most Important This WeekFamily Friends: 
	Most Important This WeekHousehold: 
	Plan your focus for that day: Off
	Text4: 
	Text5: 
	Text6: 
	Text7: 
	Text8: 
	Month 43: 
	Month 53: 
	Month 63: 
	The Victory3: 
	Month 41: 
	Month 51: 
	Month 61: 
	The Victory1: 
	Text2: 
	Text1: 
	Text9: 
	Text10: 
	Text11: 
	Text12: 
	Text13: 
	Text14: 
	Text15: 
	Text16: 
	Text17: 
	Text18: 
	Text19: 
	Text20: 
	Text21: 
	Text22: 
	Text23: 
	Text24: 
	Text25: 
	Text26: 
	Text27: 
	Text28: 
	Text29: 
	Text30: 
	Text31: 
	Text32: 
	Text33: 
	Text34: 
	Text35: 
	Text36: 
	Text37: 
	Text38: 
	Text39: 
	Text40: 
	Text41: 
	Text42: 
	Text43: 
	Text44: 
	Text45: 
	Text46: 
	Text47: 
	Text48: 
	Text49: 
	Text50: 
	Text51: 
	Text52: 
	Text53: 
	Text54: 
	Text55: 
	Text56: 
	Text57: 
	Text58: 
	Text59: 
	Text60: 
	Text61: 
	Text62: 
	Text63: 
	Text64: 
	Text65: 
	Text66: 
	Text67: 
	Text68: 
	Text69: 
	Text70: 
	Text71: 
	Text72: 
	Text73: 
	Text74: 
	Text75: 
	Text76: 
	Text77: 
	Text78: 
	Text79: 
	Text80: 
	Text81: 
	Text82: 
	Text83: 
	Text84: 
	Text85: 
	Text86: 
	Text87: 
	Text88: 
	Text89: 
	Text90: 
	Text91: 
	Text92: 
	Text93: 
	Text94: 


