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Part 1. LIFE PLANNING

ACTION SHEET: MY DREAM

Write down your dreams and vision for the future

Do not try to be perfect. Any answer is fine. You can always go back and
improve this in future.

ACTION SHEET: MY BALANCED LIFE

List 9 area which constitutes your life

Write 9 areas which your life is made up from. There may be many more, but
the focus is to identify the most important aspects of your life. | would enter
some of the following in my sheet: Wife, children, career, work, socializing
with friends, physical fitness, house and environment, personal development,
spiritual/church. Following is a list of possibilities — add your own, but pick 9 to
focus on: Intellectual/ Mental, Emotional, Spiritual, Physical, Material, Family,
Friends, Business/Work/Career, Social. Some of these could take up more than
one block.
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ACTION SHEET: EVALUATING QUESTIONS TO CLARIFY DIFFERENT
AREA OF LIFE

(enter area of focus here):

1. What is working and what is not working? What will work better?

2. What will make me feel happier, fulfilled, alive, excited & enthusiastic?

3. What can | do, that will make me feel more happy, optimistic, alive, fulfilled, excited &
enthusiastic?

In future:

Right now:

Have you ""followed the rules?

Answer the following questions and circle your answer

e Have I been clear & honest and been about what I really want? Yes/ No
e Did I acknowledge what does and does not work? Yes/ No
e Did I Focus on making the future happen — not fixing the past? Yes/ No
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Year

Enter goals below

Completed by

(which month?)

Goal 1

Goal 2

Goal 3

Goal 4

Goal 5
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ACTION SHEET: GOAL-PLANNING SHEET — MILESTONES/ STEPS

Enter goals below '%% ﬁ g E. § § E; g 5,‘)— g § g
Keep this short and to the Make a tick-mark in the square under the months in which you will work
point on the goal, with the last month being the deadline.
Goal
Steps
1
2
3
4
5
Goal
Steps
1
2
3
4
5
Goal
Steps
1
2
3
4
5
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ACTION SHEET: DETERMINE YOUR IKIGAl — YOUR REASON OF
BEING

Consider each question in terms of the various activities pursuits in your life
and in your business. Find those areas where all the boxes are ticked you are
getting closer to doing what you are meant to do and be. | would propose that
this may not be a one-off exercise but rather the start of a journey towards a
place where more boxes are ticked. Remember the difference between taking a
snapshot and considering a trend | mentioned before? Approach this as a
method to ensure that your personal trend is one of an ever-improving life
though small continuous changes.

Area/ activity/ pursuit

Ikigai questions

(reason for being)

1. Am I good at it?

2. Do | love doing it?

3. Does the world need it?

4. Can | get paid for it?
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Part 2. BUSINESS PLANNING

ACTION SHEET: VISION

Where do you want to be 1, 5, 10 years from now? The vision should convey a simple
message about where the business intends going in the near to distant future. What
would you like it to achieve? What do you have in mind for your business? What is your

primary aim?

Area 1 year

5 years

10 years
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ACTION SHEET: OBJECTIVES

Specify the following (add any if required):

¢ Profitability targets and the most important financial results— use sheet below
e The market position and competitive standing the business aims to achieve

e The most important operating results to be achieved

Current* 1Year** 5 Years™**
Sales (S) S $
Less: Cost of | S $
Sales

Gross Profit (S) | S $

Less: Expenses | S $
Net Profit ($) S $
(before tax)
Cash flow () S $
(surplus cash on
hand at any
time)
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ACTION SHEET: CUSTOMER FOCUSED PLANNING: SETTING

TARGETS

Customer Name/
Category

CURRENT SITUATION

Which CUSTOMERS do the
sales come from currently?

TARGETS

Which CUSTOMERS will the
sales come from in future?

% of Sales $-value

% of Sales $-value

10.

11.

12.
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ACTION SHEET: PRODUCT FOCUSED PLANNING: SETTING
TARGETS

Customer Name/ CURRENT SITUATION TARGETS

Category
Which PRODUCTS do the sales | Which PRODUCTS will the sales

come from currently? come from in future?

% of Sales $-value % of Sales $-value

10.

11.

12.
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Part 3. GOALS SETTING HACKS

ACTION SHEET: MONTHLY SMILE GOALS FOR:

Month: Year:

These are the changes and desires | want to focus on this month to
achieve my year's goals and make my dreams a reality

Scoring system

Tick
when
achieved

Score

Self

Overall goal:

Minimum:

Target:

Stretch:

(62 N N~ (S B NS

Ask for help/
delegate/ outsource/
automate etc.:

Money

Overall goal:

Minimum:

Target:

Stretch:

o AW N

Ask for help/
delegate/ outsource/
automate etc.:
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Improve

Overall goal:

Minimum:

Target:

Stretch:

(62 N = (GO R NS

Ask for help/
delegate/ outsource/
automate etc.:

Learn

Overall goal:

Minimum:

Target:

Stretch:

g AW N

Ask for help/
delegate/ outsource/
automate etc.:

Engage

Overall goal:

Minimum:

Target:

Stretch:

oW N

Ask for help/
delegate/ outsource/
automate etc.:
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Time to

ACTION SHEET: THINGS Who can help

TO DO TODAY

Importance

complete
Tick when completed

The five most important tasks

List of other tasks
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ACTION SHEETS: DAILY PLANNING

Task Who can help

7:00

7:30

8:00

8:30

9:00

9:30

10:00
10:30
11:00
11:30
12:00
12:30
13:00
13:30
14:00
14:30
15:00
15:30
16:00
16:30
17:00
17:30
18:00
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Part 4. BUILDING OPTIMISM, HOPE AND ENERGIZING

ACTION SHEET: BUILDING OPTIMISM AND HOPE

EXPLANATORY STYLE

Instruction: Describe an event that challenges your ability to remain positive, joyful
and optimistic.

Description

Instruction: Restate the problem using an “Explanatory Style” that is more
optimistic (you may want to include your current pessimistic explanation for future
reference)

Personal

Permanent

Pervasive
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ACTION SHEET: ABCDE TECHNIQUE TO CHANGE FEELINGS AND
BELIEFS IMMEDIATELY

Instruction: Describe an event that challenges your ability to remain positive, joyful
and optimistic (you can use the same as above, but if you have already applied a
more optimistic explanatory style you may want to use another event)

1. Adversity

2. Belief

3. Consequences

4. Dispute

Evidence

Alternatives

Implications

Usefulness

5. Energize
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Part 5. LIFE AND BUSINESS MINI-HACKS

ACTION SHEET: HABITS

The list of 15 is not intended as a target. Do less and achieve more, rather than
trying much and getting discouraged.

Module 1 Mod- Module 3
ule 2
[%2]

218 g

5 2| 2| 5
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2l =5 | Q S T| 3|85
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. =|gs|2|2|5|=|28|8|E|& S| 2138

Habits SI5|2£|2|/8|E|&|2/18|9 |E|lg ¢

S|l E| FlE|lS|w|IL|a|P|c 10 5

2L | w B S D | o|
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1.
2.
3.
4,
5.
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1.
8.
9.
10.
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ACTION SHEET: ENVIRONMENT

A B C D

Environmental area/ aspect - 3 2

S S = S

2 B E |

< O = -

L 8 >

g3 | 2
1.
2.
3.
4,
5.
6.
7.
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ACTION SHEET: SUPPORT

The list of 15 could be a target in this case. Use it to suit your circumstances.

Module 1 Mod- Module 3
ule 2
[7p]

2182

5 2 5
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ACTION SHEET: WHAT DO YOU REALLY WANT?
1. What do you want?

2. What must you do to have it?

3. How would you feel when you had it?

4. So, what you really want is .....

5. What must you do to have it?

6. How would that make you feel?

7. So, what you really want is ....
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