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This workbook complements my book, Cool-Time: A Hands-On Guide for Managing Work and Balancing 
Time. Each section provides techniques that will help you commit to new habits and influence the people 
around you.  

They are listed in alphabetical order. 

If you wish to receive alerts when new pages become available, join our mailing list (your email will not 
be sold or otherwise re-used) – the signup sheet is at the bottom of my homepage at steveprentice.com. 
Or simply follow me on Twitter @stevenprentice, or even just follow the Twitter hashtag #CoolTime. 

If you have suggestions or comments, please get in touch using my contact form at 
steveprentice.com/contact. 

Our goal is to create and deliver ideas that make sense, ideas that are immediately implementable and 
beneficial. Please make full use of this Action Plan and enjoy every moment of each 24-hour day! 

 
Steve Prentice  

  

https://twitter.com/stevenprentice
http://steveprentice.com/contact
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Change Statement for Personal Achievement 

When people seek to make a change in their lives, it often appears as a good idea, but then the change 
never happens. Life gets in the way and we move on. That’s because having an idea for a change is just 
the first part. But it needs to be matched with something tangible, and that means “writing it down.” I use 
the term “writing” to also include typing it in somewhere on your computer, but either way, the point is, 
you need to 1.) write it down, and 2.) revisit the idea with updates, in order to develop a habit that will 
make your new change take root within your life. It’s as simple as that.  

Write it, post it, and read it daily. 

Writing things down makes all the difference when seeking to make positive changes. Why? Because as 
soon as you write an idea down on paper, it creates space in your creative, thinking memory for the 
techniques on how to attain your goals. Those won’t appear until you have unladed the initial thoughts 
onto somewhere safe, like paper. 

What is your most pressing Time Management-related problem? 
 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

  
What action will you take to make a change?  
 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

  
Why do you feel you need to change this situation?  
 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

  
How will you present/describe/explain the change to those who need to know and/or can help you?  
 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

  
What timeline do you expect for the change to take effect?  
 ___________________________________________________________________________________  

  
What benchmarks will be used to assess positive change?  
 ___________________________________________________________________________________  

 ___________________________________________________________________________________  
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Change Statement for Positive Results at Work 

Some of the workplace changes outlined in the Cool-Time book require a plan that needs to be 
communicated to other people, namely your colleagues and your manager.  

The difference between attaining positive change in a work team and merely talking about it often has to 
do with how real it becomes in the minds of everyone involved. With this simple Change Statement 
document, you and your team can discuss, agree upon, and then sign their names to a commitment to a 
positive change, including scheduling time for review and correction. 

Change is not often welcomed by people, especially when it is “imposed” from the outside. If you want to 
change the way meetings are run, or how you want to work, (e.g. working from home), it is a good idea 
to get all your ducks in a row, and prepare to explain how the change will occur and what it means to 
them. Start by writing the ideas down, on paper or online. Writing (or typing) helps convert the ideas in 
your mind to facts and processes. 

Steps:  

1.  Identify a new habit or best practice that you wish to implement, for example, running meetings more 
efficiently, or establishing Focus Time in the office.  

2. Identify how you will go about making the change, and what the benchmarks will be. You will need 
benchmarks to identify whether change has actually happened when you review later.  

3. Schedule a meeting or chat to get the buy-in from your colleagues and managers. Be sure to anticipate 
those “yes but” arguments, and be willing to hear them.  

4. Once a new habit has been established, schedule dates/times to review your progress. Meeting every 
month is usually a good cadence. 

Statements: 

The task/idea below is something that we as a team have decided to improve over the next six months: 

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

How we will achieve this: _______________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

Benchmarks we will use to assess positive change: ___________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

Review schedule (enter these dates into your calendar): 

Date for first review: ___________________________________________________________________  

Date for second review: ________________________________________________________________  

Date for third review: __________________________________________________________________  
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Birthdays and Halloween 

Remembering birthdays, anniversaries and other milestones is an especially important part of life. It helps 
strengthen relationships, and it just feels good. You’re probably already quite good at listing people’s 
birthday dates into your calendar, but what do you do to ensure “on-time delivery?” 

Of course the easiest way to be reminded of people’s birthdays is through social media, such as Facebook,  
but not everyone is on Facebook, and frankly, you should never put your real birthdate on any online form 
(except official ones, like government and financial), because a birth date is a key part of every person’s 
identity and it is something that cyber thieves actively look for.  

That being said, everyone enjoys being remembered on their birthday, even if they don’t want to discuss 
their age. 

Use a software-based calendar or the contacts app on your phone. 

• Enter the birthday on the appropriate day and set it as an annual recurring activity if the app does not 
do so. That part’s obvious. But don’t click on OK yet.  

• Next, set an Alarm/Reminder for a lead time of a couple of days – enough time to order and send a 
physical gift, traditional birthday card or e-card so that it arrives before the birthday. This will vary for 
each person. Some people might just warrant a phone call, so a same-day alarm would be sufficient.  

If you prefer a paper calendar: 

Every time you write a birthday into your Day Planner or onto a wall calendar, be sure to also write in the 
reminder activities described above. 

Also write the actual birthday activities in a distinct color, red, for example. That way, when it comes time 
to start a new day planner/calendar at the beginning of next year, it will be easy to flip through the old 
book and spot all the birthdays that need to be transposed.  

Everyone has a birthday, and everyone deserves to be wished happy birthday. Here are some additional 
tips for birthdays and other celebrations. 

• If you like sending physical cards (a rare treat these days), keep a collection of cards and postage 
stamps on hand just for birthdays.  

• Whenever you hear someone mention “it was my birthday yesterday,” in a conversation, note it into 
your calendar for next year (and beyond) before you forget. 

Halloween 

October 31 is a unique day in North America and many other parts of the world. You may want to block 
off the afternoon hours of October 31 as special. The odds are this won’t be a normal day since many 
people will stop work early to be home in time for Halloween activities. Even if you don’t participate in 
Halloween, traffic, meetings, and work will be different, and your colleagues/clients may be less 
accessible. 
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Getting the most from LinkedIn: Five Essentials 

You have probably listened to many breathless enthusiasts (myself included) extolling the virtues of 
LinkedIn, yet is you are like most people, you remain unconvinced. Everyone talks about all the things it 
can do, but few have really seen it work, and in the end those characteristics that will make you successful 
are already within you. Here are five things you should be doing with LinkedIn right now. 

1.  Post your profile up there and make sure it’s complete. A profile is not a static thing. The computers 
at LinkedIn work 24/7 to match you up with people from your past and present and make suggestions 
for building your network. The more information you post, the better the connections will be, since 
these are the people who know about you and can help you find opportunities. 

2.  Get endorsements. Ask the people you have worked for in the past (managers, colleagues, customers) 
for endorsements. Few other things beat word of mouth as a generator of new opportunity and a 
booster of your reputation.  

3.  Maintain contact “pedigree.” This means you should make sure everyone you connect with contact 
list is someone you actually know and trust. It is tempting to say “yes” to every connect request that 
comes your way, but the only people that should be in your collection are people who you know, 
trust, and respect professionally – people you would recognize in the street, and whose service you 
could confidently recommend. Everyone else is just an acquaintance. Put the acquaintances in your 
email directory or phonebook, but leave LinkedIn for your special contacts. 

4.  Announce yourself. Use the status update window on your homepage to announce what you are up 
to. This is a passive marketing technique that tells people you are still busy and active. People need 
to hear that so they don’t forget you. 

5.  Acknowledge others. Make it a daily habit to visit the notifications page. When you read about an 
achievement or promotion that one of your contacts has announced, take a moment to acknowledge 
it and say congratulations. This, too, is passive marketing and strengthens the ties between the two 
of you. 

  

 
Remember. LinkedIn is not a phone book. It’s your little black book. Only the best contacts need to go in 
there. Finding work and opportunity is not a science. It is an art, and much of it comes from a phrase that 
is as old as humanity itself. “It’s not what you know, it’s who you know. 
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Cleaning Up Your Office or Room: Getting Started 

If you’re looking to physically clean up your workspace or your email inbox as part of your new Cool-Time 
techniques, you will likely feel that it is hard to get started. Taking on a big new task can be overwhelming. 
Here’s the procedure for getting this underway: 

Commit to the Process: Make a firm commitment in your mind that you will embark on a cleanup on a 
certain day at a certain time.  

Be ruthless. Focus on the end result, which is your smoothly running, functioning office or space. 

Stow or throw. As you clean up, process every piece of paper, every file, and every other item in your 
workspace. Put each away in an appropriate place or throw it away. 

Don’t reminisce. Avoid distractions while cleaning up just as you would during your Focus Time or while 
doing research on the Internet. Don’t get caught up in documents or photographs that break the 
momentum. If they’re that important, put them in a “reminiscence file” for reviewing during your non-
work period. 

Create your sixty-second workspace. Start by creating and coordinating your files with your file index. 
Remember that everything that takes your attention, from office projects to family and personal files, 
should be assigned a docket number, a file, and if necessary, a computer disk. 

Remove all sticky notes. Enter messages and phone number information into your contact management 
software or your day timer. Keep it central and keep it tidy. 

Take breaks, but don’t go back to the computer or social media. Distraction and temptation will derail 
your plans. 

Keep to a fixed duration. Remember Parkinson’s Law: Work expands to fill the time available. If you give 
yourself 2 hours, the cleanup should take 2 hours. But if you give yourself 4 hours, the same amount or 
work will take 4 hours. 

Reward yourself. As motivation for completion, you reward will be: 

 _____________________________________________________________________________  

 _____________________________________________________________________________  
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Conflict Management Checklist 

We all work and co-exist with human beings, and sometime this means conflict. Here are some definitions 
and techniques to help minimize the damage, or even avoid conflicts all together. 

Definition 

Once a disagreement is personalized it becomes a conflict. It is a short step beyond personal dislike. Don’t 
confuse conflict with indecision, disagreement, stress, or other common experiences that may cause or 
be caused by conflict. These are not conflict, and they are not best handled by Conflict Resolution tools.  

Here are some definitions of what conflict actually is – the type of conflict that will demand action and 
mediation: 

• People in conflict are interdependent, as in a workplace situation. Each person needs something from 
the other and they feel vulnerable if they don’t get it. Conflict only occurs between parties who need 
each other and who cannot leave the relationship without negative consequences. 

• People in conflict blame each other. They find fault with each other for causing the problem. 
• People in conflict are angry. They feel emotionally upset. In many conflicts the anger is kept hidden. 

The most important definition of a conflict: 

The behavior of people in conflict causes an interference with business processes. This might include 
avoiding going to a meeting because the other person is there, refusing to join a Slack or Teams channel, 
delaying doing work on a shared project in order to make the other person look bad.  

Although people are free to disagree on many issues, when this disagreement interferes with work 
processes, it steps over a line and you have the right – and possibly the obligation – to intervene. 

Avoiding Conflict 

• Be sensitive to relationships among employees – ensure you have regular communication with them, 
either in person or via video chat. 

• If you perceive a conflict, analyze the conflict for its sources, by using techniques such as root cause 
analysis/five why analysis (included in this workbook) and discussion with the affected individuals and 
others. 

• It is important to address these issues as early as possible since conflicts and their resultant bad 
feelings never go away. 

Resolving a Conflict: 

We can’t fight our way out of a conflict, and a conflict seldom resolves itself hen left alone. It only gets 
worse. So talk it out.  

• Dialogue must be protected 

• Dialogue must be given time 
• Dialogue should be prepared/administered by an experienced mediator  

Once time has been found to talk these are the items to be covered: 

• The Issue Statement – what’s the conflict about? 

• The cardinal rules of mediation – who is the mediator (the binding authority), what is the goal? 

• Express appreciation for the parties’ cooperation, and optimism towards a satisfactory conclusion. 

• Define the issue 

• Define the parties understand the perspective from both sides 

• Allow the parties to vent, in order to unload emotion (this is a crucial step) 

• Help the parties define their interests 
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• Brainstorm options 

• Use written surfaces like a dry-erase whiteboard or pen and paper to write out ideas and solutions 

• Test options against interest and modify accordingly 

• Finalize an action plan 

• Ask for commitment 
• Watch for retaliatory cycle of behavior 

Conflict Management Checklist – Defusing Hostility 
• Deal with a Person's Feelings First: An angry person needs to have the issue AND their feelings 

addressed first in order to start interacting constructively. Problem solving with angry people often 
results in wasted time unless they are ready to participate calmly.  

• Begin To Defuse Early: Begin the defusing process before the other person gets on an abusive rant. 
Observe body language, tone of voice and other social cues. 

• Be Assertive, Not Manipulative, Passive or Aggressive: You have a right to take action, or impose 
consequences in situations where someone has stepped over the line in their comments or behaviors. 
In fact, if you don't speak up for yourself in these situations bully-type people will perceive you as an 
acceptable victim for their poor behavior.  

• If You Lose Control, You Lose, Period! Manipulative nasty behavior is designed to affect you 
emotionally so that you will become aggressive or defensive. When we lose our cool and defend 
ourselves or become aggressive, we actually end up doing what the other nasty person wants us to 
do...and we lose because we enter into an ugly game where nobody can win. Self-control is critical, 
and that has a particular meaning.  

• When dealing with someone who is attempting to provoke a confrontation, make a conscious attempt 
to slow down your responses. Do NOT reply immediately since your first gut level response is likely to 
be an angry or defensive response.  

• Pay special attention to the speed and loudness of your speech. When people get excited, they tend 
to talk more quickly and loudly and that causes the other person to escalate also...as the conversation 
increases in speed there is less and less thought and more chance that people will say things that are 
destructive. Take your time.  

• If you are really annoyed, take a time-out. A time-out is not avoidance--it differs in terms of what one 
says. For example, if you say: "I'm not talking about this with you" that is an avoidance response and 
a brush-off and likely to make the situation worse. If you say: "It isn't a good time for me to talk about 
this, but I would like to discuss it with you tomorrow. Can we set up a time to meet?” - That’s different 
because it is expressing a commitment to work with the person and does so without characterizing 
the conversation as negative.  
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Contact List for Family Safety 

When a  crisis hits, such as a storm, a power outage, it is crucial to know how to get in touch with people. 
Although almost everyone has a smartphone, there are times when it is off, silenced, low on battery, or 
in the case of a widespread power outage, unable to connect.  

Plan out an emergency contact list, and make two copies of it: one as a contact list or directory online and 
the other on paper. 

• The paper directory should be stored somewhere that can be found easily, especially in times of stress 
and panic.  

• An online directory should be password protected, since it contains a lot of details about people in 
your life, which, unfortunately is the type of date cybercriminals use to build up a profile of victims.  

The types of contacts to include will vary, but should probably include: 

• Parents’ cellphone numbers and landline numbers  

• Doctors 

• Automobile/highway rescue 

• Veterinarian 

• Other people to be contacted in an emergency, such as a trusted neighbor 

• The location of a duplicate housekey and alarm codes for the house.  

• Master passwords that might be needed if your laptop dies, is stole, or experiences ransomware. 

Again, be careful about how this information is stored and shared. 

NOTE: Many people are getting rid of their landlines, feeling that they have no use, since almost everyone 
has smartphones now. But in a time of a major power blackout, your smartphone might be out of 
commission since cell towers are electrically powered and seldom have backup generators of their own. 
Landlines, however, should continue to be functional. 

There are a lot of items that could go into an emergency checklist, and people don’t like to think about 
bad things happening to them, but when an emergency situation does occur, there is little time or 
opportunity to think straight. It is a major relief to know what to do and where the information is.  

Unless you have a preferred book or file to use, print out this page and write on this. This is a case where 
hard copy is a definite better bet than software.  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  
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Emergency Contact Person (ECP)  

In August 2003, a major power blackout struck much of the North-Eastern US and Canada. People who 
had grown used to using cellphones were surprised to learn that even though they are battery powered, 
the towers that relay the signals use electricity. As a result, cellphone service was cut, and people could no 
longer call each other.  

Land-line telephone service is independently powered and is seldom affected by power outages. But even 
if you’re able to make a call from a payphone (if you can find one) or a desk telephone, if your family 
members are not at home, how to you get in touch?  

The best way is through an Emergency Contact Person. In cases of emergency – any situation in which 
direct connection with family members is no longer possible – everyone should know to contact this 
Emergency Contact person. This person might be a member of the family, or trusted friend or neighbor, 
who can take messages from each family member as they call in, and then relay them back out. It’s a 
central communications point. An ECP should: 

• be someone who is most likely to be available, and will be able to relay messages in case other 
channels fail. 

• be a person who is likely to be home much of the time, and is someone you can trust: a grandparent, 
a retired person, a person with a home-based business.  

• be someone who is willing to use passwords, especially as a safety feature for younger children 

• have a phone capable of functioning during a blackout -  a landline.  

By consenting to be an ECP, this person is undertaking an important responsibility and should be thanked, 
perhaps with a gift at the Holidays. 

Your family’s ECP is  _________________________________  Phone: ____________________  

Make sure each family member has the ECP information in their address books. Make sure each family 
member knows where this ECP lives and is comfortable with them. 
 
Additional details:  ____________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  

 ___________________________________________________________________________________  
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Departure List for Work or School 

Getting out of the house on time and with everything you need can be a difficult task first thing in the 
morning. That’s why checklists are always a good idea. They work like a second brain, while your main 
one is still mostly asleep.  

There are great checklist apps available, family organizer apps like Cozi.com, or you can use a simple 
Microsoft Word or Excel document. 

Alternately, print out this list and attach it to the fridge, or inside the front door or the hallway closet – 
somewhere where people can see it. Create one for each member of the family. 

 
The idea here is not to forget anything and to avoid stress first thing in the morning. 
 
 

 Here are all the things ___________ needs to take: 
  _____________________________________________________________________  
  _____________________________________________________________________  
  _____________________________________________________________________  
  _____________________________________________________________________  
  _____________________________________________________________________  
  _____________________________________________________________________  
  _____________________________________________________________________  
  _____________________________________________________________________  
  _____________________________________________________________________  
  _____________________________________________________________________  
  _____________________________________________________________________  
  _____________________________________________________________________  
  _____________________________________________________________________  
  _____________________________________________________________________  
  _____________________________________________________________________  
  _____________________________________________________________________  
  _____________________________________________________________________  
  
  
 

 

https://cozi.com/
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Email Etiquette 

Everyone already knows how to use email by now, right? Not always. There are many ways to do it better: 

• Summarize the message in the subject line: Make sure the subject line says 100% of what you want 
to say, in 12 words or less. Drop the “Fwd” or “Re” and replace with something meaningful. People 
don’t want to read lots of text, so by putting your message in the subject line, you increase your 
chances of it being noticed. 

• Twitterize your message: take a lesson from Twitter and keep your message body as short as possible. 
Twitter demonstrates just how easy it is to say something in a small number of words. You can do the 
same. Get your writing down to its shortest possible, because your audience just does not have the 
time or attention for long essays. 

• Singularize – stick to only one message per email: If you have two or more different topics to talk 
about, send one email for each. If you place three or more items in a single email, the odds are good 
that only the first or last idea/request will be remembered and acted upon, the rest will be forgotten. 

• Personalize – try to connect individual-to-individual wherever possible: Demonstrate in your email 
text some type of personal connection so that the reader does not just feel like part of a CC crowd, 
OR that the email is a spam/phishing attempt. Incorporate their name into the text. Show them that 
you care. 

• Customize your messaging relationship: Choose the medium and style that best fits your recipient. 
Maybe they prefer phone calls or texting (again another nice, brief alternative). Get to know the 
people in your world on a one-to-one basis and see what works for them, since the goal with every 
message is to get their attention. 

• Proof before sending:  Make sure spelling and grammar are correct for your audience (use audio 
proofing with headphones for even better accuracy). Not all of your readers will be comfortable with 
short-form texting (the letter “u” instead of “you” or “L8” instead of “late”) but others might be the 
opposite and may be turned off or intimidated by excessive prose. Your message must both represent 
you and your company as well as connect with your reader. Also, drop the “High Priority” flags. Cut 
down the monstrous signature lines that tell your readers you can be reached by phone, fax, blog, 
website, twitter, toll-free and carrier pigeon. Eliminate excessive punctuation!!!  and WRITING IN 
CAPS. These all lost their value a long time ago. 

• Accessorize: Use links to additional resources, instead of writing extraneous background material. Use 
links also in place of attachments wherever possible. (see Point 10 below) 

• Standardize: Be consistent in your writing style, choice of font, grammar, degree of 
formality/informality, and your use of headers, signatures, and contact information. In a fast-changing 
world, your clients/contacts will feel a little more comfortable with you if your visual approach stays 
constant. 

• Prioritize: decide whether it is more advantageous for you to choose times in the day to answer your 
emails as a group (this allows for better time management and greater focus), or to answer them 
quickly and immediately, which allows for a greater sense of control in most people. Pick a technique 
and commit. You will feel better, and all of your work will benefit from a heightened sense of control.  

• Centralize: If you are communicating with more than one person, then avoid email completely 
whenever possible. Set them up on a collaborative central work zone such as Google Docs for 
documents or Slack for collaboration. All related documents and links can be posted in this same area 
and everyone can congregate and communicate as a group on their own time.  

Remember, ultimately every message you send actually goes from a person to another person. Stay 
mindful of that and to not let your technologies muddy the connection 
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Exercises for Home or Office 

Important Legalese – as with all physical exercises, take things carefully. If you are new to physical exercise 

consult your physician before starting a routine. If you feel pain or dizziness, stop immediately and consult 

your physician. 

Cardio 

Choose from this collection of exercises that need no equipment. If you’re shy, find an empty office. But 
better yet, do it out in the open, and invite others to join you.  

• 5 minutes of jump rope  

• 10 quick push-ups or sit ups 

• Walk up 5 flights and then come back down 

• Take a brisk walk inside or outside your building during lunch.  

Wrists and Arms 

• Wrist Stretch: Extend arm in front, palm up and grab fingers with other hand. Gently pull hand down 
to stretch the forearm. Repeat other side. 

• Wrist & Forearm: Press hands together in front of chest, elbows bent and parallel to the floor. Gently 
bend wrists to the right and left. 

• Back Twist: Sit upright in chair and place left arm behind left hip. Twist to the left and hold, repeating 
on other side. 

Leg Extension, Hip Flexion, and Inner Thigh 

• Leg Extension: Sit in chair, abs in. Extend left leg until level with hip. Hold for 2 seconds, repeat other 
side. (Added Challenge: Gently pulse the leg upward a few inches 10 or 20 times and repeat on the 
opposite leg. You also can rotate each foot around in small circles (in both directions). 

• Hip Flexion: Sitting in chair, lift left foot off the floor a few inches, knee bent. Hold 2 seconds and 
repeat other side. 

• Inner Thigh: Place full water bottle between knees and, keeping abs in, squeeze bottle gently. Repeat. 
Do the same with your arms: hold your arms out straight on each side of your body and make small 
circles with your hands. 

Chair Squat and Tricep Dips 

• Chair Squat: Periodically while sitting, lift butt off the seat and hover over chair for 2-3 seconds. Stand 
up and repeat. 

• Dips: Make sure chair is stable and place hands next to hips. Move hips in front of chair and bend 
elbows, lowering body until elbows are at 90 degrees. Repeat. 

Quadriceps 

• Deep Knee Bends: Standing facing a wall. Touch hands to wall. Slowly bend knees and descend to a 
level that is comfortable (Don’t put too much strain on the knees!) Breathe out on the way down. 
Hold for 2 seconds, rise slowly. Repeat 5 times. 
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Exercises for Home or Office (Continued)  

Front Raise, Overhead Press and Bicep Curl  

• Front Raise: Sit in chair, abs in and spine straight. Hold a full water bottle in right hand and raise arm 
up to shoulder level. Hold 5 seconds and repeat other side. 

• Overhead Press: Hold water bottle in right hand, elbow bent, and extend arm overhead. Repeat other 
side. (Make sure cap is on tight) 

• Bicep Curl: Hold water bottle in right hand and, with abs in and spine straight, curl bottle towards 
shoulder. Repeat other side. 

Abs & Buns 

• Abs: Sit on the edge of chair, arms extending in front. Keeping back straight, contract the abs and 
slowly lower torso towards back of chair. Hold 2-3 seconds and repeat. 

• Curls: Cross arms over chest and sit up straight. Contract abs and curl shoulder towards hips, pulling 
abs in. Hold for 2 seconds and repeat. 

• Hold: While sitting in an upright position on your chair, tighten your abdominal muscles and breathe 
in. Hold for 10 seconds. Breathe out and release the abdominal muscles. Repeat 30 times  

• Buns of Steel: Stand with your feet shoulder width apart, your back straight and your shoulders 
relaxed. Tighten your buttocks and breathe in and push your hips somewhat forward. Hold for 10 
seconds. After 10 seconds, release the tension in your buttocks and breathe out. Repeat 20 to 30 
times. 

 
Sources: Sources: Dillman, E. 2001. The Little Pilates Book; Gundelfinger, N. 2003. Six Exercises You Don't 
Need A Gym For. Marie Claire, April(71):134; AARP 
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The Home Emergency Kit 

There are lots of items that should go into a home emergency kit. Below is a list to help start you off. But 
make sure to add your own items, too. Keep all of these items in a watertight, strongbox, preferably an 
old toolbox, or an old hard-sided cooler.  

Emergency Kit Contents 

❑ Water – for drinking, hygiene, pets 
❑ Batteries 
❑ Candles 
❑ Matches 
❑ Duct Tape  
❑ Paper Plates, plastic (disposable) utensils 
❑ Battery-operated radio 
❑ Can-opener 
❑ Pens and Markers 
❑ Blankets 
❑ First-Aid Items: alcohol, cotton wool, bandages, gauze, painkillers, sterilized water and burn ointment, 

prescription medicines.  
❑ Money 
❑ Old telephone that can ring without AC power 
❑ Extra pet food 
❑ Chocolate/sweets/treats 
❑ Glow-sticks for the kids (to entertain and find them in the dark. 
 
Or simply Google “Home Emergency Kit” and buy one online. 
 

Keep two flashlights handy, preferably with fresh batteries, or rechargeable ones that are permanently 
plugged into wall sockets. Note the locations of these flashlights here. 

Flashlight Location ______________________________________________________________  

Flashlight Location ______________________________________________________________  

 

Phone number and directions to nearest 24-hour pharmacy. BE careful with this one. Food stores that 
have pharmacies inside them may stay open 24 hours, but that doesn’t mean the pharmacy does. 

Pharmacy Location ______________________________________________________________  

Phone No. (call to see if it’s open first) _______________________________________________  

The nearest 24-hour gas station is  _________________________________________________  

People I should call to check up on during a widespread emergency such as a power outage: 

 _____________________________________________________________________________  

 _____________________________________________________________________________  

 _____________________________________________________________________________  
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Home Office: How to Make One that Works 

The peak Covid years gave us all a chance to experience what working from home is like. Here are some 
of the best practices that help make a home-based workspace a successful one:  

Create a designated workspace 

A designated area for work, preferably a separate room, helps build a boundary between your work and 
family lives. It also creates legitimacy, which is needed for effective, productive work even though this 
should not eliminate opportunities for spontaneous quality time with family members and pets. This is 
the essence of work-life balance in this era. 

A designated workspace allows for focus. You cannot truly run a business from a dining-room table, nor 
should phone-calls be returned with the sound of a TV blaring in the background. But, again, that should 
be a conscious choice. By designating a workspace, you are building a time-effective foundation for the 
work periods of your day, while simultaneously enjoying the comforts of your own home. 

Establish designated work hours 

Know when to start and when to quit. The single biggest problem with running a home-based business or 
full-time work-from-home is that work is always nearby, and the temptation to spend just a little more 
time on it is strong. This means the hours you work are completely up to you. 

One of the advantages of home-based work is the significant amount of time gained each day in not having 
to commute. This allows you to start work at 7:00 a.m., if you like, or sleep in if you prefer. People who 
work from home have a distinct two- or three-hour advantage over their commuting colleagues, and are 
therefore capable of achieving much more by noon than could be done in an office. In addition, the 
relative lack of distractions and drop-in visitors means you stand to gain a lot of additional work time 
throughout the day. 

It is important to ensure that you do stop eventually and give yourself the non-work time you deserve. 
Establish a rule that the office closes at, for example, 6:00 p.m. and re-opens at 8:00 a.m. Resist the 
temptation to return to your office room after supper to check for faxes, e-mail, or voice mail. Let your 
non-work time rebuild your strength and acuity for the next business day. 

Take full advantage of virtual environments like Toucan.Events or KosyOffice.com as places where you 
can “be” with your colleagues, even outside of formalized video chat calls. 

Maximize the power of Focus Time 

Being at home allows for fewer distractions than being at the office. This allows Focus Time periods to 
extend to two, three, or four hours straight! You can get a powerful amount of work done in four 
undisturbed hours, and the feeling of accomplishment that this brings is one of the great rewards of home-
based work. Make sure to stand up and stretch at least once an hour just to keep the circulation going. 
 

…continued 
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Home Office How to Make One that Works (Continued)  

Create your own work hours 

One of the best things about working from home is the freedom to choose your own hours. For example, 
if you have school-age children, the period between 3:30 p.m. and 4:30 p.m. may be better spent with 
them as they arrive home from school. Similarly, you may enjoy working out at a health club in the early 
afternoon, after the peak crowds have left. Whether you return to work immediately after this period or 
spend two hours at work from 10:00 p.m. to midnight, the scheduling of your periods of work is up to you. 
Providing you plan time for non-work as well as work, you will enjoy productivity and balance in healthy 
proportions. 

Face-to-face contact is still the most successful way of communicating. As a home-based professional, 
take advantage of your altered time abilities to remain time-efficient, even when travel is involved. The 
best way to do this is to actively plan in-person outside of rush hour. Maybe schedule your Focus Time for 
the commuting hours of the morning, while everyone else is stuck on a train, bus, or highway. Then, leave 
the house at 10:00 a.m. to arrive in Cool-Time for an 11:00 a.m. meeting. The time saved in traveling in 
off-peak hours is an additional benefit of home-based work. 

Take lunch 

Avoid the temptation to eat at your desk. Take a break, sit outside, take the dog for a walk, and get some 
air. There is nothing wrong with having a lunch break while working from home — in fact, there is 
everything right about it. Your total control over what you wish to eat is an additional Cool-Time benefit, 
as your choices are usually healthier and less expensive than downtown food. 

Make sure you have enough bandwidth 

If you have family members who also require computer access time, then make sure the shared bandwidth 
is enough for everyone   

Accept constraints and plan around them 

Working in a home office has its share of constraints, most of which concern the fact that you are on your 
own. For a start, you are on your own when technical problems arise. It is essential to have access to 
qualified help: 

• When purchasing a new computer for your home office, choose a brand and/or retailer that offers at-
home technical support or overnight delivery of replacement parts. 

• Locate a qualified computer technician or coach in your area who is willing to come by on short notice. 

• Keep your old computer & printer handy, just in case you have to dust it off to continue working while 
your main system is being serviced. 

• Make backup-keeping a key component of every business day. Making sure you have access to your 
data in more than one form is an act of proactive time management, as it ensures that time and money 
are not wasted in reproducing lost data. Use Google Drive, Dropbox, OneDrive, or others. Don’t rely 
on your one and only current computer by storing everything on its hard drive. 
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I-Beam Agenda and the Task Inventory 

The I-Beam Agenda is a three-fold planning and control system for your day. It is mentioned in Chapter 5 
of Cool-Time. The morning component is for realistic planning, the middle section for updating and 
control, and the closing section for close-out, follow-up, and continuous improvement. 

 
Ensure an I-Beam Review (the top part) happens every day 

Schedule it in as a recurring activity in your calendar. By scheduling it as an actual appointment, e.g. 8:00-
8:15 you stand a greater chance of actually doing it, as well, the actual appointment will make it easier to 
deflect the requests of colleagues who “need to see you” as soon as you get in. Use the I-Beam Review to 
realistically plan your day according to the types of tasks you perform, based on your Task Inventory. (A 
Task inventory worksheet is provided on the next page). 

Task Inventory 

Performing a Task Inventory. The best way to predict the future is to look back over the past. Unless you’ve 
been at your current job for less than five days, you already have sense of the types of tasks that face you 
in your day. You can categorize these into three boxes: 

• Standard Tasks. These are tasks that happen at the same time each day or at fixed times on given 
days. This may include preparing a summary report, reviewing e-mail and voicemail, attending a 
weekly strategy meeting, or preparing to open your store or department. You know these tasks are 
going to happen. You can predict them. So ensure they physically account for themselves on your 
calendar (project plan) as actual, quantifiable activities, day in, and day out. 

• Predictable Tasks. These are tasks that you know will happen on any given day, but their timing is not 
fixed. Items such as meetings, phonecalls, e-mail and projects fit into this category. If I were to ask 
you, “On any given day, how many meetings do you attend, how many phonecalls do you make and 
take. and how many e-mails do you deal with,” you’d probably shrug your shoulders and say, “it 
depends on the day.” If I pressed you harder and said, “Well, do you attend two meetings a day? Four? 
Six? Do you make and take 20 phonecalls a day or 200?” You could probably come up with a 
reasonable number. Maybe Mondays are different from Fridays as to the number of meetings, calls 
and e-mails dealt with. But the point is, when pressed to quantify the tasks that generally happen, 
you can probably come up with an accurate number. If you then identify how long these generally 
take, you can predict with reasonable certainly how many hours per day must be set aside for the 
things that you know are going to happen, you just don’t know exactly when. 

7:00
8:00
9:00

10:00
11:00
12:00

1:00
2:00
3:00
4:00
5:00
6:00

8:00-8:15 I-Beam Review 

5:15-5:30 I-Beam Base 
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• Expectable Tasks. These are what most people call crises. These are the things that come at you from 
left field and derail all of your other neat plans. I don’t consider them crises if they’ve happened at 
least once before. If an unhappy client walks in and demands immediate satisfaction, if a deadline is 
suddenly moved up, if the boss suddenly informs you that a new task must be dealt with immediately 
– these are not crises if they’ve happened once before. The trick is to look back over a week, a month, 
or a year, and assess, based on the number of times they’ve happened in the past, what the likelihood 
is of one happening this week, this month, or even this day. And then schedule time for it. You don’t 
know exactly when it’s going to happen or even if it’s going to happen, but the odds are good that it 
will; and when it does, you’ll already have the time put aside for it. If the Expectable Task doesn’t 
happen, don’t worry. There’s always other work that can fill that slot instead. 

A Sample Task Inventory Exercise  

OK. So you look back over your past 3 months, and you assess that on average, you make and take about 
20 calls a day, and that the average call length is 5 minutes. That’s 100 minutes of Predictable activity. 
You are also interested in implementing a daily I-Beam Review, and as well, you spend a sum total of half 
an hour each day reading and responding to e-mail in the morning. That’s 45 minutes of Standard activity. 
You also recognize that about an hour per day is taken up with ad hoc meetings, which are particularly 
useful. That’s another hour of Predictable activity. And usually, about once a week, the boss walks in with 
a new client in tow, and tells you to drop everything and join the two of them for a quick get-to-know-you 
session, which lasts about an hour. Ok, that’s an Expectable. It might happen today, or it might not, but 
the odds are good that it will happen sometime this week. 

It’s unlikely that all these activities will unfold in one contiguous sequence, but the point is not to hope 
things will follow this order – the point is to assign the minutes required in advance, and then use them 
as needed. If you know you’ll need about 100 minutes of on-phone time per day, then reserve that amount 
of time now, and apportion it through the day as needed – some here, some there. The idea is to reserve 
the number of minutes in advance. 

The power of the Task Inventory Exercise is that being based on the power of hindsight, it ensures that 
time is set aside for the types of activities you either know will happen or can reasonably expect to happen. 
You stand to gain huge control over your schedule and your ability to negotiate workload balance if you 
perform this type of inventory on a daily, weekly, and monthly scale, and then apply them carefully and 
realistically during your morning I-Beam Review. 

A Task Inventory Sheet is available on the next page… 
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I-Beam Agenda – The Task Inventory Sheet 

Looking back over the days and weeks that I’ve worked here I can identify the following as my task 
inventory: 

Standard Tasks (happen every day, or on certain days at a fixed time) 

 Occurs Which Day? e.g. Time, e.g. 

Task Mondays or Every Day 9:00-10:00 

 _______________________________   ______________________   ____________  

 _______________________________   ______________________   ____________  

 _______________________________   ______________________   ____________  

 _______________________________   ______________________   ____________  

 _______________________________   ______________________   ____________  

 _______________________________   ______________________   ____________  

 Sum Total of Time Required daily for Standard Tasks:   ____________  

 

Predictable Tasks (happen every day but not at set times, e.g. meetings, phonecalls) 

 How much time  
 spent per day 

Task on these tasks? 

 ______________________________________________________   ______________  

 ______________________________________________________   ______________  

 ______________________________________________________   ______________  

 ______________________________________________________   ______________  

 ______________________________________________________   ______________  

 ______________________________________________________   ______________  

 Sum Total of Time Required daily for Predictable Tasks:   ____________  

 

Add together  and   

This is how many hours you need to put aside for the tasks you know are going to happen today. 

Schedule this number of hours as a daily recurring activity into your calendar. Not because they will all 
happen at once, but because this is the amount of time you need to allot to get the work done that you 
know is going to happen. (It’s like reserving money from your paycheck for rent and food). 

Next, schedule another recurring activity, an additional block of time, called Opportunity Time, for the 
“Expected” Opportunities or Crises that stand a good chance of happening, given your understanding of 
the business. These blocks are what your calendar must demonstrate, day-in, day-out if it is to be effective 
in defending your time against other interruptions and distractions. 
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Focus Time Strategy: Planning Focus Time 

Focus Time is a block of mostly undisturbed time in which you Expansion Time your most important work 
completed. The secret to successful implementation of Focus Time is not in the scheduling, but in how 
you explain it to your colleagues, specifically how to manage their fears and expectations. 

What days would be good candidates for Focus Time?  

 _____________________________________________________________________________  

 

What days would not be good?  

 _____________________________________________________________________________  

 

What activities might interfere with planning Focus Time, and how are you going to get around them? 

 _____________________________________________________________________________  

 _____________________________________________________________________________  

 _____________________________________________________________________________  

 

When do you feel your highest energy level occurs?  

 _____________________________________________________________________________  

 

What do you anticipate will be the objections to establishing Focus Time?  

 _____________________________________________________________________________  

 _____________________________________________________________________________  

 _____________________________________________________________________________  

 _____________________________________________________________________________  

 

How are you going to answer these objections? (some hints are in the letter that follows, p. 24) 

 _____________________________________________________________________________  

 _____________________________________________________________________________  

 _____________________________________________________________________________  

 _____________________________________________________________________________  

continued… 
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Focus Time Strategy: Planning Focus Time (Continued)  

Are you willing to schedule some time (Payback Time) after your Focus Time?  

 Yes  No  If yes, when, what days and for how long? 

 _____________________________________________________________________________  

 

How will you inform callers and people who have emailed you? How will you manage their expectations 
so that they can expect to hear back from you promptly without disturbing your Focus Time? What will 
you say? (Refer to the Voice Mail principles on page 45). 

 _____________________________________________________________________________  

 _____________________________________________________________________________  

 _____________________________________________________________________________  

 _____________________________________________________________________________  

 _____________________________________________________________________________  

 

Hints: 

• Remember to focus on the end points - when the Focus Time will end, so your colleagues can manage 
their expectations and schedule times to see you.  

• Focus on the fact that Focus Time is just a fraction of the whole day - you remain accessible for the 
majority of your working time.  

• Schedule your Focus Times as recurring activities well in advance, so that time is reserved for them 
before other activities take over.  

• Be flexible. Be willing to reschedule Focus Times for later in the day if it helps the flow of work. 

• Just don't sacrifice them!  

• Introduce the concept of Focus Time at your next "Best Practices" or strategy meeting. 
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Focus Time: Defending and Communicating 

Here are some principles and points that can be factored into an e-mail, a sign, or a conversation. The 
point is always to sell the benefits of Focus Time to the listener first. In other words, what’s in it for them 
to accept your Focus Time? 

They ask: “What is Focus Time?” You answer:  

• It's a technique I learned from a book called Cool-Time.  

• Focus Time is a block of undisturbed work time ranging from 30 minutes to two hours.  

• It helps me get more stuff done, since a block of undisturbed work will yield greater productivity than 
work spread throughout a regular day. 

They ask: “What does it do?” You answer: 

• Focus Time gives me a rise in productivity and efficiency 

• It also helps me feel great. After having completed two solid hours of productive work, everything 
else I achieve in that day feels like a bonus.  

• Using Focus Time means I can go home each night satisfied that I achieved a number of my goals 
today. 

They ask: “What if I need to see you?” You answer: 

• My Focus Time comes with a “tail-end” called Payback Time. This means you can come to see me 
when my Focus Time ends, and I will give you my undivided attention. 

• If you need to see me urgently, even during my Focus Time, I will still be available, but according to 
the Cool-Time principles I will ask that these urgent meetings be held to under a minute. 

• I know you have work to do too, and I want to do whatever I can to make your life easier also. 
Remember that Focus Time is only for an hour or so. All the rest of the day I am accessible as ever. 
Just think of me as being in a meeting, or with a client during this time. 

• And of course I will do the same for you. 

You also say: “Try Focus Time for yourself” 

• Leave those e-mails and phonecalls until later 

• Invite visitors back at a later time 

• Make it a top priority to schedule one block of Focus Time a day.  

• Sometimes it takes a few weeks before everyone understands the importance of Focus Time and 
starts to schedule meetings and other activities around it, but believe me, it’s worth it! 
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Knowledge Base – Creating and Maintaining in Microsoft Word 

A Knowledge Base is your personal encyclopedia of facts, tips and writings pulled from the resources 
around you and stored in an easy to use format. It is a powerful tool for keeping yourself ahead of the 
pack in terms of industry knowledge and career-furthering intelligence. Your Knowledge Base is your 
second brain. It is a complement to your primary long-term memory and a compendium of the career 
experience upon which you rely the most. It is a strategic, forward-looking use of our very portable 
technologies.  

Daily maintenance of your Knowledge Base, by entering notes or quotes from information gathered 
throughout the day is akin to putting another dollar into a compound interest account. It may not seem 
worth it at the time, but its value only increases with every passing day. 

The Knowledge Base need be nothing more than a single Microsoft Word document, in which each 
chapter starts on a new page. Each chapter would contain the information on a particular topic area. For 
example, on chapter might deal with all the information you’ve found on sales techniques, another on 
networking skills, and another on developing trends in your industry. 

Creating Chapters 

The chapter on sales would start on a new page within your Knowledge Base document and would have 
the word Sales as its title. Bookmark this title as follows: 

• Select the title by dragging the mouse across the word Sales. 

• Choose the Insert menu and then select Bookmark 

• Type a name for this Bookmark – “Sales” would be a good name, since it’s the same as the title. The 
click on the Add button. 

Why are we using bookmarks? To create a fast-access Table of Contents at the beginning of your 
Knowledge Base. Each page/chapter in your Knowledge Base should have its own bookmarked title. 

Adding Chapters 

As you read online articles, articles, even Tweets, just copy and paste quotes or just the link directly into 
the appropriate page in your Knowledge Base.  

Creating the Table of Contents 

As you add more chapters to your Knowledge Base, it will start to become a long document. But Microsoft 
Word makes it easy to leap to the appropriate chapter through the use of internal hyperlinks – just like 
the ones used to click on links on a web page, only this time, they’ll take you to a specific page within the 
Knowledge Base document itself. 

In the example above, we have three chapters: sales, networking skills, and industry trends. The Table of 
Contents will list these chapter headings, and will be hyperlinked directly to them. The Table of Contents 
page will look like this: 

 

continued… 
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Knowledge Base – Creating and Maintaining in Microsoft Word (Continued)  
  

 

Notice there’s no need for page numbers. By clicking on the underlined hyperlink, you’ll go straight to the 
correct page. 

Creating Hyperlinks 

To create the hyperlinks, simply select the word within the Table of Contents. For example to add a 
hyperlink for the Table of Contents entry for “Sales,” select “Sales.” 

• From the Insert menu, select Hyperlink 

• From the Insert Hyperlink dialog box, select Bookmark. A list of your bookmarks will appear. 

• Select the Bookmark for Sales, then click on OK. 

The Table of Contents entry for “Sales” will now appear blue and underlined, since it is now a link. By 
clicking on it you will go directly to the Sales page. Though this might seem a small thing now, when your 
Knowledge Base reached a couple of hundred pages with dozens and dozens of chapters, quick access to 
the right page really pays off. 

Adding to your Knowledge Base  

Each time you read a document and see something of value, those key points and ideas should be entered 
into your Knowledge Base in the appropriate chapter as soon as possible. Ideally you should do it right 
away before you forget. Try to make it a daily habit, otherwise there will be too much data to enter and 
it will become too large of a job. 

Reviewing your Knowledge Base 

Similarly, take a few minutes of each day to review one chapter or one page of your Knowledge Base. It’s 
amazing how much stuff we read each day and how much gets forgotten. By reading a small amount of 
your collected wisdom each day, you will retain more than your competitors and colleagues. You will keep 
useful, topical information at the forefront of your mind. This can make a big difference to your career. 

Backing up your Knowledge Base  

Even if you save most of your material to a cloud like OneDrive or Dropbox, it’s a good idea to schedule a 
recurring appointment, maybe once a month each week to save a copy of your Knowledge Base 
somewhere safe like an external drive. 
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Meal Plans and Grocery Shopping 

Home-based activities like grocery shopping is a very personal thing, but I still hear many people 
complaining about it, especially when they have to spend time stopping off somewhere because they 
were out of something important. Many people like to grocery shop by just browsing the aisles, and/or 
looking for items on sale. But there are two major problems with this: 

The first is that retail grocery chains take advantage of this passive technique and arrange their shelves to 
make you want to buy what they want you to buy. Think about how impulse purchase items like candy 
bars are placed next to the cashier, to make you buy something you didn’t plan on. Also, kids’ cereals are 
always placed in the middle of an aisle, at “kid height” where the big cartoon eyes of the characters on 
the box will be most easily seen by children riding in the shopping carts. 

If you want more control over your purchases – and your weekly shopping bill, consider taking more 
manual control. 

Use a delivery service 

One way to do this is to get your groceries delivered. This became extremely popular during the height of 
the pandemic, and remains so. Although there is a service charge for delivery, that can be traded off 
against the time it takes to drive to a store to shop.  

You can make your weekly food purchase a lot more time effective by delivering this one-two punch: 

Make a meal plan for the week  

Take a half hour on Saturday morning to think through the seven dinners to come. Choose some favorites, 
or find some new ones from websites that provide meal ideas. Co-ordinate the meal preparation time 
with the activities planned for the week, so if everyone has to be out one evening for practice or other 
events, the preparation and clean up can be quick and easy. 

You might think it’s hard work, coming up with 7 different meals, but it gives you back so much time in 
the following ways: 

1. One-stop grocery shop. You order/pick up everything you need for a week in one go. 
2. It frees you up from having to “stop by the store” on the way home, which will win you back up to an 

hour over the course of a week 
3. It frees you from the frustration of walking from aisle to aisle, thinking, “there’s a store full of food, 

but nothing that I want.” 
4. It also frees you up from having to think about “what should I make for dinner” during the day, which 

allows your mind to work on more creative things (this is a huge time waster and distraction). 
5. It ensures a balanced diet by planning a collection of balanced meals. 
6. It saves you money – less money ordering fast food or making impulse buys. 
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Map Your Store 

Some people find this idea strange, but I don’t. I am not a big fan of grocery shopping, and I really don’t 
like having to backtrack through the store, going back to an aisle I have already been to, because I forgot 
something. This, to me, is time wasted. 

So I ap out the zones of the store on a piece of paper, manually during my first couple of grocery runs. The 
map identifies all the specific food zones of the store, including aisles. A typical map might look like this: 

 

I then divide each aisle into Top (furthest from the cash), Middle and Bottom (closest to the cash) and 
identify the types of food located there. In the example below, pasta and cleaning supplies can be found 
on either side of Aisle 2 at the top (furthest from the cash): 

 

Next, I give each region of each aisle a number: 
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Next, I build my shopping list using Microsoft Excel. I enter the items that I typically purchase over the 
course of a week or the month. (The nice thing about using an Excel spreadsheet is you can add more 
items as you think of them.)  

Next, I use 4 columns.  

The first column header is the word “Needed.”  The second column head is Item, the third is Sequence. 

The number in the Sequence column corresponds to the location on my store map where this item can 
be found. For example, Avocado is a fruit, it is located in Region 1 on my map – Fruits & Veg. However, 
baking soda is located in Region 8, at the bottom of the second aisle, near the checkouts. Yes, it takes a 
couple of trips to get this right, but the payoff is enormous. 

My Excel shopping list will grow, but it will start off looking like this: 

Needed Item Sequence 

 Avocado 1 

 Apple Sauce 9 

 Apples 1 

 Apricots 1 

 Aspirin  10 

 Baguette Bread 3 

 Baking Soda 8 

 Bananas 1 

 Band Aids 10 

 
When it comes time to do the actual shopping, I review my meal plan and enter the number of the items 
of whatever I need to buy in the Needed column. I find this doubly handy, not only for identifying the 
ingredients I need for my meal plan, but also to review the rest of the list for any other household items 
that we might need.  
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Needed Item Sequence 

1 Avocado 1 

 Apple Sauce 9 

6 Apples 1 

 Apricots 1 

1 Aspirin  10 

1 Baguette Bread 3 

 Baking Soda 8 

 Bananas 1 

1 Band Aids 10 

 

When I am ready to go shopping, I choose Sort from the Data menu, and sort by the Sequence column. 
Why? Because this will now give me shopping list that conforms to the layout of the store, meaning I will 
only need to cross the entire store once, working from one side to the other, up one aisle and down the 
next, picking up the required groceries in the order they appear on the shelves.  

This cuts my grocery shopping time in half. I know. I have timed it. 

Finally, I filter my spreadsheet to show only the items that have a number in the Needed column. To do 
this, choose Filter and then AutoFilter from the Data menu. The click on the downward pointing arrow 
at the top of the Needed column, and choose Non-blanks. This gives me my list for the shopping trip. 

At this point, some people will want to print this sorted, filtered list to become their shopping list. I simply 
use my Excel app on my phone and read the file from there. 

I find this gets easier each week, and the time saved can be spent on things more interesting than 
groceries. 

(My wife still thinks this is silly, though).  
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Morning Activities and Travel Audit 

If you find yourself in a rush from the very moment you get up, you are setting yourself up for a stress-
filled day. This worksheet helps determine your optimum Cool-Time morning routine time to help make 
each morning as comfortable and stress-free as possible.  

Morning Preparation Audit 

In this section, list all the activities that you have to do on a typical weekday morning, e.g. breakfast, 
exercise, getting the kids ready for school, or walking the dog, etc. Why should you list all of these things? 
Because improvement can only occur once the components of a situation are identified and quantified. 
Simply having a “hazy notion” will not give you the same opportunity.  

Activity Time Taken  

 ____________________________________________________   ____________________  

 ____________________________________________________   ____________________  

 ____________________________________________________   ____________________  

 ____________________________________________________   ____________________  

 ____________________________________________________   ____________________  

 ____________________________________________________   ____________________  

 ____________________________________________________   ____________________  

 ____________________________________________________   ____________________  

 ____________________________________________________   ____________________  

 ____________________________________________________   ____________________  

 
Total time spent in the morning between 1st alarm and departure:  ____________________  
  

 

 Now, what if you were to increase that time by 25%?   ____________________   

For example, if it currently takes you 1 hour to get out of the house, 
then enter 1 hour and 15 minutes. (Why? That will be explained on the next page.) 
Travel Time Audit 

If you commute to work, what’s the travel time like? in to work? Are the roads crowded? Are there long 
lines for buses, trains, or parking lots? Do you find yourself always running to catch the bus or the train? 
Do you find yourself getting frustrated by these delays? Note down all the negative features of your travel 
time. 
 _____________________________________________________________________________  

 _____________________________________________________________________________  

 _____________________________________________________________________________  

 _____________________________________________________________________________  

 _____________________________________________________________________________  

 _____________________________________________________________________________  

 _____________________________________________________________________________  

   
On average, how long does it take to get from your front door  ____________________  

to your desk, including the commute, stopping for coffee,  
waiting for elevators, etc.  
 Now, what if you were to increase that time by 25%?   ____________________   

For example, if it currently takes you 1 hour to travel,  
enter 1 hour and 15 minutes. (Why? That will be explained on the next page.) 
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Morning Activities and Travel Audit (Continued)  

 What time are you expected to be at work? 7:30? 8:00? 9:00?  ____________________  

NOTE: If your answer to this question is “there is no official time – I start work as soon as I get to the 
office,” you have the perfect opportunity to regain control. Every time you eliminate vagueness from your 
perceptions, such as the hazy notions of starting times, every time you nail something down to an actual 
time, number, or amount, you give yourself a foothold upon which your success can be based. If you 
generally arrive at the office between 8:30 and 9:00, then from now on, set yourself an arrival time of 
8:50. This is the time that you actually sit down at your desk. But remember, you’re not open for business 
yet! The 10 minutes between 8:50 and 9:00 is your I-Beam Review time. Inform your colleagues and 
clients, through action and communication, that you are open for business at 9:00 a.m. 

Add together  and    ____________________  

Then schedule backwards from your official arrival time   ____________________  

to find your optimum rising time. 

This is your best time for getting up. 
 
IMPOSSIBLE! you say, I can't possibly get up that early! Well, have a look again. How much earlier are you 
really getting up? an hour? 50 minutes? 30 minutes? 

One of the reasons we have trouble getting up is the imbalance of chemicals in the body – the battle 
between melatonin (the sleep agent), and serotonin (the waking agent). Another component is improper 
sleep habits, due to going to bed without allowing sufficient wind-down time, and not getting enough 
exercise. One of the many benefits of exercise is the way it improves the onset of deep sleep. 

You don’t have to move your bedtime up by the same amount. Simply move it one half-hour earlier, and 
spend 20 minutes reading – something not related to work. This will assist in the wind-down process, will 
clear your mind of thoughts and concerns, and will allow the chemicals of sleep to distribute themselves 
more quickly and effectively. 

This is the Cool-Time advantage. Most people live their lives purely in reactive mode. They go to sleep 
when it seems right and they get up with the bare minimum amount of time to spare. This sets the stage 
for stressful living right from the get-go. It’s life on the critical path. 

Nobody likes being woken up by an alarm – but what is better: to wake up to the bad news that you're 
already late and under pressure, or to the good news that you have a relaxing, controlled morning in front 
of you-one that will set the stage for the entire day? 

Try this for at least a month. Record your feelings and achievements. Let me know how it turns out for 
you. 
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Meetings Checklist 

This checklist helps ensure a meeting is efficient, effective, and necessary. It should be applied as early as 
possible, preferably a week or two prior to the meeting. All the Items in the Preparations section should 
be entered into your calendar right away. Refer also to the Meeting Room Set-up checklist, next page. 

Meeting Date:  ________________________________  

Meeting Time:  ________________________________  

Meeting Subject:  ________________________________  

Meeting Objectives:  

 _____________________________________________________________________________  

 _____________________________________________________________________________   

 
Is this meeting necessary? Have other methods of communicating been considered? 

Attendees: 

 _____________________________________________________________________________  

 _____________________________________________________________________________  

 _____________________________________________________________________________  

 _____________________________________________________________________________  

 _____________________________________________________________________________  

 _____________________________________________________________________________  

 _____________________________________________________________________________  

 _____________________________________________________________________________  

 _____________________________________________________________________________  

 _____________________________________________________________________________  

 _____________________________________________________________________________   

Can this meeting be concluded in 55-minutes?  Yes   No 

Preparations (check when completed): 

 Book the meeting room:   

 Order Refreshments    

 Prepare the agenda  

 Distribute the agenda via-mail  
 Send confirmation e-mail one day prior   
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Meeting Room Set-up Checklist  
 
If your meeting still has to be a traditional, in-room meeting, use this checklist to help set it up. 

Before arrival of participants 
 Check lighting controls 
 Check heating controls 
 Distribute materials to each seat 
 Ensure presentation materials are set out 
 Look for cables and other tripping hazards 
 Ensure presentation materials are set out 
 Ensure projector and video chat technologies are connected and functioning 
 Ensure space for refreshments is available 
 
Calling Meeting to Order 
 Ask people to set cellphones phones to silent (optional) 
 Today’s Timekeeper will be:   ________________________________________________  
 Today’s Minute-Taker will be:   ________________________________________________  
(Note – consider using a real-time AI-based transcription app for this). 

 Today’s Referee will be:   ________________________________________________  
 Review Agenda 
 Review Rules of procedure, e.g. amount of time for questions 
Printable countdown cards (see next three pages) are an effective way of helping keep speakers in line.  

 Confirm Scheduled end-time 
 If meeting is longer than 55 minutes, determine break times 
 
Closing meeting 
 Check for action items – does everyone understand each action item? 
 Ask people to turn their phones back on 
 Confirm with minute taker for estimation of delivery of Minutes 
 
If you want some more ideas on how to run meetings, check out the following episode of the CoolTimeLife 
podcast: 
 
(The) 55-Minute Meeting: making meetings more efficient by giving people a deal | Podcast  
 

 
 
  

https://www.blubrry.com/cooltimelife/20989364/the-55-minute-meeting/
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Precedent Checklists 

Precedent Checklists summarize all the activities that go into a particular task or project, and then 
schedule them retroactively into your calendar. This is an example of a checklist extending backwards 
through time, ensuring that nothing gets forgotten as you work towards a goal. 

A simplified example might include the process of writing a report. The tasks are: 1) Do some research; 2) 
Create an outline; 3) Write Draft 1; 4) Proof-read; 5) Edit 6) Print; 7) Bind; 8) Deliver.  

 If a client (or your boss) gives you a deadline of the 25th of the month to deliver a report, applying a 
precedent checklist backwards through your calendar allows you to calculate your start date, based on 
your end date. 

Adding all of these items into your calendar or your project management software makes planning and 
successful projects much easier. 

There’s nothing magic in this at all, it simply works, by forcing yourself to think through all of the tasks. 

The challenge is, that it appears time-consuming to do all of this planning and backwards scheduling. But 
that is the essence of successful time management. It  is the application of the 80/20 rule (see Cool-Time 
page 10): investing a small amount of time to achieve the following:   

• A realistic assessment and accounting of all of the subtasks required to complete the task, including 
time required for each. 

• Inclusion of these subtasks onto your calendar, thus defending time against attack from other 
meeting/task requests 

• Inclusion of lag/lead time between tasks to avoid getting stuck on the critical path (see Cool-Time page 
32) 

• Breaking down a tsk into manageable amounts, thus avoiding the temptation to procrastinate 

All project managers know that planning is vital to a successful project. This rule applies equally to smaller, 
self-directed activities. 
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Time Management Self-Assessment Questions 

What Kind of Time Management Person Are You? 

Here’s a brief self-assessment quiz. The explanations are on the following page. 

Question 1 

You’re working at your desk and your  Yes 1 2 3 4 5 No 
phone rings. The call display says “unknown name,  
unknown number.” Do you answer it? 

How about if the “unknown name, unknown  Yes 1 2 3 4 5 No 
number” call occurs just as you’re getting up 
to go to lunch? Do you answer it? 

How about if you’re at home, after dinner Yes 1 2 3 4 5 No 
when the “unknown name, unknown number” 
calls? Do you answer it then? 
 

Question 2 

You’re in an elevator and in a hurry. The door stops at a floor, no-one gets on, but as the doors start to 
close you hear a voice say, “hold the door, please!” There are two other people in the elevator with you. 
They don’t move at all. Would you: 

1. Stick your hand in the “magic space” that stops the doors from closing? 

2. Reach for the “Open” button with no actual intention of pressing it 

3. Let the door close pretending you didn’t hear them?  

What if there were three other people in the elevator with you, two of whom are also in a real hurry? 
Would you choose 1,2 or 3 above? 

Question 3 

You’re in a meeting. Your boss is there, as well as the rest of the team. The fire alarm goes off, and the 
overhead speaker announces a genuine emergency in the building adjoining yours, and that everyone 
must leave. No one gets up from the table. The boss just keeps on talking. Do you: 

1. Get up and leave quietly 

2. Interrupt the meeting and suggest everyone does as instructed. 

3. Continue the meeting. 

What if you were the Emergency Officer for your floor? Would that change your answers? 
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Time Management Self-Assessment Questions - Analysis 

Question 1 focuses on our physiological addiction to objects that deliver information to us – a term that I 
call Answerholism. There is an inbuilt need to answer calls and read e-mails that can overrule better 
judgment. The caller could be an important person, or they might be a telemarketer. Without any upfront 
knowledge, your decision to answer the phone is a gamble, with precious minutes at stake. If you 
answered in the low numbers to any of these questions, you run the risk of losing control of part of your 
day by giving over to the unknown. If a call is important, the caller will leave a message, and you will be 
able to call right back. Your predisposition to answer immediate and urgent stimuli doesn’t just apply to 
phonecalls. It applies also to e-mail, drop-in visitors and unexpected work dropped on your desk. Reaction 
by reflex must be overcome.  

Question 2 deals with the effect that technology has on our ability to influence people and situations. To 
choose answer 1 means to put another person’s concerns before your own. A noble gesture, but one that 
reveals the dangers of candid situations. Whether it’s an elevator door, a phone call or meeting going on 
too long, the candidness of human interaction robs us of our awareness of the passing of time. Just like a 
pickpocket team, where one person jostles your arm to distract you while their partner lifts your wallet, 
candid situations steal away our awareness. This is not to say that we should stop being nice or social   to 
each other,  but choosing answer number 1 reveals much about your willingness to place your priorities 
(and perhaps those of the others in the elevator) second. 

Choosing answer number 2 demonstrates how easy it is to let technology influence our relationships with 
people. You may blame the hard-to-find “Open Door” button in the elevator. But it’s the same as using a 
phone to deflect drop-in visitors. People are less likely to bother you if they see you involved in technology 
in some way. “You’re on the phone – I’ll come back later.” Technological props do much to manipulate 
the actions of others, who, as we all do, see technology as having a higher set of priorities. Choosing 
answer number 2 demonstrates your innate awareness of technology as a tool for winning back time – 
not via its outward function, but its significance to the human social relationship structure. 

Choosing answer number 3 shows you have a mastery over Prioritization by not allowing the unknown to 
cloud your goals. This exercise is not about politeness in an elevator – it’s about maintaining control over 
your tasks. 

Question 3 looks at your role within a group of peers and superiors. Most people answer that they would 
not leave the meeting owing to the presence of the boss, whose stature as “leader of the pack” is a major 
source of influence that few people would contravene unless the danger of the situation became much 
larger. However, when you become the Emergency Officer, your status changes in relation to the group 
and your boss. Effectively, you are now the superior in the room. This change in status gives you the social 
and legal authority, as a deputy of the Fire Department to order everyone from the room, including the 
boss. 

The goal of this third question is to shine a light on that inner social confidence that being the Emergency 
Officer allows. It is this confidence that must be captured and used when introducing new Best Practices, 
or change, into a work environment. If you are interested in establishing Focus Time (see Cool-Time page 
67) or 55-Minute Meetings (page 99) into your workplace. you must approach it not as one fish swimming 
upstream against your existing culture, but as an authority who represents thousands of successful Project 
Managers who have gone before. It is this emotional confidence that will hold sway. 
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Stress – Some Simple Ways to Cope 

Stress is an incredibly personal thing, but negative stress is always harmful, not only to clear thought and 
immediate circumstances, but also in the longer term as a key threat to health. 

Stress usually comes about in situations that are different from what you want them to be, such as too 
much work, conflicting priorities, and excess uncertainty. Stress combines the worst elements of the fight-
or-flight reflex, especially the inability to think straight, with fear and confusion. I have found the best way 
to counter stress is to do either or both of the following: 

• Put the stressor into perspective 

• Find out what you can do to fix the source of the stress 

Put the Stressor into Perspective 

Sometimes, adrenaline and shock make the stressor appear larger than it really is. This can cause people 
to lash out in anger, or do spontaneous things that make the situation worse and cause further delay. It 
is helpful to ask, “will this matter as much a week from now or a year from now?” Some things that cause 
immediate stress, such as the WiFi going down, or missing a train, are not as important as they really 
seem, especially in the longer term. Even being late for a meeting is not a big deal overall. Some people 
actually lose their lives, running for a train, or driving recklessly to get to a destination on time. Is it really 
worth it overall?  

Of course, there are some circumstances, such as in cases of medical emergency or an active shooter 
situation that require haste. But in general, emergency personnel are trained to move calmly and carefully 
in such situations too. Mastery of the fight-or-flight reflex is vital to help attain the best outcome.   

Take a moment to ask, “will this matter a week from now or a year from now?” Why am I rushing? Why 
am I getting into this fight with a loved one?” What does it truly mean in the long term? In many cases, 
this thought, along with the time it takes to think this through, will take the edge off the urgency and 
anger that stress generates. 

Find Out What You Can Do to Fix It 

Few things feel better than a plan. Knowing the steps you can take to fix an uncomfortable situation helps 
channel the energy away from anger and toward a healthy resolution. A great amount of fear stems from 
not knowing what to do.  

So for every challenge you have, from running late for a meeting to dealing with a flat tire on the side of 
a highway, think about what you can do to fix or avoid this problem. Knowing what to do is one of the 
greatest stress relievers there is. 

Add Stress Reduction to Your Life  

Since stress is personal, so are the ways to remove or control it. Some people might find stress relief in 
vigorous exercise like basketball or running. Ohers might turn to something more peaceful. But in most 
cases, in addition to what you are doing with your body, it is what is happening with your mind that helps 
manage stress, by giving it a place to focus on something engaging and mentally relaxing. This might 
include:  

• Finding a hobby or returning to one you used to enjoy 

• Scheduling relaxation/play time into every day and defending this time against intrusion 

• Simplifying complex and frustrating activities, such meal preparation.  

• Some people enjoy “organizational” activities such as tidying or washing the car 
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• Find a new sport that involves a lot of eye-focus on a moving ball, such as tennis, squash, or volleyball. 
This can act as a mild form of self-hypnosis 

• Drink water and stay away from calorie-laden “comfort foods.” The desire for comfort foods is related 
to the fight-or-flight reflex, in terms of stocking up on calories for a sense of food safety. 

• Don't rely on physical/chemical sources for relief, such as alcohol or drugs. 

• Get up 15 minutes earlier and enjoy a leisurely breakfast. That sounds difficult, but a lot of daily stress 
starts when people get up too late, and the day starts off badly. Getting up earlier is something you 
do for you, not for your job.  

• Prepare for the morning the night before 

• Set appointments in advance and confirm them a day or 2 before 

• Write things down before you forget them 

• Don't be so hard on yourself – mistakes happen  

• Set attainable goals, and work towards them a little at a time, celebrating small victories along the 
way. 

• Stretch your limits and learn something new each day  

• Put 10% of each paycheck into a savings account, and leave it there. 

• Set priorities and write them down. Writing is a power way of reviewing and re-learning your own 
priorities. 

• Practice breathing slowly and deeply whenever you can. It delivers great benefits to the body. 

• Wear comfortable clothes 

• Always carry a compact umbrella 

• Anticipate traffic problems and just go with them. Waze can help, but so can calling ahead to inform 
people that you will be late, rather than rushing to try to avoid lateness.  

• Stand up and stretch regularly throughout the day. Add a few deep knee bends, too, if your body 
allows, since the quads and glutes are the biggest muscles in your body and they pump a lot of blood 
around.  

• Take a different route to work – look for new and interesting things around you. 

• Take stock in every day that you are alive. Our tasks and priorities help support our lives of course, 
but life should not be put off just to please the demands of work as they stand.  

• Send written “thank you” cards to people 

• Give to a charity 

• Back up your important computer files every week 

• Give a spare key to a trusted neighbor 

• Say "no" more often and provide an alternative. Understand that everything can be negotiated. 

• Memorize at least 3 good  jokes 

• Try to avoid hanging out with negative influences or negative people, since negativity and depression 
are contagious. Thankfully, so are calm and joy. 

• Get in shape (or closer to it anyway) 

• Look at a work of art and decide what it means to you 

• Know your limitations and let others know them, too  

• Sit near running water, or walk near a large body of water 

• Take a walk at lunch 

• Make smiling a habit – smiling releases endorphins into the brain 

• Look up at the stars 

• Put out a bird feeder 

• Remember you always have options  
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• Don't be afraid to ask for help 

• Rub your bare feet in the sand at a beach 

• Read for 20 minutes at bedtime – something unrelated to work, and ideally in a book, not on a phone 
screen 

• Stop saying negative things to yourself – instead, identify what you want to fix, and keep those 
solutions attainable to yourself. 

• Stop listening to negative things from others, especially if they talk about you. Bullies and catty people 
who feel the need to say hurtful things in person or online are simply revealing information about 
themselves, their own insecurities, and their own self-loathing. 

• Have a support network you can count on. Talking to someone, and knowing you have been heard is 
a cathartic experience, and is the basis for most counselling. Often you will be able to diagnose your 
own problems, simply by letting go of the tension inside you by sharing it with someone you trust. 

• Be prepared and have a backup plan - for everything 

• Talk less and listen more  

• Freely praise other people  

• Get more sleep  

• Take a short vacation (on a weekend) 

• Live on less than you earn 

• Exercise daily 

• Find something on YouTube that you find really funny. Maybe a standup comedian, or a comedy show 
– something that makes you really laugh. Laughter does so much good for the body, it truly is one of 
the best medicines. My favorite is watching other people caught in spontaneous, uncontrollable 
laughter, and my best source for that is blooper reels from movies. Here I get to watch famous actors 
trying to hold it together while caught in the joyous contagion of real, helpless laughter.  
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Password Safety: Gap It 

This is an excerpt from my book, The Future of Workplace Fear: How Human Reflex Stands in the Way of 
Digital Transformation, published in May 2022 (more info here). It is a vital technique for avoiding getting 
caught in a phishing trap either at work or in your personal life. I would recommend you teach this to 
other family members as well. 

One of the most insidious outcomes of phishing, vishing and smishing scams is how easily people fall for 
them. (Vishing is voice-mail based phishing, and smishing is SMS-based phishing – scam messages sent by 
text message). 

The fear of missing out, or simply the fear of an unknown danger compels people to follow a text message 
that warns of a frozen bank account or trouble with outstanding taxes due. These are messages that strike 
to the very heart of a person’s need for safety and causes them to click on the link without thinking. It can 
be seen as a fear of missing out on a quick solution to a fear inducing problem. 

If there is just one technique that I would like people to take away from this book, it would be the following 
two-word mantra: 

GAP IT 
I regularly ask everyone I know to practice it, and to teach it to their colleagues – especially to elder family 
members such as parents and grandparents. These are people who grew up in a world before 
sophisticated cybercrime was a thing, and who consequently still think every message and every phone 
call should be answered out of politeness and trust, rather than proven credibility. 

GAP IT simply means: if you receive a message on any device that alerts you to a problem such as:  

• your bank account is frozen 

• you missed a delivery 

• you’re in trouble with the tax authorities  

• your utilities are about to be cut off 

…or any other message that strikes fear into you, whether in your personal life or your work life, it is vital 
to place a gap between that message and your actions. Do not click the link on the message to try to solve 
the problem, but instead, go in via a different route – your regular route. If the message is about a frozen 
bank account, then log in to your bank account through your computer the way you usually do. If the 
message seems to be from the government tax authority, then call them, using their regular number. 

Whatever utility or authority is involved, if there is a genuine problem, they will be able to find it through 
your account number. The point here is to place an “air gap” between this threatening letter and your 
reaction. Not everyone is aware that this threatening letter links back to a criminal organization staffed 
with people who are skilled in techniques of further persuasion. 

Teach people to GAP IT. If an email-based invoice appears in an employee’s email, teach them to follow 
through by using the connections they already have on file. Call the supplier company directly through 
the number you always use, not the link on the message. 

This technique started out as a critical thinking technique, but it can also be trained into people as a 
conditioned response. The intent here is to break the habit of unthinking reaction and replace it with the 

https://steveprentice.com/futureofworkplacefear/
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habit of inserting a gap. In other words, “this message says there is trouble with my bank? OK, then I will 
call the bank directly with the number I already have on file.” In other words, put a gap between the fear 
stimulus and the fear response. 

This is another example of where companies can do their part to build this into the culture. Even though 
the GAP IT technique is a personal activity, it can be made more prevalent through increased cultural 
endorsement in the workplace – through repeated messaging, permission, encouragement, and reward, 
in the same way that messages dealing with health and safety, and with respectful and safe workspaces 
are regularly repeated and practiced.  

Companies can also do their part to modify the work culture so that employees do not feel under 
enormous time pressure, because it is just that type of pressure that allows oversights to happen. This, to 
me, is an example of what Eric Jeffery suggested in his article that I quoted in Chapter 11: “that IT should 
no longer be a silo unto itself, but should be moved out from under IT and treated as a business risk rather 
than a technical problem.”1 Phishing, smishing and similar activities are a risk to a business. By allowing 
and actively encouraging a GAP IT culture to thrive, companies will be taking one more step to help ensure 
the safety of the entire organization. 

  

 
1  Jeffery, Eric. “Why CISOs Shouldn’t Report to CIOs in the C-Suite.” Security Intelligence. December 21, 2021. 

Retrieved from https://securityintelligence.com/posts/why-cisos-shouldnt-report-to-cio-c-suite-conflict/ 
Accessed December 2021.  
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Sustenance: Food at Work and Play 

We are not taught enough about food. Worse, we are taught the wrong things. We are taught to love fast 
food and to judge food on its appearance and appeal. We are taught to eat too fast, but we are never 
taught about what goes into food. Everyone finds a chocolate bar more appealing than broccoli, but that 
is all due to marketing. If you want to, you can fight back. You can: 

• Improve alertness by eating protein with limited carbohydrates; or 

• Induce a calming effect by eating foods high in carbohydrates 

• Eat protein at the beginning of a meal to satiate hunger 

• Eat high protein start as soon as you get out of bed, 20 minutes before main breakfast. Yogurt, for 
example. This does great things to level out the blood sugar roller coaster and improve your overall 
day. 

• Eat protein with every meal. Don’t save it just for dinner. Your body can’t process large amounts of 
protein in one sitting. 

• Limit caffeine and balance caffeine intake with water. 

• Do not skip breakfast – this will only make you gain more weight since your body will store extra 
calories next time you eat, to make up for the missed breakfast. 

• Develop meal plans to avoid impulse purchases of fast food and junk food 

• Plan foods for long meetings or long trips. 
• Try meat alternatives, Beyond Meat. They are really particularly good 

According to the IDEA Fitness Journal, the best “brain foods” are: 

Fruits: grapefruit, apples, cherries, oranges, and grapes have a low glycemic index. (Glycemic Index is the 
rate at which sugar from a particular food enters brain cells and other cells of the body - GI). Fruits have 
a lower G.I. than fruit juices because the fiber in the fruit slows the absorption of the fruit sugar. A whole 
apple will be more brain-friendly than apple juice, a whole orange better than orange juice. Freshly-made 
juice containing a lot of pulp is more brain-friendly than filtered juice.  
Cereals and grains: oatmeal and bran have the lowest G.I. Other foods with a favorable G.I. are spaghetti 
and rice. Corn flakes and sugar-coated cereals have higher G.Is.  
Vegetables and legumes: Legumes, such as soybeans, kidney beans, chickpeas, and lentils have the lowest 
glycemic index of any food. Potatoes and carrots have a much higher G.I.  
Dairy products: Milk and yogurt have low glycemic indexes, slightly higher than legumes, but lower than 
fruits. Plain yogurt has a lower glycemic index than yogurt with fruit preserves or added sugar.  
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Technology Issues 

File Backup  

Unless you have an IT department who does this for you, it is essential to schedule backups as a recurring 
activity in your calendar.  

• Depending on your volume of work, you may need to schedule a backup daily, weekly, or monthly.  

• Keep more than one backup. Consider backing up to a cloud service like Dropbox, but also back up 
regularly to a USB drive.  

• Keep your backup drives physically away from the computer, preferably off-site.   

Speeding up Typing using AutoCorrect 

Microsoft Word’s AutoCorrect feature saves time by allowing you to type simple initials like “mc” which 
it will replace instantly with “Merry Christmas.” Though this technology was designed initially as a reactive 
tool, one that would discreetly correct improperly spelled words as you type, it is far more useful as a 
proactive shorthand typing tool that can actually enter many lines of text at a time. With practice and a 
little imagination it’s possible to memorize hundreds of entries, which will literally double or triple your 
keyboarding speed.  

To enter a new AutoCorrect entry, simply File, Options, Proofing, Autocorrect Options. The AutoCorrect 
dialog box will appear with your selection already waiting. 
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Traveling Checklist 

This checklist is useful when meeting a new client/prospect at a location that you haven’t been to before. 
Its key benefit is traveling in Cool-Time, which means arriving on time, physically cool and mentally at your 
best. 

 
Client/Prospect’s Name:  ______________________________________  

Company Name:  ______________________________________  

Our File/Reference Number:  ______________________________________  

Contact’s Phone:  ______________________________________  

Contact’s e-mail:  ______________________________________  

Contact’s Assistant’s Name  ______________________________________  

Contact’s Assistant’s Phone:  ______________________________________  

 

Meeting Time:  ______________________________________  

Meeting Date:  ______________________________________  

Meeting Location:  ______________________________________  

Nearest Cross Street  ______________________________________  

Estimated Travel Time  ______________________________________  

Add 20% more  ______________________________________  

Travel Time entered in Calendar   Yes  

Topic:  ______________________________________  

Details:  ______________________________________  

  ______________________________________  

  ______________________________________  

Where did this Contact come from? 
Reference/Advertisement, etc.:  ______________________________________  

Review Contact’s website on (date):  _______________________________   Done 

Review my Knowledge Base chapters  _______________________________   Done 
relevant to Contact’s industry/business: 

President of Contact’s company  ______________________________________  

Make confirmation call on (date):  _______________________________   Done 

Items to take along:  ______________________________________  

  ______________________________________  

  ______________________________________  

  ______________________________________  

  ______________________________________  
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Vacation Planning 

Most people know when their vacation is, but they still end up working extra hard the week before and 
the week after. You can use this chart to fill in your vacation days in black, and then fill in the two weeks 
before and the week following your holidays. 

You have the rest of the year to project plan, and to communicate with each of your colleagues. Help 
them schedule projects, shifts, deadlines so that they fall outside of your protected zone. Give them plenty 
of warning.  

Make sure that your first day back is given over to “catch-up,” e.g. e-mail voice mail and re-joining the 
flow. Avoid booking meetings for the first day back. 

The idea here is not to be difficult with your co-workers, or to appear that the only important part of the 
year is your vacation. But frankly, if you have to work extra hard just because you’re leaving, and then 
extra hard as soon as you return, the therapeutic effects of the vacation will be short-lived. 

Your Vacation Plan should cover the following: 

The date of my vacation is:   ___________________________________  
The two weeks buffer before my vacation starts:  ___________________________________  
The week following my vacation is:  ___________________________________  

The reason it is important to identify these three separate dates is so that you can enter them into your 
Day Planner, and make sure they play a part in the planning of all meetings, projects, and events in which 
you are involved. Remember the importance of your vacation to you and your company: it helps you 
recharge and refresh. 
You people need to know that the period surrounding a vacation must not involve triple workload. 
Planning and communication can help achieve this for you, and for you colleagues in return. 
 

This is your pre-vacation zone. Schedule your projects and 
inform your people well in advance about this time.  

 
 

 Month:  

Sunday Monday Tuesday Wednesday Thursday Friday  Saturday 

       

       

My Vacation is here 

       

       

 
 

      

This is your post-vacation zone. Don’t allow meetings first thing on this day. Use 
your influence to schedule events carefully and gradually during this week.
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Voicemail Techniques 

Voicemail may seem like a pretty simple thing, maybe even a little dated, but it has an advantage over 
mail. It’s way more than a recording to tell people you’re not here; it’s a primary device for defending 
your time AND reinforcing business relationships. 

Most people will record something like this: 

You’ve reached the voicemail for Pat Smyth. I’m either away from my desk or on the other line, so please 
leave a message and I’ll return your call as soon as I can. 

What does that do for your caller? What kind of comfort does that offer? Very little. But you have an 
opportunity to manage the expectations of your caller – to soothe their nerves by ensuring prompt 
response at a fixed time. Guide them. Manage their expectations, and give them solid reassurance that 
their message will be heard and acted on by a specified time. Something like: 

You’ve reached Pat Smith of ABC Company for Tuesday the 16th. I will be in a meeting this morning and 
will be returning calls between 11:00 and noon, and again between 2:30 and 3:30 this afternoon. Please 
leave a detailed voice message and your preferred time for a return call, and I will get back to you as 
promised. If this message is urgent, please press “O”  to reach my assistant. Thank you. 

or 
You’ve reached Pat Smith of ABC Company for Tuesday the 16th. I will be in meetings for much of the day 
today. Please leave a detailed voice message and I promise to get back to you before the end of today. 

Is there something else you feel you should add to this message? Write your optimum guidance message 
here and refer to this script when you change your daily outgoing greeting. 
 _____________________________________________________________________________  
 _____________________________________________________________________________  
 _____________________________________________________________________________  
 _____________________________________________________________________________  
 _____________________________________________________________________________  
 _____________________________________________________________________________  
 _____________________________________________________________________________  
 _____________________________________________________________________________  
 _____________________________________________________________________________  
 _____________________________________________________________________________  

The secret to a successful voicemail greeting is to schedule time to fulfill your promises and actually call 
your callers back. If you promise a two-hour turnaround, or callbacks at set times of the day, be sure to 
schedule these into your calendar and stick to them! You’ll win converts and fans very quickly! 
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Thank You! 

I hope you have found it useful. Comments, suggestions, and corrections are always welcome. You can 
reach me via my Contact form. 
Other Resources 

Follow me on Twitter at https://twitter.com/stevenprentice 

Subscribe to our monthly newsletter here. 

https://steveprentice.com/contact
https://twitter.com/stevenprentice

