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	Tips  

This template provides a thinking and documentation process to help you build and maintain your Life Plan. While this template stands on its own, it is based on the design chapters of the book Life Plans.
· This is your confidential plan so adapt it to your unique life circumstances.

· The input data provided is an example only and uses a 50 year old professional, married with 2 children, and one grandchild. 
· You should overwrite the text or enhance this template by adding or removing sections in response to your own personal needs.
· To affirm the personal nature of this tool it is designed to be filled in the first person future tense. It is your message to yourself. 

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

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

· Keep your plan simple and brief so it is easy to update and maintain.

· For clarity and ease of update use simple short sentences in bullet form.

· Commitments are most often kept when you share them with someone you trust. A friend or a good coach can enhance your objectivity and focus.

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

· The planning time horizon depends on your stage in life. We recommend you consider two, three or five years as a reasonable planning horizon.


Start With the End in Mind

	LIFE PLAN FOR
	Kam Kan
	Last update
	January, 10, 20XX


	Think ahead to a reasonable point in the future; say 2 to 5 years out. Picture your funeral party. This is a time to celebrate a life well lived.
· WHO are the individuals you wish to give tribute to the life you have lived?

· WHY are they important to you? Those you listed to give you tribute are people who have impacted your life and/or you desired to invest into their lives.

· WHAT do you wish they would say?  What adjectives will they use to describe you? By what actions do you wish they will remember you? 


	Life Planning Horizon
	My plan life horizon is 5 years. At that point I will be 55 years old. Should my life come to an end at that time, the following is what I wish for my life tribute:


	Who
	Why
	What

	God
	He created me. I tried to live life with eternity’s values in view. 
	Teachable, obedient. A good steward of talent and relationships  

	Spouse
	She is my life partner; she shared my every commitment and life goals.
	Provider, encouraging, supportive, honoring. I can always depend on him. 

	Children
	They are my legacy and my very high responsibility.
	Consistent, godly, enjoyable, available. A good role model 

	Family
	They were the first to know me and loved me.
	Wise, available, resourceful. He helped us in many ways. 


	Friends
	No man is an island. I need enjoyable, reciprocal friendships. 
	Loyal, faithful, wise. We can always trust him.

	Work Contacts
	Evidence of the stewardship of my talents with expected personal rewards.
	High integrity, fair, wise, resourceful. A model business man. 

	Service contacts 
	Evidence of the stewardship of my talents with NO expected rewards.
	Godly, committed, trustworthy, available. He delivers on what he commits. 


Confirm Your Foundations

	A well planned house always rests on a good foundation. The quality of your life plan rests on:

· A clearly stated life purpose and mission statement

· Unwavering commitments to core values
· Clear communication of your personal strengths
· Leveraging your historical roles and achievements
· Focusing on your important relationships
Take time to articulate your foundations in a manner that help you can focus on them and communicate them to others


PURPOSE: Please complete the following sentence:

I believe that my life purpose is: 

· “To live in full harmony with the plan of God for His creation.”

· My mission statement is: “To know and worship God, so that my life may reflect His character and have a maximum impact for good.”

CORE VALUES: If asked about your top core values what would you say? 

In order of priority, my top core value statements are: 

· Integrity, to live life with nothing to hide and be a model to others 

· Faithfulness, to be a good steward for all that I have been given

· Peace, to live in full harmony with God, man, and nature

STRENGTH:  What are the top five character attributes or strengths?
 “I AM Disciplined, Articulate, Creative, Persistent, and Committed.”

RELATED SKILLS:  What are the most important skills that you have developed that build on your strengths? 

The skills I developed to build on my strengths are:

	Strength
	Related Skills

	Disciplined
	Implementing decisions, process oriented  

	Articulate
	Public speaking, writing, listening, negotiating  

	Creative
	Initiating new ideas 

	Persistent
	Developing strategies and processes, 

	Committed
	Empathetic, delegating, collaborating, partnering 


ACHIEVEMENTS: What are the top most important achievements that most leveraged your strength and skills and you wish you could replicate in your future planning? 

My top achievements are:

· Developed a new healthcare business that touched the life of many in remote areas of the country

· Trained and/or coached several people 

· Led several high-value projects

· Wrote two books with my life partner 

· Traveled and visited many parts of the world
RELATIONSHIPS: List your present relationships as Important People 

(I), Teachable People (T), and Draining People (D). Also indicate the reasons why I consider them so.

The important relationships that I wish to highly consider in my plan are:

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

 I, T or D

	I
	Wife
	She is my life partner and best friend.

	I
	Children
	They are my heritage. 

	T
	Clients 
	They are the sources of business fulfillment.

	I
	Business Colleagues
	I cannot fulfill my business commitments without their support.

	D
	Boss
	He is often negative and does not provide positive feedback.

	D
	Extended Family
	Some are aging and they need me to care for them. While this is a good responsibility, I need to set boundaries. 


Write Your Action Plan

	How do you want to live? As you considered and defined your foundations you will leverage them to build your life plan. Your life action plan paints a clear picture of how your life is going forward. 

In a well-built house each room has a well-planned and unique function. At the same time, its value is enhanced when it leverages the value and functions of other areas in the same house. The same applies to the various parts of your life. In your action plan, for every part of your life, you will:

· State the purpose of this area in your life. Explain the reason WHY this system is critical to your core values.

· Write clear objectives. Objectives are statements of faith reflecting what you would like to see in a reasonable future state and point in time. These are a reflection of your vision for your life.

· Describe the present state. As candidly as possible list the deficiencies or deficits that you do not like in your present state or relationships. This will help you see the gap and the changes you would like to make and how to reflect these changes in your life plan and commitments.

· Be and Do Commitments reflect how you can realize your objectives. Here you list what you want to be or the character qualities that you wish to leverage and/or demonstrate. What you expect to do is the evidence of what you wish to be. While this reflects your commitments this does not have to be very specific.  It only serves to help you develop quarterly SMART goals. We encourage you to develop quarterly SMART goals during your Quarterly Maintenance and Review Plan.


Spiritual Vitality

Purpose Statement

· I live to love and worship God so that my life may reflect His character. My vision is to bring maximum impact for good wherever He places me.

Envisioned Future (Objectives)

· Restore the vitality of my relationship with God 

· Look forward to my time alone with Him as well as corporate worship

· Hear his voice say, “Well done.”

Current State

· My prayer time is dry. Inconsistent and void of anticipation. I tend to be easily distracted. 

Be and Do 

I will 

	Be: Adjectives
	Do:  Evidence what I want to be

	Disciplined 
	Maintain a longer, regularly scheduled time alone in prayer and reading God’s word 

	Accountable
	Develop a strong accountability relationship   

	Teachable
	Read biographies of godly people


    Physical Fitness

Purpose Statement

My body is a resource to help me fulfill my life purpose. It is my responsibility to care for and develop my body as long as I live.

Envisioned Future (Objectives)

· Be pain free and sleep well 

· Feel agile and have lots of energy to keep up with my grandchildren
Current Reality

· I have neck pain and often feel tired and breathless.

Be and Do 

· I will 

	Be: Adjectives
	Do: Evidence what I want to be

	Healthy
	Actively increase my exercise program 

	Free of Pain
	Seek physiotherapy for my neck pain   


Mental Agility 

Purpose Statement

· “As the man thinks so he is.” The mind and how I think drives how I feel. I have to guard my mind and develop it.

Envisioned Future, (Objectives)

· Read at least one book a month

· Anticipate and look for good discussions 

· Broaden my scope of interest by learning new things

Current Reality

· I am not intentional on developing my mind.

· My learning is focused only on work and finances.

Be and Do 

I will

	Be: Adjectives
	Do: Evidence what I want to be

	Joyful 
	Find a new hobby 

	Teachable
	Read at least one book a month  

	Refreshed 
	Take 4 weeks of holiday a year and visit new places when possible 


    Emotional Strength, Spouse

Purpose Statement

· My spouse is my life partner and the greatest gift I have in this life.

Envisioned Future (Objectives)

· Continue to be energized by our relationship

· Anticipate exciting days with our changing life together
Current Reality

· We often take each other for granted.

· It is easy to fall into the trap of routine and the rut of life. 

Be and Do 

· I will 

	Be: Adjectives
	Do: Evidence what I want to be

	Faithful
	To support our joint faith by praying together and reflect my unwavering commitment to our common values 

	Supportive
	Encourage her personal and professional development  

	Caring 
	Show appreciation for her work and effort


    Emotional Strength, Family

Purpose Statement

· Reflect the image of our Heavenly Father to my children and grandchildren

· Honor the aging members of my family

Envisioned Future (Objectives)

· Have more fun

· Be a role model to my grandchildren

· Act as a caregiver to aging family members. Offer help; do not wait to be asked 

Current Reality

· These relationships are a duty, void of fun.

· With aging people, I do not initiate offers to help.

Be and Do 

· To my children and grandchildren I will:

	Be: Adjectives
	Do: Evidence what I want to be

	Enjoyable 
	Think of ways to have fun once a month. (Spend money to do so.)

	Complimenting 
	Be generous by giving compliments. (Send note once a month)

	Available 
	Be a listener and do not offer advice or instructions


· To my extended family members I will:

	Be: Adjectives
	Do: Evidence what I want to be

	Available 
	Within reasonable limits offer to do acts of service

	Understanding 
	Learn more about how to care for the aging


    Emotional Strength, Friends

Purpose Statement

· No man is an island 

· Envisioned future (objectives)

· Have 3 male friends that I enjoy. Have one couple that my spouse and I enjoy 

Current Reality

· All my male contacts are either business or service related, little fun

· My spouse has her own set of friends and enjoys them.
· Be and Do 

· I will

	Be: Adjectives
	Do: Evidence what I want to be

	Available 
	Be intentional in seeking friendship 

	Generous 
	Offering time and resources to enrich reciprocal relationships 


    Career Development

Purpose Statement 

· Life is a stewardship. Retirement to an idle state is not an option. As long as I have life I have a career

· Experience is an asset that must be wisely used

Envisioned Future (Objectives)

· Change my present roles to leverage more of my strength and skill 

· Reduce my work hours to have more family time and community service

Current Reality

· I work 62 hours a week, plus commuting time.
· I feel that I waste a lot of time on things better done by others.
· I am not growing or challenged. I am not appreciated for what I can do.
Be and Do 

· I will: 

	Be: Adjectives
	Do: Evidence what I want to be

	Proactive
	Take a course that enhances my skills and knowledge towards a different career or role

	Connected 
	Invest more time networking within and outside my present organization

Create an achievement based résumé 

	Available 
	Be available to take on new projects or challenges by reducing time spent in administration


    Financial Stability

Purpose Statement

· Our finances are a trust from God to enjoy and share

Envisioned Future (Objectives)

· Increase our family budget by 4% annually

· Increase budget to be able to take more holidays with my spouse

· Increase income by seeking new role or career where I deliver higher value

Current Reality

· Where does the money go?? We do not record expenses as regularly as we should; as a result things get missed. 

· I have not had an income increase in 3 years.
· I am at a life stage of highest earning potential. This worries me.

· We cannot keep up with our friends spending habits. 

Be and Do 

· I will:

	Be: Adjectives
	Do: Evidence what I want to be

	Disciplined
	Discuss with spouse and create new budget and savings plan

	Available 
	Indicate to my boss my interest in new challenging, higher paying roles.


    Investment Prudence

Purpose Statement

· Planning for uncertainty is a personal responsibility. Foreseeing future opportunities is a privilege I cannot ignore. 

Envisioned Future (Objectives)

· Plan a 4 week anniversary holiday in Europe 

· Help grandchildren with an educational savings plan

· Have retirement income of 80% of present spending level to age 95

Current Reality

· We have nothing saved for our European holiday.
· The stock market collapse has diminished our retirement savings. We need to increase our savings to compensate for this. 

· I have been disappointed in financial advisors in the past and do not have one at present. 
Be and Do 

· I will:

	Be: Adjectives
	Do: Evidence what I want to be

	Disciplined
	Discuss with spouse and create new budget and savings plan

	Proactive
	Read 2 books on investments and attend 3 seminars

Research financial advisors for possible help


    Service Generosity 

Purpose Statement

· I am among the most fortunate in our community. I have a responsibility to give back and help those less fortunate. 

Envisioned Future (Objectives)
· Support younger people who have moved into our community

· Engage with an organized political party to lend my voice and bring about healthy change
Current Reality

· I am too self-centered and have been that way for a long time.

· I use my busy work life as a poor excuse for being uninvolved.
· I waste a lot of time.
Be and Do 

· I will:

	Be: Adjectives
	Do: Evidence what I want to be

	Available 
	Connect with local political and social service organizations and offer my service 

	Supportive
	Invite younger couples in our community to dinner and offer to help 


Commit to a Maintenance Plan

	Like any good system, unless maintained, your life plan will deteriorate and become a guilt-inducing liability rather than the asset you intended it to be. Commit to regularly scheduled maintenance and mark adequate time in your calendar. Commit to:

Weekly:

· Review your previous week 

· Fulfill and update your commitment plan 

· Perform your batch processing, and time blocking

Quarterly 

· Read your life plan

· Record your achievements 

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

· Recalibrate your life to ensure harmony with your life plan

Annually

· Review, to study your life plan 


     Weekly Maintenance Review plan 

My weekly review time will be every Sunday 8:00 – 10:00 PM. During this time I will:

1. Ensure that I am not to be interrupted during this very important meeting with myself

2. Relax; drink a cup of tea or whatever makes me feel comfortable
3. Refresh my memory by reading through my core values and mission statement

4. Place my coming weekly big rocks in my weekly planning time sheet

5. Guesstimate what percentage of my coming week I wish to allocate to the various parts of my life (personal, family, and work in all its parts).

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

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

b. File what I should in my roles-based filing system
c. Act on any that issue that I can finish in five minutes or less
d. Diarize in my calendar any new commitments that I must act on that are likely to take more than five minutes. I will record this as an appointment with myself or as an item to do in my task lists. This is the way I fill the spaces in my batch processing time. 

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

8. Re-examine my commitments for the next week; communicate to confirm or adjust as may be appropriate by phone or e-mail
The following diagram illustrates a simple time budgeting or planning tool.  This can be a simple color coded table or excel workbook to help you preplan blocks of time for the various aspects of your life during your weekly planning and review process. You can access a sample at http://integrity-plus.com/SM/Notes/Week-Planner.xls 


[image: image1]
     Quarterly Maintenance Review plan 

My Quarterly Review time will be the first Saturday of every April, July and October (8:00AM – 12:00 PM). During this time I will:

MY FIRST TWO HOURS

1. Relax; drink a cup of tea or whatever makes me feel comfortable
2. Refresh my memory by reading through my entire life plan 

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

4. Note minor adjustments that I wish to make but avoid the temptation to make significant changes to my life plan

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

6. Update my bank accounts, pay bills, and review my cash flow in comparison to my budget (I’ll do this monthly as well.)

7. Review my investments portfolio to ensure that it is compatible with my asset mix allocation. If needed, diarize a time to consult with my advisor and/or make appropriate changes
8. Examine the future big rocks such as special events and commitments Place them in my quarterly/annual big rocks planner 

9. Create a quarterly goals list
10. Read my Be and Do lists
11. Take one or at the most two items from each of my effective life models and convert them into SMART goals. Note that my goals will be reflected in my time commitments and activities 

12. Reaffirm my quarterly review appointment and place it as a big rock in my calendar
MY SECOND TWO HOURS

13. Perform my weekly maintenance plan

The following diagram illustrates a simple queerly and annual time budgeting or planning tool.  Like the weekly tool this time budgeting table reflects longer planning horizons. 
You can access a sample at http://integrity-plus.com/SM/Notes/Yearly-Planner.xls 
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    Annual Maintenance Review plan 

My Annual Review will be December 30th of every year (8:00 AM – 4:00 PM). During this time I will:

1. Go somewhere where I can be totally relaxed and be uninterrupted
IN THE FIRST HALF DAY

2. Relax; drink a cup of tea or whatever makes me feel comfortable
3. Carefully read through my entire life plan referring to any notes I have collected during my quarterly review

4. Note my successes and the good I have accomplished in relationship to the various areas of my life during the past year. Be generous with myself and record even small victories
5. Record lessons learned from both success and disappointments 

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

Take a short break
7. Update my life plan and diarize activities to inform my important people of the changes I am making
8. Examine my future big rocks such as special events and commitments. Place them in my quarterly/annual big rocks planner 

9. Pay special attention to my finances 

10. Update my bank accounts, pay all my bills, and review my cash flow and spending in comparison to my budget
11. Update my budget to reflect any changes in my life
12. Review my investments portfolio to ensure that it is compatible with my asset mix allocation. If needed, diarize a time to consult with my advisor and/or make appropriate changes
13. Plan my next review point and place it as a big rock in my calendar 

IN THE SECOND HALF DAY

14. Perform my Quarterly Maintenance Plan
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