
TODAY’s HOT SHEET
(Use this tool to stay focused and accountable to yourself and others).

Date/ Time/ Activity

One thing to see, feel or take away from this activity that will make my time being here worth while…
1) .

Any why that is important to me today is? 


Three practical action items I can/will use beginning today that will improve my relationships, work or life…
1) .
2) .
3) .


Questions that come to mind during the presentation/event? 
· .
· .
· .

NOTES



Resources that I may want to remember…





For additional information or questions contact Keith Kosierowski 
Productivity Coach and Mental Health Counselor.
Cell 978-239-2193 EST keithkos1@gmail.com
For individuals, families or teams seeking to increase productivity and peace of mind at home school and work.




SWOT Analysis:
A flexible powerful tool for evaluating simple to complex situations and creating plans.  For individuals groups or families.
How use? Imagine a situation to be assessed and identify the 4 SWOT items. 
TIP: For best results collaborate with others and too write out your collected info.  
Sample uses: plan a weekend getaway, outline a new work project, develop a study routine, strategize increased productivity during unusual times. 

-TOPIC:_    ___________________
		
	STRENGTHS
(List key skills, knowledge, experiences, resources that add value).
	WEAKNESSES
(List key lacking skills, knowledge, experiences, resources that reduce value).

	OPPORTUNITIES 
(List key proven and or creative imaginable solutions for achieving a goal).  
	THREATS
(Key foreseeable obstacles that could derail a project unless managed in advance).



For added information or questions contact Keith Kosierowski Productivity Coach and Mental Health Counselor.
Cell 978-239-2193 EST keithkos1@gmail.com
For increased productivity and peace of mind at home school and work.

SWOT Analysis:  Case 1
A flexible powerful tool for evaluating simple to complex situations and creating strategic plans. 
For individuals groups or families.   Sample uses: plan a weekend getaway, outline a new work project, develop a study routine, strategize increased productivity during unusual times. 

What are other OPPORTUNITIES this family could try? 

TOPIC:  How to increase productivity while working from home during unusual times? 
		
	STRENGTHS
(List key situational skills, knowledge, experiences, resources that add value)

Flex work hours and responsibilities 
Lots of family time
Supervisor is open minded to my family needs
7-12pm high productivity time
Plenty of room in house
Responsive school system
Neighborhood families very supportive
Xbox and Ipads are available


	WEAKNESSES
(List key lacking skills, knowledge, experiences, resources that reduce value)

Low recent productivity
Home office space is dark and uncomfortable
My anxiety is high. Fatigue  
Disruptions by kids and spouse
Lack of work clarity
Poor sleep quality
 





	OPPORTUNITIES 
(List key proven and or creative imaginable solutions for achieving a goal).  

Move work space to windowed office space
Invest in better office furniture
Avoid distractions 
Manage expectations with family 
 Focus on AM time for essential tasks
Socialize regularly 

?
….






	THREATS
(Key foreseeable obstacles that could derail a project unless managed in advance).

Without better work production may lose job
Supervisor may say can’t work from home
Missed deadlines
Lack of sleep
Anxiety Fatigue 
Conflicts with family 









Keith Kosierowski.  Simpleprocessesinc.com.   
Productivity and peace of mind at home school or work.

