
Personal Fact Sheet

All information is confidential and treated appropriately

Full name __
Name you prefer to be called __
Home mailing address
 __
 __
Home Phone 
__
Work Phone 
__
Mobile Phone 
__
Fax Number 
__
Home email 
__
Work email 
__
Which is your preferred method of contact? __
Occupation (what you do to earn a living) __
Employer Name
__
Employer Address
__
__
__
Date of birth
__

Marital Status 
__
Significant Other’s Name __
Wedding/Anniversary Date __
Names of children and ages:

__
__
__
Pets (e.g. Dog, Fido) __
3 Goals Worksheet

Identify 3 key areas that you want held as your MAIN focus during your coaching experience.  For each focus area, provide a simple statement AND a description of measurable results you can use to establish that you’ve achieved your goal in that area.  

See page next page for Instructions and Examples and guidelines on creating powerful, positive, goal statements.

Goal statement 1: __
I will know I am being successful when:  __
Goal statement 2: __
I will know I am being successful when:  __
Goal statement 3: __
I will know I am being successful when:  __
3 Goals Worksheet: Guidelines to create Powerful Goals:  

Notice the language you use to craft your goal – HOW it is written can impact its effectiveness.  Write in First Person (I…), Present tense (as tho’ it is already happening), and Positive Voice (“going toward”, versus “going away from” goals)**.  Use Descriptive Detail to envision what you will be doing/how you’ll be acting when you achieve the goal; define Measurable (observable) results.  

EXAMPLES: (numerous examples are shown – yours need not be this long ()

Goal statement:_ I FEEL PRODUCTIVE AT WORK  <this is the Main focus area> ______

I will know I am being successful when:  _ I have a system to follow up calls & letters; I’m on time for appointments; I get all tasks accomplished; I rarely feel overwhelmed; I respond to emails within 24 hours and keep my Inbox current; I have a realistic goal for new business and increased income.  <this is the description of specific, measurable results> 

Goal statement:_ I CONTRIBUTE FULLY IN MEETINGS I ATTEND___________

I will know I am being successful when:  _ I leave meetings with no regrets regarding a point I wanted to make; I speak up in discussions without having to be invited first; I offer my input even when I’m not sure it’s the “perfect” thing to say; I ask questions of others during meetings; I occasionally challenge the prevailing opinion if I am uncomfortable with the direction of discussion; I receive positive feedback from others regarding the value I add during meetings.   

Goal statement:_ I TAKE CARE OF MY BODY _______________________

I will know I am being successful when:  __I go to the gym or take a 30 minute walk at least three times weekly; I put only healthy foods into my body; I do not use food to make myself feel better; I get a minimum of 6.5 hours of sleep every night; I drink no more than two cups of coffee each day, and no sodas; I wear only comfortable shoes and throw away old uncomfortable pairs; at restaurants, I eat until I am satisfied and do not feel compelled to “clean my plate” of enormous portions. 

Goal statement:_ I DEVELOP MY STAFF EFFECTIVELY _____________

I will know I am being successful when:  _ I ask questions to understand how someone is thinking before I give them an answer; I share my rationale when making decisions so team members understand the ‘why’ and can more easily make those decisions themselves; I delegate projects that are important to me, not just the ones I don’t want; I offer everyone on my staff at least one piece of feedback every week; I spend at least one hour on the floor every day. ________

** If your main goal statement includes words like ‘stop’ ‘lose’ ‘cease’ ‘not’, etc, your focus is on what you are leaving.  Focus instead on the destination
Final Questions


Please complete your Goals Worksheet PRIOR to working on these Final questions. Your responses here will provide us a shared context for your coaching. Return your responses with your Coaching Agreement and Goals. 

1a.  What do you care about?
__
2. What do you care about that’s keeping you up at night?

__
3. Where are your major points of dissatisfaction? 

__
For #4, refer to your Goals Worksheet
4. How will achieving those goals take care of what you care about? 

__
This last question set will help me understand the somatic, or physical context in which we will be coaching – your body!
5. Tell me about your Eating habits and patterns. 

__
6. How much sleep do you typically get, and of what quality?
__
7. What are your rituals and practices around exercise and care of your body? 

__
“What is Coaching?  It is creating a space where people have no choice but to blossom”


Julio Ollala, founder and president, The Newfield Network








~~~~~

Welcome pack, Word version of forms.  Complete highlighted fields: __
Print and mail or submit electronically to Jim@TheExecutiveHappinessCoach.com

