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The HOLD Worksheet
01  /  SEE WHAT YOU ARE CARRYING

List what you did this week before deciding what should stay with you.

Include tasks, meetings, decisions, follow-up and work that keeps repeating.

YOUR WEEKLY LIST

No organizing yet. Get it out of your head and onto the page.
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NOTICE THE PATTERN

What created value? What drained time or energy?

What repeated? What can I stop carrying?
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Sort what stays
02  /  MAKE A DECISION

Sort your weekly list. Decide what stays with you, improves, transfers or ends.

H HOLD IT

This still deserves me.

NEXT STEP  /  PROTECT

O OPTIMIZE IT

Keep it. Improve how it gets done.

NEXT STEP  /  IMPROVE

L LET GO

Someone else can own this.

NEXT STEP  /  TRANSFER

D DELETE IT

This does not need to continue.

NEXT STEP  /  RELEASE

Choose one next step and put it on next week’s calendar.



