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Fast Forward Program

Power Principle 2: Plan the Work & Work the Plan
Create a 90-Day Action Plan to make your Bold Vision a reality. Identify reactive habits that thwart 
your progress; adopt intentional habits that fuel your focus and productivity. (Two Workshops)
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Power Principle 3: Choose a New Perspective
Transform negative stories that hold you back into empowering narratives that propel you forward. 

Power Principle 4: Make Every Meeting Matter

 

Power Principle 5: Fuel a Coaching Culture
 

Coaching Questions to leave people empowered and in action. 

Fast Forward in Action
 

Keep momentum with your buddy and cohort.

Power Principle 1: Declare a Bold Vision and Share It
Fast Forward one year from today — what does success look like? 

 
Challenge limiting beliefs and expand what you see as possible. (Three Workshops)



Program Intentions
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VISION

Throw your hat over the wall so you have 
no choice but to follow it.

Declare a %ROG�9LVLRQ�DQG�6KDUH�,W1
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What is notable about JFK’s language and delivery?

RESEARCH
We do not use the word “declare” because we do not like to fail! Humans will do more to avoid a failure 
than to acquire an equal gain. We will do more to avoid losing $100 than we will to earn $100.
Source: Nobel Prize winning psychologist Daniel Kahneman. An analysis of decision under risk. Econometrica, 1979. 
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Where have you thrown your hat over the wall and committed to something that’s important to you but 
you don’t know how to do it or could fail?

Throw your hat over the wall so you have no choice 
but to follow it.
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People's actions are directly correlated to the 
future they see as possible.
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What limiting belief do you have about yourself, 
other people or the circumstances?

Limiting Beliefs

About Yourself
› I’m going to get found out
› I’m not good with conflict
› It’s hard for me to focus/I get distracted
› I am not comfortable with large groups
› I am not a strong storyteller/presenter
› I have to respond immediately
› I’m not smart enough... funny... creative... strategic...
› I’m a bad parent... son/daughter... friend... sibling...
› I have no discipline
› I am bad with details... disorganized
› I'm not good at setting boundaries

About Others
› I can’t count on people/it’s easier to do it myself
› People are selfish
› My manager doesn’t appreciate me
› That team has no urgency

About the Circumstances
› It’s hard to be healthy with my job/travel
› It’s tough to succeed at both a career and personal life
› Moving up at my company requires sacrifice
› That would never work here
› There are not enough hours in the day
› It’s very political here
› Failing looks bad

POWER PRINCIPLE #�

Declare a %ROG�9LVLRQ�DQG�
6KDUH�,W

CONSIDER

We are often dragging 
these beliefs from the past 
around with us like a 
suitcase – into the present 
and future. They keep us 
playing small and limit what 
we see as possible.

EXAMPLES
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What is your limiting belief?1

How does it limit you? What is the cost of having this belief?
Ex: productivity/results, peace, relationships, confidence, optimism2

Fast Forward one year from today — you do not believe this anymore. What would 
be possible?3

RESEARCH
Our minds have a well-documented negativity bias. Our brains are like Teflon for the good 
— it tends to bounce right off — and Velcro for the bad — it sticks. Evolutionary theorists  
say this bias evolved from our ancestors’ need to spot threats and remember dangers.  
It’s our body’s way of keeping us safe, however, it does not help us thrive. 
Source: Neuropsychologist Rick Hanson, Hardwiring Happiness. 2013. 

Limiting Beliefs
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Bold Vision Exercise

› What about this
outcome is important
to you?

› What is uncomfortable
about this outcome?

› How will we know
this has happened/is
happening?

COACHING QUESTIONS

What are you known for? 
Ex: I am known as a results-driven manager who cares about people, 
I’m known for being present and patient, I’m known to be positive. 

1

What were your professional outcomes (business, career, 
network)? Use key metrics where relevant.  
Ex: I hit 105% of my quota and feel proud, We grew customer sentiment 
by 5%, I was promoted to VP, I expanded my professional network by 
forging relationships with 2 mentors & 3 new industry contacts.

2

Describe the culture of your team/company. 
Ex: People feel it’s safe to make mistakes and fail, Diverse perspectives are 
encouraged, We give each other straight feedback and assume positive 
intent, We reflect on wins in our weekly meetings and 1:1s. 

3

Fast Forward one year from today — what 
does extraordinary success look like?

POWER PRINCIPLE #�

Declare a %ROG�9LVLRQ�
DQG�6KDUH�,W

KEY TOOL

VISION T,PS

› Be bold. Get comfortable
being uncomfortable!

› Write as if it’s already
happened — past and
present vs. future tense.

› You do NOT need to
know HOW to get there.

› Be specific vs. vague.

› Use metrics where
relevant.

› Define “more”, “better”,
“improved” — paint a
picture.
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How did you grow and improve?
Ex: I’m delegating tasks at work and at home, I make decisions without second guessing myself, I am resilient 
and bounce back quickly from setbacks. 

4

What were your personal outcomes?
Ex: My finances are organized and I feel secure, I feel healthy and sleep 7-8 hours per night, I restarted a 
meaningful hobby and am practicing weekly..

5

6 What is your outlook on life?
Ex: I am grateful, The best is yet to come, I am fearless, Each day I appreciate what’s working in my life.

7 Describe the quality of important relationships. 
Ex: I have a productive working relationship with my manager/colleague, I am in a loving relationship, I’m 
close with my brother, I feel proud of where I am in life.

Fast Forward one year from today — what does extraordinary success 
look like?
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Your Bold Vision
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Your Bold Vision
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Your Bold Vision
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RESEARCH
More than 70% of people who wrote down their goal and held check-ins with an accountability partner 
reported success, compared to 35% of those who did not write down or share their goal.
Source: Dr. Gail Matthews, Clinical Psychologist from Dominican University of California 

› Keep it on your phone/laptop where you can easily access it

› Share with your partner, manager/team and other people who are important
to you

› Read monthly — this is your north star

› Track progress/gaps quarterly

› Refine as needed/update annually

Using Your Vision

Share Your Vision with Your Partner

› Read your vision to your partner, even if it’s not 100% complete.

› Skip any disclaimers (e.g. “I know this isn’t done but...” or “This is never going
to happen...” or “I tried this before and it didn’t work...”) Just read it!

› Read your vision slowly and omit anything you don’t feel comfortable sharing.

Listening to Your Partner’s Vision

› Your job is to listen and have your partner feel heard.

› Resist the urge to interrupt, make it about you or coach (even if you have great
ideas for your partner. You can offer them later!

› When your partner is finished sharing their vision, answer the questions on the
following page together.
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What was it like to share your vision with your partner?1

What outcome in your vision is most uncomfortable/unpredictable?2

What outcome in your partner’s vision is most uncomfortable/
unpredictable? Write it down so you can support them in the future.3

Sharing Your Visions – Debrief
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ASK FOR INPUT

Professional (Manager/Team) 
› Do you feel I have covered the key priorities?

› Anything else on the business I should add?

› Here is how you can support me/hold me
accountable...

› Here is what I need from you to be successful...
Make requests/recommendations to help you
achieve your Vision.

3
Sharing Your Fast Forward Vision

GIVE CONTEXT

› I recently participated in a program called
Fast Forward. Fast Forward gave us a regimen 
to drive success in both work and life. 

› Share what was most meaningful. What did
you find valuable/actionable? What do you
intend to start/stop/practice?

› One of the most important and inspiring
parts of Fast Forward is writing a Vision for
the year ahead as if it’s already happened.
This exercise pushed me to think big and
focus on what is really important at work
and in all areas of my life.

› I am sharing my Vision with you and would
appreciate your feedback and input. 

1

Personal (Family/Friends)
› Here is how I’d like you to hold me accountable/

support me. Will you do this?

› Do you have any requests or recommendations
for our relationship?

READ YOUR VISION

› Read it slowly, no disclaimers. Omit anything
you don’t feel comfortable sharing.

2
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Giving Vision Feedback

Your feedback will focus on the professional areas: 

Discussion Topics
› BUSINESS:  Are they playing big enough? What outcomes are “uncomfortable”?
› PERSONAL: Where and how can I support you? Some people may have specific requests -

or come back with some. Some people may not want support.

Business Outcomes 
Are you aligned on their most important outcomes? 
Are the outcomes specific and measurable? 

What are you known for? 
Make sure they include their key strengths and the things they aspire to be 
consistently (eg: patient, calm, assertive, confident, present, empathetic,  
optimistic, positive...)

Career Development 
How did they grow and improve in their role?  
If they include promotion/raise, discuss realistic plan/timeline. 

Describe the quality of key professional relationships 
Were they specific with internal and external stakeholders and what improved 
or changed? Make sure they identify two or three relationships. 
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Commitments and Insights
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PLANNING

Without a plan you are lost in the woods 
with no compass...you are a very busy  
person with a to-do list.

Plan the Work and Work the Plan2
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Everything changed the day I realized I have exactly enough time 
for what’s important to me.

2

2

3

3

1

1

OUTCOME ACTIONS/HABITS TIMING/BY WHEN

1

2

3

90 Day Action Plan
Tackle � bold and uncomfortable outcomes from your vision. Once you have completed an action or 
created a new habit, update your plan.
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90 Day Action Plan: Coaching & Pitfalls

BEFORE AFTER

Every week I’m having 1:1s with my team.

I have better work/life balance.

The team uses our time efficiently 
and we’re more productive.

Start exercising.

Develop our annual business plan.

Next month

My weekly 1:1s leave people  
feeling empowered and in action.

I am placing importance on family time by 
having dinner with my family 3 nights a 
week and ending the workday by 6:30.

We effectively manage our team’s 
digital pipeline, resulting in 15% 

time savings per week.

Research classes and identify one yoga 
class that fits my schedule.

Set up meeting with my team to align 
on key business metrics.

Start May 1 and check in weekly

OUTCOMES:

ACTIONS:

TIMING:
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Sample 90 Day Action Plan

OUTCOME ACTIONS/HABITS TIMING

I am in control of my calendar and 
have 6 hours weekly to think and 
strategically plan.  

Weekly meeting audit. Start July 1

Insert daily “no interruption” time into my day and stick to it 
Ō� Eook in my calendar. July 15

Request agenda for every meeting to determine my role. Start July 15

I grew my top 5 accounts by 30%. 
I feel proud to be a valued and 
trusted partner to my clients.

Optimize my 1:1’s with my manager and leave each week with 
clear next steps for growing 1 account.

Start July 15; 
On-going

Secure meetings with Product and Marketing to get new 
ideas and competitive benchmarking. August 10

Schedule 1 meeting with a key stakeholder on each account; 
craft strong recommendation for each meeting. August 30

I expanded my professional 
network by forging relationships 
with 2 mentors and 3 new 
industry contacts.

Create outline of strengths, skills and career ambitions two 
years from today. July 30

Schedule meeting with my HRBP to discuss my career and 
ask for their feedback and advocacy. July 30

Brainstorm a list of 6 industry contacts to connect with. August 30

We have a culture where people 
feel appreciated and safe to try 
new things and innvoate.

Recommend that in every team meeting, we acknowledge 
2-3 people doing something innovative, interesting or risky. July 1

Share my Vision with my team. July 15

Ask my team for ideas on other ways to champion a culture 
where we root for each other’s success.

Start July 1; 
Monthly

I feel confident and am 
contributing meaningful value to 
our team.

Prepare for weekly team meetings and share at least 1x in 
every call.

Start July 1; 
On-going

Journal 3 things I did well at work every day Monday-Friday. Start July 1

Put up post-it at my desk with my new story: “I am smart and 
have a lot to contribute.” July 30

My partner knows they are the 
top priority in my life. We have 
dedicated time together. I am 
attentive and caring. We laugh 
daily and enjoy doing fun things 
together. 

I am present and listening in our daily conversations. On-going

Plan date night every other week with each date night being 
a new activity.

1st & 15th of 
every month

Plan short trip without the kids to celebrate our anniversary. August 30

I feel energetic and look amazing. 
I live healthily every day and have 
lost 10 pounds. I am proud. 

 Download Headspace and try it for one week. July 1

Exercise at least 3 times a week. Start July 15

Schedule meeting with nutritionist. July 30
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POWER PRINCIPLE #�

Plan the :RUN�DQG�
:RUN�WKH�3ODQ

Choose 1 area in your life where you are being reactive. 
What is your reactive behavior/pattern? 
Ex: Email: I check my email constantly and respond to everything 
right away. 

1

What is the cost of this behavior/pattern to you?  
Ex: Being present, relationships, feeling calm, quality of work.  2

What are 2-3 new practices you can take on to be 
intentional in this area? Be specific and name the frequency. 
Ex: Schedule time to check and respond to email at 2 hour intervals, 
Block 3 mornings per week for strategic thinking and
writing, Stay off email weeknights from 7-9pm and weekends.

3
BREAKOUT ROOM ACTIVITY

Reactive vs. Intentional Behaviors
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Are you being reactive or intentional?

Guilt Meetings Tech/Screens 

Email Other people’s expectations 

Other people’s agendas “Shoulds” 

Clients My manager Conflict 

Partner/Spouse Time Multi-tasking 

Health CleaningFood/Drink

Social Media Kids’/Family schedules

Money
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RESEARCH
It takes an average of 66 days before a new behavior becomes a habit. Persistence is key — when people miss 
a day here or there, they are still able to form the new habit if they overcome their setbacks.
Source: British health psychologist Philippa Lally, study published in European Journal of Social Psychology. 2010. 

› Keep it on your laptop/in your Vision document

› Review weekly

› Track progress/setbacks. (Use during Buddy meetings for
accountability)

› Refine and update outcomes/actions/habits as needed

Using Your 90 Day Action Plan

Complete Your 90 Day Action Plan
› Choose 3 important and uncomfortable/unpredictable outcomes from your

vision to put into your plan. Your plan will help you get clarity on how to
accomplish the outcomes you don’t know how to achieve.

› Before putting them in your plan, make sure your outcomes are specific,
measurable and written as if they have already happened/are happening.

› Come back to the present: what are the first actions/habits you need to take in
service of accomplishing your outcome? Actions/habits should be specific and
bite-sized. Ask yourself: what is the step before the step?

› Alternate working with your partner on one outcome at a time.

› Answer the questions on the following page together.
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What was it like to work on your 90 Day Action Plan with your partner?1

What part of your plan requires the most rigor and discipline? How will you 
celebrate wins? 2

How does your partner want to be held accountable? Write it down so you 
can support them in the future.3

Working on Your 90 Day Action Plan: Debrief

27



Commitments and Insights
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MINDSET

To be a human being is to be in a  
never-ending dialogue with ourselves
— an internal conversation. 

Choose a New Perspective3
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STORY
100% choice

“The Truth”
Collect Evidence

Choose a New Perspective

0% control

Fixed 
No Drama

FACTS

RESEARCH
Confirmation bias occurs when we look for and use information that supports our own ideas and beliefs. 
We collect evidence for our own perspective, making it feel true, while ignoring or rejecting information 
that casts doubt on it. This leads to our inability to perceive circumstances objectively.

COST
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Choose a disempowering perspective you have 
about work or your professional life.

Perspectives Exercise:
Professional

What is the perspective?1

What are the facts?2

What is it costing you?3

POWER PRINCIPLE #3

Choose a New Perspective

CONSIDER

There is always some level of 
suffering (a cost) in believing 
your disempowering 
perspectives. Recognizing 
this cost is the first step to 
changing your mindset and 
behavior. 

EXAMPLES

> I’m overwhelmed and
constantly behind

> I should be further along in
my career

> My manager doesn’t care
about my growth

> That team has no urgency
> My clients don’t respect me
> Everyone here is smarter

than me

COMMON COSTS

> Happiness
> Peace
> Results
> Energy
> Relationships
> Etc.
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Choose a disempowering perspective you have 
in your personal life.

Perspectives Exercise:
Personal

What is the perspective?1

What are the facts?2

What is it costing you?3

POWER PRINCIPLE #3

Choose a New Perspective

CONSIDER

Your new perspective may 
feel false at first because you 
have so much evidence for 
the old perspective. This is  
confirmation bias: we look for 
evidence to support what we 
already believe to be true. 
Practice finding evidence for 
your new perspective.

EXAMPLES

> They don’t appreciate me
> My mother is so critical
> It’s hard to meet someone
> I am not a good parent
> It’s hard to be healthy
> There aren’t enough hours

in the day
> I’m not a good friend
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Group Perspectives Exercise

One volunteer will share either their professional or personal 
perspective, the facts and cost (from previous 2 pages).1

3

What will be different with this new perspective?

RESEARCH
Harvard psychology researcher Dan Gilbert says, “We derive support for our preferred conclusions 
by listening to the words that we put in the mouths of people who have been pre-selected for their 
willingness to say what we want to hear.”
Source: Daniel Gilbert. Stumbling on Happiness. New York: Random House Vintage Books, 2005. 

Working together as a group, brainstorm new possible perspectives 
that are empowering to the volunteer and write in one per slice.
See Empowering Perspectives examples for inspiration.

4 Volunteer chooses their new perspective and says it out loud.

What actions will you take?

Volunteer shares their screen and fills in the “Current Perspective” 
slice on the following page.2
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  Current Perspective

Brainstorming Perspectives
FACTS COST

Remember:
• You are not telling them what to do
• You are not rationalizing the circumstances or behavior.
• The perspective should be EMPOWERING.
• The perspective does not need to feel true now. 34



Empowering Perspectives

OLD PERSPECTIVE NEW PERSPECTIVE

I should be further along in my career.

My manager doesn’t care about 
my growth.

I have to be involved/can’t 
depend on other people.

That team has no urgency — 
they are incompetent.

My client/colleague doesn’t get it.

My mother is critical  — 
it’s never enough.

There are not enough hours in the day.

I can’t do this  — I’m going to fail.

I am a bad parent.

I’m growing and proud of 
what I have accomplished.

My manager values my contribution 
and I can learn from them.

My people are smart and capable 
— they can do this without me. 

That team is valuable and we need 
them to be successful.

I have not yet conveyed the value/
benefit for them to take action.

I appreciate my mother.

I have enough time to do 
what is important to me. 

I can do this. I will figure it out.

My kids have hit the jackpot.
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You can choose to be right or choose to be happy. 
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Commitments and Insights
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COMMUNICATION

Make Every Meeting Matter4

71% of senior managers said meetings are 
unproductive and inefficient. 

Source: Perlow, L.A., Hadley, C.N., Eun, E. “Stop the Meeting Madness.” Harvard Business Review. July-August 2017 Issue. pp. 62-69. 
38



Meeting Best Practices
1. Set a Desired Outcome and Actively Steer Toward it.

At the end of the meeting what will people believe? How will they feel?
What will they do? Include desired outcome in the invite.

2. Do We Need a Meeting?
Is this something that can be effectively handled via phone or email?

3. Who Needs to be in the Meeting?
Consider who is essential. If you are not going to give or get value attending the meeting, do not attend.

4. Do a Meeting Audit Monthly
Most executives can eliminate or delegate 20% of their standing meetings.

5. Send Pre-Work and/or Pre-Read When Relevant
Have people come prepared.

6. Schedule 25- or 50-Minute Meetings
Allow for your own and others’ recovery time.

7. Be on Time
Arriving late shows a lack of consideration for those who were on time. Avoid recapping for latecomers.

8. Turn on your Video — It Makes a Difference
Run a meeting as you would like to have others run the meetings you attend.

9. No Multi-Tasking or Device Usage Unless Required
Be present or don’t attend.

10. Stay on Track
Call people out if the meeting is off-track and get back to forwarding the desired outcome.

11. Forward Action
At the end of the meeting, determine who is doing what by when.
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Set a Desired Outcome

› At the end of the conversation, what will people believe?
How will they feel? What will they do?

› A desired outcome should be concise, compelling and focused
on the benefit to THEM.

What does the judge care about? What did he leave believing?
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Set a Desired Outcome: 3 Step Approach

What does your audience 
care about?   

Fast Forward to the end of the 
conversation: What will people 
believe? How will they feel? 
What will they do? 

1 2 3
How will this benefit 
them/the company?

BEFORE AFTER

Client better understands 
our capabilities. 

Client believes we can uniquely help 
them grow their business/market share.

Leadership agrees to move 
forward with project XYZ. 

Leadership sees how project XYZ will 
deliver 3-point increase in customer 
sentiment and approves investment  

and 2 heads.

Client increases their spend 
with us by 25%. 

They believe our products can help 
them grow their market share and 

revenue (by x when relevant). 

Product team understands 
the client brief. 

The product team sees how this initiative 
will drive innovation in the category and 

provide a first of its kind offering that 
will attract industry attention. 

I get a project that exposes 
me to senior leadership. 

My manager leaves with valuable 
ideas for the business and sees 
how I can contribute to them.

STRONG DESIRED OUTCOMES
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What does your audience care about? 1

At the end of the conversation, what will people believe? How will they feel? What will 
they do?2

How will this benefit them/the company?3

Evolve your responses to the above questions into a concise, compelling Desired 
Outcome that is focused on the benefit to them or the company. Desired Outcomes are 
typically 2-3 sentences. Practice saying it out loud. Write the Desired Outcome here:

Setting Desired Outcomes

Think about an upcoming meeting or conversation you have in the 
next  2 weeks – external or internal. Answer these three questions:
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Conversation Planner

› Who must attend
and what is the role
of each attendee?

› What successes and/
or challenges can I
highlight from last
quarter/year
(when relevant)?

› It’s often valuable to send
attendees a pre-read
and ask them to come
prepared to share/give
thoughts.

Who am I meeting with? What does my audience care 
about? What are their concerns/goals? 
This is the most important question and you need to answer this in 
order to write your Desired Outcome.

1

What is the desired outcome? 
At the end of the conversation, what will people believe? How will they 
feel? What will they do? How will it benefit them/the company?2

How will I open the meeting? Practice out loud. 
Your open sets the tone for the whole meeting. This is your opportunity 
to get your listener engaged, to let them know that you are focused on 
what they care about. Ex  "My desired outcome is or "My intention is "

3

POWER PRINCIPLE #4
Make Every Meeting Matter

KEY TOOL

INSTRUCTIONS
Use these questions to inform 
your outline or agenda.

ADDITIONAL 
CONSIDERATIONS:

43



What questions will I ask? When? 
You want to think about what questions you intend to ask. Strong questions are open ended -- you want to 
get really curious!  The more you learn the more you can contribute. Ex: “What risk factors are you seeing 
that I might have missed? What additional data/inputs d o we need to move forward?” 4

What recommendations/request will I make? 
Often we are educating, informing, sharing our capabilities vs making recommendations. You want your 
recommendations to be clear and compelling. 5

6
What objections might come up and how will I handle them?What objections might come up and how will I handle them?  
It is valuable to spend time thinking about key objections and how you will respond. Practicing with peers in 
advance will help!  Sometimes you can bring up the objection, get in front of it so you can address it vs them 
thinking about it after the meeting when you are not there to respond.

6

How will I close? A powerful close is essential.
This is your opportunity to:

-Get feedback and find out what got heard. Ex: What are your thoughts/feedback?(wait for response). What are
you saying to yourself about this idea/recommendation?
-Reinforce the benefit to them/the company.
-Align on actions/agreements. Ex: Who is doing what by when?

7
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› Disclaimers
“You might already know this...”, “I didn’t get as much time to spend on this as I’d like...”

› “Sorry”
“Sorry for taking up your time....”, “Sorry we have so many slides...”

› “Just”
“I just want to tell you about this...”; “I am just checking in...”

› Too Many Words/Piling It On
“I know you will agree with my point about our strategy, which we have all now agreed to, and after much
deliberation and many long nights where we all debated for hours on end, it’s really a pretty unarguable point
and the strategy is very straightforward.”

› Asking vs. Telling
“Can we schedule time to review our proposal next week?” vs.“Let’s block time to review our proposal.”
Or “What do you think about testing in Q2?” vs. “We recommend testing this in Q2.” Also avoid raising your
pitch at the end of a statement, which makes it sound like a question.

› “And” vs. “But”
Using “but” diminishes your impact and possible outcomes. E.g., “I really appreciate your insights, but we
have another perspective.” vs. “I really appreciate your insights, AND we have another perspective.”

› Filler Words
“Um”, “Like”, “You know”, “Right”, “Actually.”

Language Matters

Increase your impact by raising your awareness of when 
and where you are using this language and eliminate it!
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Post-Meeting Debrief and Follow-up

Internal Debrief Within 48 Hours:

Follow Up Within 48 Hours:

What worked in this meeting? 2

What didn’t work? 3

What could I/we do better next time? 4

What agreements were made? 5

Who is doing what by when? 6

What was the desired outcome of the meeting? Did I/we achieve this? 1
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Commitments and Insights
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COMMUNICATION

Listening to reply is different than listening 
to ignite. 

Fuel a Coaching Culture5
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Coaching Questions

These questions will challenge people to think in new ways, 
try something new and get them unstuck and into action:

› Tell me more

› How are you feeling about this?

› What about this is important to you?

› What else could you do or try?

› What is the cost of this conflict/situation to you, your team, 
your business ?

› Now what?

› How would you want this to turn out?

› What have you already tried?

› What do you think you could do differently?

› When you have had a problem like this in the past, what did 
you do that worked?

› If you could rewind and do something over, what would you 
do differently?

› What are you learning from this situation?

› What is one possible solution?

› What do you already know works in this type of situation?

› What is your gut telling you about this?

› If you had your choice, what would you do?

› Is there another perspective you could choose?
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Coaching Practice

BEST PRACTICES

› Use “tell me more”
to allow them to
dig deeper

› Reframe/repeat back
their language

› Ask them to share what
success looks like

› Remind them they don’t
need to know how

› Encourage them to think
of possible solutions —
don’t just give one to
them!

POWER PRINCIPLE #5 

Fuel a Coaching Culture

› Person A: Share about your challenge.

› Person B: Practice coaching Person A to help them solve their
challenge. You do not need to solve their problem! Just stay
present, self-manage and get curious.

› Person C: Observe and provide feedback to Person B about
their coaching. What did they do well? What could they improve
next time?

BREAKOUT ROOM ACTIVITY

Feedback and notes:
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How am I tracking against my goals? 1

What successes have I had? What’s working?2

What challenges am I facing? What do I need coaching on?3

What requests and recommendations do I have to improve business and culture? 

6

What do I need help thinking through? Where are two heads better than one? 4

What are my priorities over the next 30/60/90 days?5

1:1 Planner

7

What feedback do you have to help me grow and be more effective? 
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Acknowledge What Works

ACKNOWLEDGE USING THE 3 S’S:

BREAKOUT ROOM ACTIVITY

› Succinct — get directly to the point and be concise.
› Sincere — only give praise when it is authentic.
› Specific — instead of “great job, you were excellent,” – tell them what they did specifically that worked.

Write down acknowledgment of 2 people you work with (directs, XFN, manager). 

By when will you share this acknowledgment? 

RESEARCH
Regularly expressing gratitude (the quality of being thankful and readiness to show appreciation) 
literally changes the molecular structure of the brain, keeps the gray matter functioning,  
and makes us healthier and happier.
Source: UCLA Mindfulness Awareness Research Center
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Commitments and Insights
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Completion

What are your top 3 learnings from Fast Forward that you will apply to your work and life?

What do you never want to forget from your Fast Forward experience? 

1

2

3

What are 1-2 accomplishments/ground you have taken on your Vision that you feel most proud of ?
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Commitments and Insights

STAY IN TOUCH

fastforwardgroup.net

Follow our Founders on LinkedIn: 
Lisa McCarthy & Wendy Leshgold
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RESOURCES

Everything changed the day I realized I have 
exactly enough time for what’s important to me. 

Resources and Key Tools+
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How to Work with Your Buddy

The Fast Forward buddy relationship has made a huge difference for graduates. Your job as a Fast 
Forward buddy is to support your partner in doing what they said they would do and being who they said 
they would be. We recommend you meet every 2-3 weeks. 

HOW TO USE YOUR TIME TOGETHER:

› Share Wins: Where have you taken ground against your vision/plan? Share about mindset shifts. Update
your plan as needed.

› Share Setbacks: Where have you been challenged? Where do you want to recommit? Coach each other on
new actions to take until the next meeting.

› Support Each Other: Hold each other accountable. Brainstorm ways to seek out mentorship and
sponsorship so you can continue to thrive and ascend.

Your Fast Forward buddy relationship will be what you make it. After Fast Forward, it is valuable to have a partner 
who speaks the same language and is playing big regardless of the circumstances. 

Make a difference for your buddy and give them the opportunity to do the same for you!
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Fast Forward Resources

FAST FORWARD SAMPLE VISION

I’m proud of the positive changes I made in my life this year – both professionally and personally. I feel 
confident and fulfilled. I was promoted at the beginning of the year and have expanded my scope by being 
a key liaison to the product team. Our team held revenue flat to 2021 which was a major win. We deepened 
relationships with key stakeholders. These clients have each given feedback that we understand their business 
and they appreciate our recommendations and data insights.  
We grew our overall client satisfaction score by 5 points. Given the new org support structure we’ve also been 
able to reduce cost of sale by 5%.

In my new cross-functional role, I am known as a leader who helps people grow and is adept at bridging the 
divide between the sales and product teams. One of my key strengths is developing meaningful relationships 
with colleagues and clients and I’ve really leaned into this. I am known for being patient and positive at 
work – and at home. I am preparing a minimum of 15 minutes for key internal and external meetings so I feel 
more confident and organized. People are giving me feedback that I am easy to work with and enhancing 
their ability to do their jobs. I was asked to speak at 2 client/industry Zoom functions. Even though I felt 
uncomfortable – as I had never done a virtual panel before, I now feel confident doing this.

My team feels heard and supported to be successful professionally and personally. People feel safe to debate, 
give feedback and make mistakes. When they come to me with questions, I can see I’ve improved my coaching 
by listening and asking questions vs. telling people what to do. We eliminated weekend email and people have 
an opportunity to refuel. Our engagement scores increased by 10 points on top 3 metrics that were pain points 
the last two years. On a broader scale, 80% of our new hires in the org were people of color and people of color 
feel they are treated equally and they belong. I feel proud that I’ve played a vocal part in making this a reality.

One of the best parts of the year has been forming a stronger relationship with my boss Ann Marie. I get on her 
calendar for weekly 1:1’s and she has a real understanding and appreciation for the value I add to the business. 
Seeing her more often has made it much easier to talk to get coaching on roadblocks. We have lunch once a 
quarter and know each other as human beings. I’m also proud of the productive working relationship I’ve built 
with Tom. Our teams are now handling conflict real time vs. escalating to us. I really enjoyed the work I did 
mentoring more junior employees. I sponsored two people in my department who expressed interest in 
learning more about product marketing, and I had monthly coffee meetings with two junior employees to help 
them navigate the organization and their careers.

I am delegating work that is not a good use of time and am laser focused on the biggest priorities – saying 
“no” more often and feeling ok about doing it. This has given me more time with my family, which is critical 
now that Sam and I are parents of two under two. Caleb is adjusting well to his role as a big-brother, and is 
keeping us curious and laughing. Sam and I have maintained a weekly date night and are tech-free 5 nights 
a week so that we stay connected. In second half, we took one weekend per quarter to stay in a hotel for a 
romantic getaway.

I am running or hiking 3 times a week and enjoy being outdoors – it gives me energy and it has also helped me 
stay connected to friends as I often run or hike with them. I am sleeping 7 hours a night by making sure I go to 
sleep by 10:30. I feel good and look good – eating healthy (no sugar or alcohol during the week). I prioritized 
connecting with 3 close friends from college and childhood and make sure we are catching up quarterly.  
While my parents and siblings are still in California, I speak to them weekly over email, text and FaceTime.  
I feel closer to my brother after being surface-level and distracted in our relationship over the last two years.  
I am grateful for my family’s health and financial security. I organized my own finances and feel secure about 
the next 3 years, paying off debt and saving responsibly. I am happy, optimistic and feel grateful. 
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TAKE CONTROL OF YOUR DAY

Fast Forward Resources

› Integrate your to-do list into your calendar by time blocking — the practice of planning out every moment
of your day in advance and dedicating specific time “blocks” for certain tasks and responsibilities, both
professional and personal. Time blocking is incredibly effective. Learn more here.

› Do a meeting audit monthly — analyze where you are spending your time and ruthlessly prioritize which
meetings you MUST attend and which are less critical.

› Block time in your calendar for strategic thinking and planning. During this time, turn off notifications,
close out of apps and consider putting your phone on airplane mode.

› Schedule time between meetings so you can prepare and be on time.

› Schedule breaks. Science shows our brains need a 15-minute break after 90 minutes of continuous time
on-task. Unplug and come up for air. Boost productivity and stay sane by regularly leaving your desk
to eat a snack, stretch, take a walk or meditate.

› Establish a defined start and end to your workday and stick to it. Set an alarm on your phone
to remind you when to end the workday to fuel other interests and areas of your life.

› Make an “End of Night” list of your tasks for the next day. Get specific and realistic. Ask yourself
if you truly have the time to complete those items.

› Know your productivity style. Keep track of when you do your best work and optimize for that.

› Single-task, don’t multitask. Experts estimate that switching between tasks or multi-tasking causes
a 40% loss in productivity.

› End procrastination. Establish a habit of doing the hardest, most important thing first to eliminate
the nagging dread that will sap energy away from other tasks as you postpone the inevitable.

› Build time for relationships into your calendar, whether virtually or in person.

› Take days off to refuel yourself when you need it, even if you don’t go anywhere.
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Fast Forward Resources

› Schedule 25 or 50-minute meetings to allow for your own and others’ recovery time.

› Send pre-work and/or pre-reading when relevant so people can arrive prepared to discuss and
forward action.

› Request that people put their phones away, close out of apps and turn off notifications for full
engagement.

› Set a Desired Outcome and actively steer toward it. At the end of the meeting what do you want people
to believe? What do you want them to do? Include desired outcome in the invite.

› End meetings by forwarding action: who is doing what by when?

› Check email at 3-hour intervals vs. continuously throughout the day. If you are checking your inbox all
day, remember it takes 6-20 minutes to re-focus on the task at hand.

› Use the Batch Technique: schedule email time in the morning and the evening. Email can be a BIG
distraction. On average, employees check their email 36 times an hour, which adds up to about 288 times
a day and 1,440 times a week.

› Use folders such as Delegated, Action Required, Awaiting Response, and Archived to clear emails from
your inbox faster and more efficiently. Every email goes into a folder or gets deleted. Be ruthless about
unsubscribing to unwanted emails. Then calendar in time to check back on Action Required emails.

› Do not send emails on weekends and request your team to do the same.

› Before sending, consider if the topic at hand is best communicated and resolved via email OR phone call.
Consider that just because the topic started on email, doesn’t mean it needs to stay on email.

› When writing emails on weeknights or weekends, use email scheduling or “send later” tools so your email
arrives during work hours.

› Use clear, direct subject lines by including the action you want the recipient to take, and by when
(i.e. “Review attached proposal by [date]”)

› No need to say “thanks!” Consider everyone feels their work is appreciated — and appreciates fewer emails.

BRING THE RIGOR

 Meetings

Emails
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FUEL YOURSELF

Fast Forward Resources

› Research shows adults need 7-9 hours of sleep per night. Stick to a sleep schedule, even on weekends.

› Set a “bedtime alarm” to keep you on track.

› Beware of hidden sleep stealers, like alcohol and caffeine.

› Avoid using electronics before bed (phones, computers, e-readers). Their blue light affects levels of the sleep-
inducing hormone melatonin more than any other wavelength.

› Keep a notebook on your bedside table to capture thoughts or “to-do’s” that may be keeping you awake.

Sleep

› Turn off notifications during blocked time so you can concentrate and not get distracted.

› Audit your newsfeed and email subscriptions, deleting ones you never read.

› No tech during family time, meals or one hour before bed.

› Use the “screen time” feature on your phone to set limits on apps that suck your time.

› Designate a place in your home for your phone when you don’t want to be distracted (e.g. a drawer, basket, etc.)

› If you find yourself unconsciously opening apps that waste your time, consider rearranging them on your
phone on a weekly basis to make them more difficult to locate. Adding this barrier will help you become
more conscious of when you’re about to open a time-wasting app so you can redirect yourself.

Technology

› Each day journal 3 things you did well, 3 things you were proud of today, or 3 things you learned.
Trying to think of things you are grateful for forces you to focus on the positive aspects of your life.
This simple act increases serotonin production in the anterior cingulate cortex.

› Instead of attacking yourself when you forget, make a mistake, or fail at a task, treat yourself with
compassion. Practice pep talks and give yourself the same nurturing support and kindness you would
give to your best friend.

› Draft “power statements” — reminders to help you bring you back to your center. For example, “you can
handle this” or “a person’s reaction is a reflection of them, not me.” Keep these somewhere visible and
prominent, like sticky notes on your computer.

› Start a “brag file” to keep track of accomplishments and progress you’re proud of on a daily or weekly
basis. This can be a Google Doc, note on your phone, an email folder, whatever works for you.

› Practice either guided meditation or mindful meditation to manage stress, reduce negative emotions,
and increase self-awareness. Meditation can be practiced anywhere and only a few minutes per day
brings lasting effects.

› Meditation can increase empathy and connection with others. Mindful meditation can also improve
the brain’s problem-solving and decision-making strategies.

Mindfulness and Self-Compassion
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SEPARATE “WORK” FROM “HOME”

Fast Forward Resources

› Define and confine your work space to a specific area of your home so you can focus and not intrude
on other household members.

› Treat your work space as if it’s your office across town — only go to this designated space when you need
to complete a work task.

› Conversely, only complete personal tasks outside of work hours. If you find yourself thinking of unfinished
personal tasks during the work day, keep a running list and put time in your schedule to complete them
after work.

› Avoid checking emails, voicemails or texting in front of the TV, or spreading work out on the kitchen table.

› Set boundaries with other people in your home, especially if they’re not used to having someone working
from home.

› Use headphones to block out noises and distractions. It also sends a message to others that you are not
to be disturbed.

› Music is proven to lift your mood and reduce anxiety. Create a playlist of uplifting songs to give you
a boost during the workday. Consider songs without lyrics to help you stay focused on work tasks.

› Tidy up your workspace at the end of every day. A cluttered space can cause added stress
and distraction.

› Create a calming and rewarding “end of workday ritual” to help you decompress and shift your mindset
into your evening outside of work. Take a walk, exercise, call a friend, journal what you’re proud of, etc.

› Commit to staying off email or getting sucked into work tasks after hours. Consider turning off
notifications, putting your phone in a drawer and keeping your laptop closed. Ask others in your
household to help hold you accountable.

› Create a calming non-work space by adding plants, white noise machines or scented candles.
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RECOMMENDED READING AND PODCASTS

Fast Forward Resources

READING

› More Time to Think: A Way of Being in the World – Nancy Kline

› The Five-Minute Journal – Intelligent Change

› The Power of Full Engagement: Managing Energy, Not Time, Is the Key to High Performance and Personal
Renewal – Tony Schwartz and Jim Loehr

› Thrive: The Third Metric to Redefining Success and Creating a Life of Well-Being, Wisdom, and Wonder –
Arianna Huffington

› Why We Sleep – Matthew Walker

PODCASTS

› The Daily Meditation with Mary Meckley

› The New Corner Office with Laura Vanderkam

› Distributed with Matt Mullenweg (Episode 21: Introversion and Anxiety in Remote Work and Episode 20:
The Distracted Mind During a Crisis)

› Daily Breath with Deepak Chopra

› Sleep With Me Podcast

Fueling Yourself

READING

› Limitless: Upgrade Your Brain, Learn Anything Faster, and Unlock Your Exceptional Life – Jim Kwik

› The Power of Habit: Why We Do What We Do in Life and Business – Charles Duhigg

› Getting Things Done: The Art of Stress-Free Productivity – David Allen

› Make Time: How to Focus on what Matters Every Day – Jake Knapp and John Zeratsky

› Deep Work: Rules for Focused Success in a Distracted World – Cal Newport

› No Matter What!: 9 Steps to Living the Life You Love – Lisa Nichols

› Difficult Conversations – Bruce Patton, Douglas Stone, and Sheila Heen

› Nonviolent Communication: A Language of Life – Marshall B. Rosenberg, PhD

PODCASTS

Taking Action

› The Productivityist with Mike Vardy

› GTD (Getting Things Done)

› The Tim Ferris Show
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RECOMMENDED READING AND PODCASTS

READING

› The Happiness Project – Gretchen Rubin

› Daring Greatly: How the Courage to Be Vulnerable Transforms the Way We Live, Love, Parent, & Lead – Brene Brown

› Untamed – Glennon Doyle

› Taming Your Gremlin: A Surprisingly Simple Method for Getting Out of Your Own Way – Rick Carlson

› Live the Life You Love: In Ten Easy Step-By-Step Lessons – Barbara Sher

› Playing Big: Find Your Voice, Your Mission, Your Message – Tara Mohr

› Designing Your Life – Bill Burnett and Dave Evans

› Search Inside Yourself – Chade-Meng Tan

PODCASTS

› The Happiness Lab with Dr. Laurie Santos

› Unlocking Us with Brene Brown

Living Powerfully

READING

› Drop the Ball – Tiffany Dufu

› The Blessing of a Skinned Knee: Using Jewish Teachings to Raise Self-Reliant Children – Wendy Mogel, PhD

› The Blessing of a B Minus: Using Jewish Teachings to Raise Resilient Teenagers – Wendy Mogel, PhD

› How to Stop Losing Your Sh*t with Your Kids – Carla Naumburg

› Yes, Your Teen is Crazy! – Michael J. Bradley

PODCASTS

› The Longest Shortest Time

Parenting

READING

› Adapt: Why Success Always Starts with Failure – Tim Harford

› Mindset: The New Psychology of Success – Carol S. Dweck, PhD

› Resilient: How to Grow an Unshakable Core of Calm, Strength, and Happiness – Forrest Hanson and Rick Hanson

PODCASTS

› Ctrl Alt Delete with Emma Gannon (Episode 286: Self Sabotage and Seeking Safety)

Overcoming Setbacks
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