
Collaboration and Shared Success

Start

Start establishing 
clear roles and 
responsibilities

Start using 
collaborative work 

tools

Start holding 
regular cross-

functional 
meetings

Stop

Stop working in 
silos without 

sharing 
information

Continue fostering a 
culture of trust and 

respect

Stop competing 
with each other for 

individual 
recognition

Continue encouraging 
open communication and 

feedback

Continue providing 
opportunities for team 
members to learn from 

each other

Continue

Start implementing 
team-building 

activities

Stop hoarding 
information or 

resources

Stop blaming 
individuals for 
team failures

Continue celebrating team 
accomplishments



Communication Skills

Start practicing 
active listening

Start practicing 
public speaking

Start writing 
regularly

Start Stop Continue

Start giving and 
receiving 
feedback 

constructively

Stop 
interrupting 

others

Stop using 
vague or 

ambiguous 
language

Stop avoiding 
di�cult 

conversations

Stop making 
assumptions

Continue seeking 
opportunities to 

communicate

Continue learning 
about e�ective 

communication 
strategies

Continue 
reflecting on your 

communication 
style



Health Care & Wellness

Start incorporating regular 
physical activity

Start prioritizing sleep hygiene

Start incorporating more fruits 
and vegetables into your diet

Stop consuming excessive 
amounts of processed foods

Continue drinking plenty of water

Stop smoking or using tobacco 
products

Continue maintaining a healthy 
weight

Continue practicing good hygieneStop excessive alcohol 
consumption

Stop ContinueStart

Stop using electronic devices 
before bed

Continue engaging in activities that 
bring joy and relaxation



Innovation and Communication

    Start     Stop        Continue

Start using visual 
communication 

tools

Stop interrupting 
each other during 

meetings

Continue using 
active listening 

techniques

Start regular 
brainstorming 

sessions to 
encourage 
innovation.

Stop relying 
solely on verbal 
communication

Continue 
fostering a culture 

of open and 
honest 

communication

Start 
implementing a 
system for idea 

sharing and 
feedback

Stop holding 
meetings without 

a clear agenda

Continue 
providing 

constructive 
feedback



Organization�and�Communication�Platforms

Start Stop Continue

Start 
implementing a 

centralized 
communication 

platform

Start using 
project 

management 
software for task 

management

Start creating 
standardized 
templates for 

documents and 
reports

Stop relying on 
email for all 

internal 
communication

Stop holding 
meetings without 
a clear agenda or 

purpose

Stop using 
multiple, 

uncoordinated 
communication 

channels

Continue using 
established 

communication 
platforms and 

tools

Continue 
providing 

training on 
communication 

and 
organizational 

tools

Continue 
reviewing and 

improving 
communication 

and 
organizational 

processes



Personal Development and Well-being

Start Stop Continue

Start a daily journaling practice Stop procrastinating on important 
tasks

Continue reading regularly

Stop engaging in negative self-
talk

Continue spending time with 
supportive and positive people

Continue seeking feedback from 
trusted sources

Start incorporating regular 
exercise into the routine

Start setting SMART goals 
(Specific, Measurable, 

Achievable, Relevant, Time-
bound)

Start learning a new skill

Stop multitasking

Stop staying up late scrolling 
through social media

Continue celebrating small wins 
and acknowledging progress

Continue prioritizing self-care



Productivity and Time Management

Stop

Continue

Start

Stop checking emails or social media constantly
Stop saying "yes" to every request
Stop working without breaks

Continue reviewing and adjusting your schedule
Continue learning new time management techniques
Continue reflecting on your productivity
Continue prioritizing your most important tasks

Start using a to-do list or task management app
Start time blocking
Start implementing the Pomodoro Technique



Progress Reviews and Decision Making

Start Stop Continue

Start 
implementing 

regular progress 
review meetings

Start using data 
and metrics to 
track progress

Start 
implementing a 

structured 
decision-making 

process

Stop making 
decisions without 

su�cient 
information or 

discussion

Stop relying on 
gut feelings or 
assumptions 
when making 

decisions

Stop postponing 
di�cult decisions

Continue 
fostering a culture 

of open 
communication 

and feedback

Continue using 
data and metrics 

to inform 
decision-making

Continue 
evaluating the 

e�ectiveness of 
decisions



Project�Management�and�Recognition

Start
Start defining clear project 

scopes and objectives

Start creating detailed project 
plans with timelines and 

milestones

Start holding regular project 
status meetings

Stop

Stop starting projects without a 
clear plan

Continue recognizing and 
celebrating team and individual 

achievements

Stop changing project scopes 
mid-project

Continue providing regular 
feedback on project performance

Continue using established project 
management processes

Stop missing deadlines without 
communicating proactively

Continue

Start using project 
management software

Stop neglecting to track project 
progress

Continue communicating project 
updates to stakeholders



Skill�Development�and�Well-being

Start conducting regular skills gap analyses
Start providing opportunities for professional development
Start creating individual development plans
Start encouraging knowledge sharing within the team

Stop neglecting the well-being of team members
Stop assigning tasks based solely on availability
Stop expecting team members to learn new skills on their own time
Stop ignoring signs of burnout

Continue fostering a supportive and inclusive work environment
Continue providing regular feedback and coaching
Continue recognizing and valuing team members' contributions
Continue promoting open communication about well-being

Start

Stop

Continue



Team Building and Information Sharing

Start

Stop

Continue

Start organizing 
regular team-

building activities

Start implementing 
regular knowledge-

sharing sessions

Start creating a shared 
knowledge base or wiki

Stop working in silos 
without sharing 

information

Stop neglecting to document 
important information

Stop creating 
unnecessary barriers to 

communication

Continue fostering a culture 
of trust and respect

Continue providing 
opportunities for team 

members to connect and 
build relationships

Continue promoting 
open communication and 

feedback



Work-Life Balance and Positive Environment

Start Stop Continue

Start promoting 
flexible work 
arrangements

Start encouraging 
regular breaks 

and time o�

Start 
implementing 

wellness 
programs

Stop creating a 
culture of 
overwork

Stop ignoring 
signs of stress 

and burnout

Stop creating 
unnecessary 
pressure or 

deadlines

Continue 
fostering a 

positive and 
supportive work 

environment

Continue 
promoting open 
communication 
about well-being

Continue 
providing 

resources and 
support for 
mental and 

physical health



The templates and information provided on this website are for reference 
and educational purposes only. While we strive for accuracy, we make no 
warranties about the completeness, reliability, or suitability of the content. 
Any reliance on this information is at your own risk.

The templates may require customization to fit specific needs and comply 
with relevant laws. We reserve the right to modify or remove any content 
without notice. By using this website, you agree to these terms.
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