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Red Tuxedo

Productive Environment Scorecard™ for Individuals
Read each statement.  Circle the number that indicates the degree to which the statement represents your life, 
where 1=not! and 5=true.
	1. 
	I am on top of my email in-basket.
	1
	2
	4
	5

	2. 
	My calendar works well for me.
	1
	2
	4
	5

	3. 
	My calendar works well for everyone who needs to know my schedule.
	1
	2
	4
	5

	4. 
	I manage contact information for family, friends and associates well.
	1
	2
	4
	5

	5. 
	My PC (and phone / PDA) are backed up regularly.
	1
	2
	4
	5

	6. 
	I have verified that my backups are reliable.
	1
	2
	4
	5

	7. 
	I have a system for processing incoming ideas, information, and action items.
	1
	2
	4
	5

	8. 
	I trust my to-do list to help me manage everything that needs to be done in my life.
	1
	2
	4
	5

	9. 
	I can type without looking at the keyboard.
	1
	2
	4
	5

	10. 
	It’s easy to find any material filed in my reference files.
	1
	2
	4
	5

	11. 
	I have action files for on-going projects.
	1
	2
	4
	5

	12. 
	I have a system for managing recurring activities (errands, phone calls, follow-ups).
	1
	2
	4
	5

	13. 
	I have enough space in my office.
	1
	2
	4
	5

	14. 
	I have a system for managing projects.
	1
	2
	4
	5

	15. 
	Other people could find what they need if I am not here.
	1
	2
	4
	5

	16. 
	I am satisfied with my ability to use the software needed to do my work.
	1
	2
	4
	5

	17. 
	My financial and estate documents are in order.
	1
	2
	4
	5

	18. 
	I trust my system for making decisions.
	1
	2
	4
	5

	19. 
	I have a clear view of all the programs and projects in my life that have and need my attention.
	1
	2
	4
	5

	20. 
	I eat well and exercise regularly.
	1
	2
	4
	5

	
	
	
	
	
	


The one thing that would make the biggest difference in the quality of my life regarding productivity is 
_______________________________________________________________________________________.
	If your scores are: 
	4s and 5s
	Congratulations!  You are well-organized!
	More 4s than 2s
	You are on the right track, and there is room for improvement.

	
	More 2s than 4s
	Life could be smoother.
	Mostly 1s and 2s
	Consider getting assistance for designing and learning new systems


Send us this scorecard for a FREE consultation.    Email: Karen@red-tuxedo.com.

	Name:
	Phone:

	Email:
	Date:


Adapted with permission.  © 2005 - 2009 Paper Tiger Productivity Institute

All trademarks and registrations are the property of Hemphill Institute
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