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IMPORTANT
To begin — Please save this

workbook to your desktop or

in another location.



How can you get the most out of this writeable
workbook? Research has shown that the more
ways you interact with learning material, the
deeper your learning will be. Nightingale-Conant
has created a cutting-edge learning system that
involves listening to the audio, reading the ideas in
the workbook, and writing your ideas and thoughts
down. In fact, this workbook is designed so that
you can fill in your answers right inside this
document.

For each session, we recommend the following:

� Preview the section of the workbook that
corresponds with the audio session, paying
particular attention to the exercises.

� Listen to the audio session at least once.

� Read the text of the workbook.
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Introduction

�A journey of a thousand miles begins with a single step.�
– Lao Tzu

What’s your biggest goal? Your loftiest dream? Would you
like to have a trim, toned physique? How about a warm, lov-
ing relationship? Maybe you want to land that big promotion
or start a new business. Or, maybe you simply want to
become a millionaire.

Those goals and dreams probably seem very far away.
Common sense would tell you that in order to achieve the big
goals in life, you’re probably going to have to make some
pretty dramatic life changes. You’ll need to give up eating
sweets and start weight training every day, start hanging out
in singles clubs, work 60 hours a week, or save every dime
you make in order to achieve your goals, right?

Maybe not. What if achieving those big goals simply took
your making small, manageable steps that lead to improve-
ment? That is the principle of Kaizen.
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WHAT IS KAIZEN?
The Japanese word Kaizen literally means “good
change.” Kaizen has been used in business for
more than 60 years, as a tool for creating quali-

ty and creativity. Toyota refers to kaizen as its “soul.” It’s uti-
lizing small, trivial steps to accomplish large objectives. It’s
also using very small moments to learn large lessons.
Applying this powerful tool to our lives is the focus of this
program.

WHEN SHOULD YOU USE A KAIZEN APPROACH?
There are two times to use Kaizen. One is when innovation
fails: that is, you’ve tried the big steps and they haven’t
worked, then go to Kaizen. The other time to use Kaizen is
after innovation succeeds. The only way you can continue to
succeed at anything is if you continue to find small, incre-
mental ways of continuing to improve on that which you
have, whether it’s your relationships, your health, your
career, or your finances. In fact, you’ll have an opportunity to
apply Kaizen to all of these areas later in this booklet.
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WHY IS KAIZEN SO HARD TO DO?
There are three things that make Kaizen very difficult for
most people to do. One is it takes excellent self-esteem.
Usually, we want to make changes when we’re angry at our-
selves. The angrier we are to ourselves, the less likely we are
to want to tolerate small steps. We want the change yester-
day. We’ll settle for it today. Tomorrow seems way too late.
And the harsher we are with ourselves, the more urgent we
are to change. That urgency doesn’t usually increase our cre-
ativity or our efficiency.

What happens is, when you rush change, the inner voice
begins berating you for not achieving the goal fast enough.
Instead of praising ourselves for making small achievements,
we beat ourselves up for not making big change now. This is
how self-esteem makes Kaizen challenging.

The second challenge for Kaizen is optimism. Optimism is
the belief that your actions will be worthwhile. The challenge
in Kaizen is that the steps are so small, so incremental, that
you’re not getting any immediate evidence that it’s working.
What you’re, of course, doing in Kaizen is, if you will, pro-
gramming the brain for change so that the brain will know
where you want it to go and will make the big leaps on its
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own. But because the steps are so small, they give no evi-
dence in the moment that you’re getting anywhere, and so it
requires the belief in your actions that this will work for it to
occur.

The third essential aspect of Kaizen is vision or mission.
Kaizen is so powerful, it’ll take you where your head is, so
you want to be careful what your purpose or focus is in life.

WHAT IF I MAKE A MISTAKE?
One of the most useful places to apply Kaizen is in looking at
human mistakes. Almost all of us would like to keep our mis-
takes small and make as few as possible. The irony is the
more we pay attention to mistakes, the more we look for
them, the fewer that we’re going to make. But Kaizen has
actually been used very successfully in reducing the number
and intensity of mistakes.

Now as surprising as it sounds, think back, if you will, to
some big mistake you made in your own personal life, some
mistake you would have given anything to have avoided.
Were there not small, trivial signs all along the way that
things were not going exactly the way you hoped and wanted,
but you were in so much of a hurry to get to the end result,
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you were ignoring these small signs? At the end, of course, it
became far more painful to fix than had you dealt with it
early on.

KAIZEN AND INNOVATION
The small steps of Kaizen and the giant steps of innovation
are not mutually exclusive. Used together, they become a for-
midable weapon against even the most profound, complex,
and apparently unsolvable problems. When people are up
against a thorny problem they’ve been unable to resolve, they
should focus on Kaizen first. Once they understand small
steps, they can find they’ve developed an intuitive sense for
when innovation is appropriate and how to mix the two.

When we face personal crises, the Kaizen strategy of solving
small problems offers consolation and practical assistance. If
we are involved in a lawsuit or fall ill or find that the eco-
nomic tides are leaving our business high and dry or our
partner is falling out of love with us, we cannot fix our cir-
cumstances with one quick, decisive moment of innovation.
During these crises, the only concrete steps available are
small ones.
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HOW TO USE THIS BOOKLET
In this booklet, you’ll have an opportunity to apply the prin-
ciples of Kaizen to the four key areas of life: your health,
your relationships, your career, and your finances. To do this,
you’ll learn to:

� Ask Small Questions
� Think Small Thoughts
� Take Small Actions
� Identify Small Moments

But, before you do that, you’ll be asked to create a vision for
each area of life. After all, the principles of Kaizen are so
powerful, you need to be careful how you use them. Get clear
on where you want to go, because Kaizen will take you there!

Overview of Kaizen Principles
ASK SMALL QUESTIONS
The following questions are designed to help you form the
Kaizen habit of asking yourself small questions. Some of
them are specifically related to goals, others give you practice
in seeking out continual improvement across the four cate-
gories of your life: health, relationship, career and finances.
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Following are some suggested questions that you could use
to practice the skill of asking small questions. In a moment,
we’ll ask you to write down your question.

If my health were my first priority, what would I be doing
differently today?
What is one way I can remind myself to drink more water?
How could I incorporate a few more minutes of exercise into
my daily routine?
What is one small action I could take to improve my rela-
tionships?
If being a great parent were my first priority, what would I be
doing differently today?
What is one small thing I could do to improve my career?
How can I save $1 today?
If becoming a millionaire were my highest priority, what
would I be doing right now?

Now it’s your turn. Write down one question that you can use
to practice Kaizen with.

1. _____________________________________________________
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As you begin, remember that you’re reprogramming your
brain and that it takes time for the new mental pathways to
develop, so choose a question and ask it repeatedly over the
course of several days or weeks, just once or twice a day. Try
to pose it regularly, perhaps every morning over coffee, every
time you hop in the car, or every night before bed. Consider
writing your question on a Post-it® note and then sticking it
on your nightstand, on the dashboard, or on the coffee pot.

THINK SMALL THOUGHTS
Mind sculpture is a technique that involves total, but still
imaginary, sensory immersion. It requires its practitioners to
pretend that they’re actually engaged in the action, not just
seeing, but hearing, tasting, smelling, and touching. In mind
sculpture, people imagine the movement of their muscles and
the rise and fall of their emotions.

It’s a very simple premise. With your eyes closed, your brain
has no idea where it is and is sending perfect messages to the
body.

Within minutes of practicing a task mentally, using all your
senses, the brain’s chemistry begins to change. It rewires its
cells and the connections between the cells to create complex
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motor or verbal skills. With enough practice, the new pat-
terns are mastered.

You can train your brain by small increments to develop the
new set of skills it needs to actually engage in this task.

Let’s look at some techniques for using mind sculpture.
Whatever your goal, mind sculpture is a terrific way to ease
into your Kaizen program for change. In true Kaizen fashion,
let’s break mind sculpture down into several small steps.

One: isolate a task either that you are afraid to do or that
makes you uncomfortable. Try to give yourself at least one
month before you actually have to perform this activity.

Two: decide how many seconds you’re willing to devote to
mind sculpture for this task each day. Make sure you allot
seconds, not minutes or hours. The time commitment should
be so low that you can easily fulfill its requirements every
single day. Repetition is important and crucial.

Three: when you’re ready to practice mind sculpture, sit or
lie down in a quiet, comfortable spot and close your eyes.

Four: imagine that you’re in a difficult or uncomfortable sit-
uation and, looking through your own eyes around you, what
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do you see? What is the setting? Who’s there? What do they
look like? See the expressions on their faces, the clothes
they’re wearing, and their posture.

Five: now expand your imagination to the rest of your sens-
es. What are the sounds and smells and flavors and textures
around you?

Six: without moving an actual muscle, imagine that you’re
performing the task. What are the words you use? What does
your voice sound like and how does it resonate through your
body? What are your physical gestures?

Seven: imagine a positive response to your activity. If you’re
mind sculpting for public speaking, for example, see the
audience leaning forward in their seats, looking responsive
and interested. Hear the scratch of pencil on paper, as some
particularly enthusiastic people take notes.

Eight: when your allotted time for mind sculpture has
become habitual and even fun, you may find you’re automat-
ically performing the formerly difficult activity with enthusi-
asm. But if you’re not ready for the real thing, that’s perfectly
okay. Never force the process of Kaizen. It works only if you
let change happen in a comfortable and easy manner. If you
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start making excuses for not practicing mind sculpture or
you find yourself forgetting to do it, then you need to cut
back on the amount of time.

Nine: once you feel comfortable using mind sculpture (and it
may take days or weeks or even longer), imagine a worst-case
scenario and how you would respond effectively to it.

Ten: when you feel ready to take on the actual task, try out
some small steps at first. To continue the public speaking, for
example, consider giving your talk out loud, but to an empty
room or to an audience of one sympathetic person.

Now it’s your turn. What goal or action will you practice
thinking small thoughts on? For how long will you practice?
Now, put this booklet down, and do it right now!

TAKE SMALL ACTIONS
Let’s go on now to talk about another Kaizen technique, tak-
ing small actions. Small actions form the basis of most
Kaizen programs for change for an obvious reason. No mat-
ter how much you prepare or practice small questions and
small thoughts, eventually you must enter into the arena of
action. This is true whether you plan to hang out a shingle
for your new business or confront a difficult family member.
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But since this is Kaizen, your first actions will be very small
ones, so small you might find them odd or even silly. That’s
okay. It’s helpful to have a sense of humor when you’re trying
to change your life.

These little actions usually sound bizarre to the uninitiated,
but, if you struggle to make a big change—to drop 20
pounds, to change careers or steady a sinking romance—and
failed, then you might appreciate how small changes can
help. Remember, big, bold efforts to make a change can be
counterproductive. Many of these efforts don’t take into
account the weighty obstacles that may lie in the path, lack
of time, tight budgets, or a deeply ingrained resistance to
change. As we’ve learned, radical programs for change can
arouse your hidden and not-so-hidden doubts and fears. Your
brain responds to this fear with skyrocketing levels of stress
hormones and lower levels of creativity instead of the posi-
tive, consistent energy you need to reach your long-term
goals.

By outfoxing the fear response, small actions allow the brain
to build up new, permanent habits at a pace that may be sur-
prisingly brisk.

Now it’s your turn! In the following space, write down one
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small action you can take right now that will move you
toward one of your goals.

1. _______________________________________________________

You’re not done yet. This is one small action. That means you
have to actually do it. Now, ‘set this booklet aside’ and go do
it!

IDENTIFY SMALL MOMENTS
Let’s take a look at Kaizen as it applies to identifying small
moments. Many great moments of progress come out of
moments that may seem ordinary, or even tiresome, but actu-
ally hold the seeds of important change. Paying attention to
small moments may sound easy, but it takes respect, imagi-
nation, and curiosity.

When you’re implementing a plan for change but find your-
self bored, restless, and stuck, look around for hidden
moments of delight.

In fact, practice that technique right now. Look up from this
page and look around the room you are in. Is there some-
thing beautiful in the room? Is the sunlight streaming in a
window? Maybe you can smell something cooking in the
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other room. If you’re at work, what small moment of pleas-
ure can you find? Remember, this is a feeling! Take the time
right now to find a small moment of pleasure, and then write
it down in the following space.

My small moment was:

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

BESTOWING SMALL REWARDS
There are plenty of terrific ways to incorporate rewards into
a Kaizen plan. Let’s look at some techniques for bestowing
small rewards. Think hard before deciding on a small
reward. You want the reward to have the following three
qualities.

� The reward should be appropriate to the goal. If you’re
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trying to lose weight, for example, then a food reward
isn’t an appropriate choice.

� The reward should be appropriate to the person. If you’re
trying to encourage another person to achieve a goal,
remember that one person’s reward is another person’s
annoyance.

� The reward should be free or very inexpensive.

Here are some examples of low-cost or no-cost rewards you
can implement.

If you tend to be your own worst critic, you might try an
honest self-compliment as your reward. Other good ideas
include taking soaks in the tub, taking short walks, playing
your favorite piece of music, making a phone call to a friend,
getting a shoulder or foot massage from your partner, or tak-
ing a few minutes to drink your morning coffee in the luxury
of bed.
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In the following spaces, come up with some ideas for small
rewards you can use in your Kaizen plan:

_________________________________________________________
_________________________________________________________
_________________________________________________________
_________________________________________________________

Great! Now let’s move on to apply the principles of Kaizen to
some of the most important areas of your life: your health,
relationships, career, and finances.

Kaizen Your Health

Would you like to:
� Learn portion control?
� Overcome your resistance to exercise?
� Quit smoking or some other unhealthful habit?
� Develop a taste for healthful food?
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In this section of the booklet, you’ll apply the principles of
Kaizen to your general overall health. But first, you need to
develop your Health Vision. In the following section, describe
your ideal state of health. Be sure to include things like your
ideal weight, level of physical activity, the foods you eat, and
how much energy you have. If you’ve got a specific physical
goal (such as to run a marathon or learn to Rollerblade),
write it here as well.

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________
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ASK SMALL QUESTIONS
Here are some small questions to get you started.

What small, trivial thing could I do to improve my health?

What could I do for one minute that would help my health?

What could I avoid doing for one minute that would enhance
my health?

Now it’s your turn. Think of five small questions relating to
your goal of increased health.

1. _______________________________________________________

2. ______________________________________________________

3. ______________________________________________________

4. ______________________________________________________

5. ______________________________________________________
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THINK SMALL THOUGHTS
Here are some sample small thoughts you might have regard-
ing your health.

You might choose to spend 15 seconds each day simply imag-
ining that you’re eating and enjoying some broccoli. When
this is habitual and even pleasurable, you can increase the
amount to 30 seconds or whatever time appeals to you

If you want to learn portion control, imagine yourself at the
table. See a plate in front of you with food remaining on it.
What does this food look like? How does it smell and taste?
Now imagine putting down your utensil, even though some
food remains on your plate. How does the utensil sound as it
meets the plate? Pick up your napkin from your lap and note
its texture. Put the napkin down and hear your chair and feel
your muscles move as you push back from the table. Imagine
yourself getting up and effortlessly walking away.
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Now it’s your turn. In the following space, describe one small
thought you can have regarding your health. Be sure to
include all of your senses to become completely involved.

_________________________________________________________

_________________________________________________________

_________________________________________________________

TAKE SMALL ACTIONS
Here are some sample small actions to get you started:

If you want to begin an exercise program, stand on the tread-
mill for a few minutes every morning. Just stand there with a
cup of coffee and a newspaper, if you like.

The Kaizen technique for getting more sleep would be to go
to bed one minute earlier at night or stay in bed one minute
later in the morning, taking deep, relaxing breaths.

Toss out the first bite of one fattening snack. Do this for one
month. This process helps you to learn to eat less of a large
portion. For the next month, toss out the first and second
bites. Then toss three bites of the snack for a month and so
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on until you decide you no longer want the snack or until
there are no bites left.

To eat more slowly, as you eat, put the fork down between
bites and place your hand in your lap. Pick up the fork again
only when you’ve swallowed the previous bite.

If you can’t bring yourself to get off the couch, purchase a
hand grip to squeeze while watching television or squeeze old
tennis balls. This will burn a few calories and get you accus-
tomed to the idea of moving your body again.

When you’re ready to get moving, walk around the block
once a day or take one flight of stairs instead of the elevator.
Pass one additional house per day if you are walking around
the block, or repeat one extra step on the staircase until you
find the habit growing solid.

To further increase your appetite for exercise, think about the
activity you’d love to engage in: swimming, skiing, tennis. Find
an attractive picture of that activity and place it on the refrig-
erator, on top of the television, or in a corner of the mirror.

Now it’s your turn. In the following spaces, identify five small
actions you can take to increase your health.
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1. _______________________________________________________

2. ______________________________________________________

3. ______________________________________________________

4. ______________________________________________________

5. ______________________________________________________

IDENTIFY SMALL MOMENTS
Following are some small moments you might begin to
notice as you move toward your goal of health.

Notice how it feels to stretch your body. Don’t think about
the “exercise” component, but instead, focus on how good it
feels to stretch!

When you are chewing your food and the fork is down on the
plate, look around the room at your dining companions.
Absorb the moment. Choose to fully experience the scene,
rather than just focusing on the next bite.

After you’ve finished eating, allow the feeling of “comfortable
fullness” to bring you pleasure. Take a small moment to feel
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the pleasure of perfect satiation—not hungry, not stuffed.

Now it’s your turn. What are five small moments you might
notice as you move toward your goal of health?

1. _______________________________________________________

2. ______________________________________________________

3. ______________________________________________________

4. ______________________________________________________

5. ______________________________________________________

Kaizen Your Relationships

Would you like to:
� Find that special someone?
� Strengthen your marriage or romantic relationship?
� Overcome your resistance to intimacy?
� Be a better parent, child, sibling, or friend?
� Have a better relationship with yourself?
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In this section of the booklet, you’ll apply the principles of
Kaizen to your relationships. But first, you need to develop
your Relationship Vision. In the following section, describe
the ideal state of your relationships. Be sure to include things
like your ideal romantic relationship, your kids, your friends,
and even your co-workers. If you have a specific relationship
goal (such as to get married or to become a better listener),
write it here as well.

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

ASK SMALL QUESTIONS
Here are some small questions to get you started.

Is there a person at work or in my personal life whose voice
and input I haven’t heard in a while? What small questions
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could I ask this person?

If I knew that my ideal mate was coming into my life in 30
days, what one thing would I be doing differently?

What small, caring act would I like to receive from an ideal
partner right now?

Now it’s your turn. Think of five small questions relating to
your goal of improved relationships.

1. _______________________________________________________

2. ______________________________________________________

3. ______________________________________________________

4. ______________________________________________________

5. ______________________________________________________

26



THINK SMALL THOUGHTS
Here are some examples of small thoughts you could think to
improve your relationships.

This thought is for anyone who has a festering conflict with
another person, whether it’s a boss, employee, in-law, or
neighbor, and is trying to get past this problem. Once a day,
ask yourself what’s one good thing about this person? You
may soon find yourself seeing the person’s strengths with the
same clarity and in the same detail as you do his or her
weaknesses. This will help you resolve that conflict.

Spend 30 seconds imagining giving specific compliments to
someone important to you. Or, if you are challenged by giv-
ing criticism, imagine giving a critical comment and having
it received well. Feel your facial muscles moving and your
body posture remaining open as you deliver these messages
in a kind, matter-of-fact tone of voice.

Consider a situation in which you’re often judgmental or
harsh with yourself. Since it’s much easier for most self-criti-
cal people to be kind to others, try imagining that you’re
comforting a friend or a small child who’s made the same
mistake or has the same flaw you see in yourself. Hear that
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person saying the damaging things you say to yourself such
as “I’m a bad person” or “I never get it right.” Now imagine
yourself comforting that person. Experience the love and
compassion you feel towards someone who is suffering in
this way. What gestures and words would you use?

If you’d like to repair a ruptured personal relationship, first
think of one thing the other person does that pushes your
buttons, leading you to overreact or to avoid that person.
Now picture the person performing the irritating behavior
and imagine yourself responding in a manner you find ideal.
How would your body feel? Would it cool down instead of
heat up? What would you like to say and in what tone of
voice? What posture would you like to assume?

Now it’s your turn. In the following space, write down your
small thoughts.

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________
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TAKE SMALL ACTIONS
Here are some sample small actions you can take to improve
your relationships.

Think of one place you might like to go, perhaps a place of
worship, an adult education class, or an athletic social group,
to meet people with interests similar to yours. Write it down.
Every day think of one additional location or group and add
it to your list.

Think of someone you know who has a full and happy social
life. Ask this person where he or she has met friends. If you
like the idea of joining a certain club but feel you’re too busy,
keep your initial level of commitment very low. You might
plan to attend just one meeting and promise yourself to leave
after 15 or 20 minutes. This will help you build an appetite
for social activity without wrenching your schedule.

Call a friend and schedule a meeting.

Now it’s your turn. In the following section, list five small
actions you can take right now to improve your relationships.

1. _______________________________________________________
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2. ______________________________________________________

3. ______________________________________________________

4. ______________________________________________________

5. ______________________________________________________

IDENTIFY SMALL MOMENTS
Here are some examples of small moments you can identify
to improve your relationships.

Look for a person who has the opposite opinion from you on
a hot-button social policy issue, such as abortion, gun con-
trol, school vouchers. It’s helpful if this person is a stranger,
say someone sitting next to you on an airplane, rather than a
close friend or family member. Engage this person in a con-
versation in which all you do is ask questions with only one
agenda, to discover and understand the reasons for his or her
point of view. Don’t argue, persuade, or sound at all judg-
mental.

Notice something positive about a stranger. Does she have
pretty hair? Is he being kind to someone else? Is there a child
who is sharing nicely with another? Take some time and
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notice the positive things in the strangers around you.

Identify one moment each day during which you can praise
your partner’s personality or appearance. Acknowledging
these small moments reassures your partner that he or she is
loved as a person, not just as a homemaker or breadwinner.

Now it’s your turn. In the following spaces, identify five small
moments in which you can improve your relationships.

1. _______________________________________________________

2. ______________________________________________________

3. ______________________________________________________

4. ______________________________________________________

5. ______________________________________________________
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Kaizen Your Career
Would you like to:
� Get a promotion?
� Learn a new skill that could lead to a raise?
� Start your own business?
� Find your true life’s passion?

In this section of the booklet, you’ll apply Kaizen to your
career. But first, you need to develop your Career Vision. In
the following section, describe your ideal career. Be sure and
include things like your income, working conditions, the type
of work you do, and who you work with. If you don’t have a
clear Career Vision, then write that here as well. You can
apply the techniques of Kaizen to developing one!

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________
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ASK SMALL QUESTIONS
Here are some small questions to get you started using the
principles of Kaizen to improve your career.

If I were guaranteed not to fail, what would I do differently?

Ask your colleagues what small things you could do to improve
your career. Be sure to praise their suggestions. If the sugges-
tions are not practical or possible, the moment is ripe to teach
the employee and perhaps prevent future problems.

What could I do for one minute a day at work that would
improve my career?

Which activity at work is my favorite? What do I like about it?

What is one action I could take that would encourage someone
at work?

Now it’s your turn. In the following spaces, list five small
questions you could ask to improve your career.

1. _______________________________________________________

2. ______________________________________________________
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3. ______________________________________________________

4. ______________________________________________________

5. ______________________________________________________

THINK SMALL THOUGHTS
Here are some examples of small thoughts you might use to
improve your career.

Imagine giving a person from your department (who is caus-
ing you a problem) a specific, detailed compliment in an
enthusiastic tone of voice as if there were no problem at all
with this person’s work. Imagine how you would stand in
front of the person, how it would feel to approach the person
with a relaxed, open posture, how your voice would sound,
and what any ambient sounds or smells might be.

Envision asking for a raise. Visualize knocking on the boss’s
door and being welcomed in. How do you feel? What does
the room look like? If the idea of asking for the raise is too
much, then imagine simply going in and talking about some-
thing else.

Create an image of yourself performing a skill that would
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enhance your career. Maybe it is public speaking, or typing
faster, or even learning a new software program.

Now it’s your turn! What are some small thoughts you could
imagine to improve your career?

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

TAKE SMALL ACTIONS
Here are some suggestions of small actions you could take to
improve your career.

Start a list of reasons you deserve more money for your
work. Every day add one item to the list. Spend one minute a
day practicing your request to your boss out loud. Increase
this time until you feel ready to make your request in person.
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Spend five minutes each morning (before you go to work)
looking at want ads. If you are looking for a new position,
write down leads. If you aren’t, compare salaries.

Spend five minutes every morning listening to a career-relat-
ed audio program (sales, time management) while you com-
mute to work.

Now it’s your turn. In the following spaces, list five small
actions you could take to improve your career.

1. _______________________________________________________

2. ______________________________________________________

3. ______________________________________________________

4. ______________________________________________________

5. ______________________________________________________

IDENTIFY SMALL MOMENTS
Here are some suggestions of small moments you might find
to improve your career.
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Are there any observations you’ve made at work about how
things could be improved? Maybe every morning you pull in
the parking lot and think, “It would make a lot more sense
to…”

Find one moment each day when you remember what you
love about your work.

Read through your old letters of recommendation. Look for
times at work when you receive similar praise.

Now it’s your turn. In the following spaces, identify five small
moments in which you can improve your career.

1. _______________________________________________________

2. ______________________________________________________

3. ______________________________________________________

4. ______________________________________________________

5. ______________________________________________________
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Kaizen Your Finances

Would you like to:
� Keep your checkbook balanced?
� Improve your credit rating?
� Invest money in stocks or properties?
� Stop overspending?

In this section of the booklet, you’ll apply the principles of
Kaizen to your finances. But first, you need to develop your
Financial Vision. In the following section, describe your ideal
state of finances. While you do want to specify an annual
income, also describe your relationship with money, what
kinds of things you will do with your money, and what skills
you have to manage money. If you have got a specific finan-
cial goal (such as to purchase investment properties), write it
here as well.

_________________________________________________________

_________________________________________________________

_________________________________________________________
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ASK SMALL QUESTIONS
Here are some small questions to get you started using the
principles of Kaizen to improve your finances.

What is one small purchase I could skip? Perhaps I can down-
grade from a large, relatively expensive latte to a small, plain
coffee. Maybe I can read a newspaper for free online instead of
buying one at the newsstand.

What is one company I’ve thought of investing in?

If I were a brilliant money manager, what one thing would I be
doing differently?

What one thing can I do to make my money stretch farther?

Now it’s your turn. In the following spaces, list five small
questions you could ask to improve your career.

1. _______________________________________________________

2. ______________________________________________________

3. ______________________________________________________
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4. ______________________________________________________

5. ______________________________________________________

THINK SMALL THOUGHTS
What about finance makes you nervous? Does the idea of
managing a large income scare you? Maybe you fear what
others will think if you are wealthy.

Here are some examples of small thoughts to improve your
finances.

For 30 seconds, imagine going to the bank and depositing a
very large check. See the cashier’s face as she writes the
amount. Envision yourself on the security camera. How do
you look? How do you feel?

Think of balancing your checkbook. Without moving a mus-
cle, see yourself with a calculator and your bank register. Feel
the numbers adding up and your pride as you balance the
checkbook.

Now it’s your turn! What are some small thoughts you could
imagine to improve your finances?

40



_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

_________________________________________________________

TAKE SMALL ACTIONS
Here are some examples of Kaizen applied to finances.

If you want to stop overspending, a Kaizen action would be
to remove one object from the shopping cart before heading
to the cash register.

Set yourself the goal of saving just one dollar per day. One
way to do this is to modify one daily purchase. Put each
saved dollar away.

Another tactic for saving a dollar is to share a daily indul-
gence with a friend. Buy one large coffee and pour it into two
smaller mugs. Buy one newspaper and swap sections.
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Start a list of things you’d like to do with that extra money
and add one idea every day. You’ll learn to think about far-
off, more sizeable financial goals rather than immediate,
cheaper pleasures.

Now it’s your turn. In the following spaces, list five small
actions you could take to improve your finances.

1. _______________________________________________________

2. ______________________________________________________

3. ______________________________________________________

4. ______________________________________________________

5. ______________________________________________________

IDENTIFY SMALL MOMENTS
Here are some suggestions of small moments you might find
to improve your finances

What is a small improvement you could implement that
would make a big difference in your finances? Maybe signing
up for online bill paying might help you pay bills more quick-
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ly, thus saving finance charges.

Think about requesting a lower interest rate from your credit
card company.

Come up with a silly pet name for your savings account. It’s a
lot more fun to “give money to Fred” than it is to “save for a
rainy day.”

Now it’s your turn. In the following spaces, identify five small
moments in which you can improve your finances.

1. _______________________________________________________

2. ______________________________________________________

3. ______________________________________________________

4. ______________________________________________________

5. ______________________________________________________
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A Note from Dr. Maurer
Dear Readers,

Thank you so much for purchasing this program and for
working through this booklet. I hope I’ve convinced you that
Kaizen is a powerful method for achieving clear, standalone
goals, or fixing troublesome behaviors. The beauty and the chal-
lenge of Kaizen is that it requires faith. Not necessarily religious
faith, or a rigid and unthinking commitment, but a belief in the
power of your body and brain to carry you wherever you need to
go. By taking small steps, you set your mental compass in a new
direction, allowing your mind to do the rest.

The faith often takes the form of a gentle, patient attitude in
the face of challenges. It doesn’t matter whether those chal-
lenges are seemingly insurmountable, or tediously mundane. If
you’re having trouble committing to a rigorous health improve-
ment plan, begin by flossing a tooth or two, or washing your
hands carefully before one meal. If you want to feel happier and
more peaceful, start in your car, giving the drivers in front of
you plenty of space and consideration. If you want to have more
love in your life, perform a small, loving act each day for a
friend, acquaintance, or stranger. If your desire is to unleash
your creative potential, try asking a new question of yourself
each day. Await the answers with both anticipation and trust.
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Instead of aggressively forcing yourself into a boot camp men-
tality about change, give your mind permission to make the
leaps on its own schedule, in its own time.

Although Kaizen is a potent force for career advancement,
weight loss, improved health, and other goals, it’s more pro-
found than a tool for simply crossing the finish line. Try to see
Kaizen as a process that is never done. Don’t put it in a drawer,
forgotten, once your goal has been reached. Kaizen invites us to
see life as an opportunity for continuous improvement, for ever
higher standards, and for expanding potential. But, as you incor-
porate Kaizen into your routines and discover its power, you will
have begun to answer a profound question. What more impor-
tant task does this life hold than to draw out the possibility in
each and every moment?

Mother Teresa expressed this so much better than I when she
said that we can do no great things, only small things with great
love. It is not how much we do, but how much love we put into
the doing, and it is not how much we give, but how much love
we put into the giving. To God, there’s nothing small. Thank you.

PS: I love hearing your comments and success stories. Feel free
to email me at scienceofexcellence@verizon.net.
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KAIZEN QUOTES

“Success is how you collect your minutes.” – Norman Lear

“Someone should tell us right at the start of our lives that
we’re dying. Then we might live life to the limit every
minute of every day. Do it, I say. Whatever you want to do,
do it now. There are only so many tomorrows.” – Michael
Landon (shortly before his death)

“We have forgotten that simplicity is a need in human life.
It’s the human art of finding meaning and joy in the small,
natural and less dramatic things. At its highest, it’s a con-
sciousness that sees through the confusions we invent,
through the essential, uncomplicated reality of life. If a
direct, uncomplicated, simple relationship offers us happi-
ness, we won’t accept it: It’s too simple, too dull. We’re
trained to respect only what is inflated, hyper-intense, high-
pressure, big, and complicated.” – Robert Johnson,
Psychiatrist

“If you can dream it, you can do it. Always remember that
the whole thing started with a mouse.” – Walt Disney

“Start wherever you are and start small.” – Rita Bailey, Head
of Human Resources, Southwest Air Lines
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“Continuous improvements in any area eventually transforms
the operation. They lead to product innovation. They lead to
service innovation. They lead to new processes. They lead to
new businesses. Eventually, continuous improvement leads
to fundamental change.” – Peter Drucker

“Confront the difficult while it is still easy. Accomplish the
great tasks by a series of small acts.” – Tao Tai Ching

“Doing the best at this moment puts you in the best place for
the next moment.” – Oprah Winfrey

“I’ve never been especially impressed by the heroics of people
convinced that they’re about to change the world. I’m more
awed by those who struggle to make one small difference
after another.” – Ellen Goodman, Columnist for The Boston
Globe

“No matter how great your vision or strategy is, you have to
get out there and be able to meet customers’ needs one
transaction at a time.” – Robert Niblock, President, Lowe’s
Corporation

“The beginning is the half of every action.” – Greek proverb
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“Take the first step in faith; you don’t have to see the whole
staircase. Just take the first step.” – Martin Luther King, Jr.

“Over the years, we’ve seen many strategies for management
success come and go. In my experience, Kaizen is different.
It’s not a fad. It helps us focus in a very basic way on how
we do our work. The process of doing our work becomes an
end in itself, as well as a means of gratification. For me
that’s where the real joy comes in. In today’s highly competi-
tive business environment, companies that want to be lead-
ers in their field have to ask continually, How can we do the
job better tomorrow than we’re doing it today.”
– Edward C. Johnson III, Chairman and CEO, Fidelity
Investments

“We must not, in trying to think about how we can make a
big difference, ignore the small, daily differences we can
make, which, over time, add up to big differences that we
often cannot foresee.”
– Marion Wright Edelman, Founder, Children’s Defense
Fund

48



“Start by making small changes in your nutrition program.
That way you’re more likely to stick with a healthy eating
plan. Making changes in increments will help you stick with
a healthy program long-term.”
– Chris Carmichael, Lance Armstrong’s Coach

“He who saves a single life, saves the entire world.” This
quote, from the Talmud, was inscribed on a ring given to
Oscar Schindler by the people whose lives he saved at the
end of the second world war.

“Life is really simple, but we must insist on making it com-
plicated.” – Confucius

“Some may think these trifling matters not worth minding or
relating, but when they consider that though dust blown
into the eyes of a single person or into a single shop on a
windy day is but of small importance, yet, the great number
of instances in a populous city and its frequent repetitions
give it weight and consequence, perhaps they will not cen-
sure very severely those who bestow some attention to
affairs of this seemingly low nature. Human felicity has pro-
duced not much by great pieces of good fortune that seldom
happen, as by little advantages that occur every day.”
– Benjamin Franklin
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“Grain by grain, a loaf. Stone upon stone, a palace.”
– George Bernard Shaw

“Big things are accomplished only through the perfection of
minor details.” – Coach John Wooden

“And the true creator may be recognized by his ability always
to find about him in the commonest and humblest thing,
items worthy of note,” – Igor Stravinsky, Composer

“No great leaps of conscious or unconscious insight necessar-
ily occur. Rather, creative action is slow and incremental,
the familiar way of dealing with a problem gradually evolv-
ing into something new.”
– Ruben Weissburg, Author of the book Creation

“See everything, overlook a great deal, improve a little.”
– Pope John XXIII.

“When I face the desolate impossibility of writing 500 pages,
a sick sense of failure falls on me, and I know I can never do
it. Then gradually, I write one page and then another. One
day’s work is all that I can permit myself to contemplate.”
– John Steinbeck
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“Never doubt for a moment that a small group of people can
change the world. Indeed, it has never happened any other
way.” – Margaret Mead, Anthropologist

“The secret of getting ahead is getting started. The secret of
getting started is breaking your complex talent into small,
manageable tasks, and then starting on the first one.”
– Mark Twain

“Inches make a champion.” – Vince Lombardi

“Every individual makes a difference. We cannot live through
a single day without making an impact on the world around
us.” – Jane Goodall, Primatologist
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Enhance your audio library with these inspiring
programs from Nightingale-Conant:

Change Your Beliefs, Change Your Life: How to Take
Control, Break Old Habits, and Live the Life You Deserve
By Nick Hall, Ph.D.
20970CD

Creating Miracles Every Day: How to Turn Ordinary
Moments into Extraordinary Experiences
By Richard Carlson, Ph.D.
19110CD

Thirsting for God: The Spiritual Lessons of Mother Teresa
21690CD

All available from Nightingale-Conant —

Phone: 1-800-525-9000
or visit our website at www.nightingale.com

or for our UK clients
Phone: 01803 666100 • nightingaleconant.co.uk.

24970PG1-WCDR
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