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A 5-Step Plan to Burning
Bright (Not Out), this Summer
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What am | proud of from the past 6 months?

When did | step outside my comfort zone?
What challenge did | face... and handle better than expected?

What did you handle this year that would have floored you
twelve months ago?

What habit, mindset, or moment made me feel more me?

N

\



YOU

BURN
BRIGHT
Project / Deadline / Who’s Status Action
Responsibility Milestone Involved Needed
What must be done before the break?
11~

What can wait?

What’s only urgent because | haven’t planned for it yet?


https://www.linkedin.com/in/zoefenn/
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If this happens

Then | will...

A client / stakeholder asks for
updates

A team member needs
support

A deadline moves

| feel overwhelmed / unclear
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What do your team and peers need to know before the

break?

Who needs to be informed about coverage, timelines, or

decision-making boundaries?

What are your “non-negotiables” (for time off or while
covering)?

Reflection prompt: Where do | need to be clearer — with

others and with myself?



If you're switching off:
What needs to be true for me to actually rest?

What does “rest” look like for me?
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PRO TIP: Block out a ‘reset’ hour? (60 mins when back to

review where everything is at & set priorities)

¥y If you’re covering for others:
What can | pause or delegate temporarily?

Who can | check in with for support if needed?

What'’s one ritual | can keep to protect my energy?
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Unhelpful
sy U : Helpful Re-framed
Automatic Filter
Though
Thought
I’ | d
| can’t take a ve planne

break - everything
will fall apart

Catastrophising

thoughtfully so
the team can
keep moving.

’ll have to do
everything while
others are off

Black / White
Thinking

| can be
supportive
without being
stretched too thin.




YOU

SUMMER BURN
INTENTIONS
CHECKLIST

I've given myself credit where its due

I've mapped my key projects and deadlines

I’ve set realistic boundaries and

expectations

I've planned for possible challenges

I've communicated clearly with my team and

stakeholders

I’'ve chosen one mindset or habit | want to

protect this summer

Congratulations - you're

ready for a frozen margarita!!



