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The HOLD Workbook
A practical decision filter for the work, responsibility, and mental load you carry.
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Created by Brittany Guiles Clarity → ownership → action



S T E P  0 1  ·  S E E  W H A T  Y O U  A R E  C A R R Y I N G

Start with the full picture. List recurring responsibilities, decisions, and 

invisible work—not only the tasks on your calendar. Estimate the real weekly time and energy each one 

requires.

R E S P O N S I B I L I T Y H O U R S E N E R G Y C U R R E N T  O W N E R
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N O T I C E Which item creates the greatest 

mental load beyond the hours it takes?

C O N S I D E R Which item are you holding 

because you can—not because it truly 

requires you?

E M P O W E R  M I N D S E T  S O L U T I O N S Build better. Not simply more.



S T E P  0 2  ·  U S E  T H E  H O L D  F I L T E R

Make an intentional decision. Choose one meaningful 

responsibility from your inventory. Work through the four options before defaulting to “keep doing it.”

H Hold It

It genuinely requires your judgment, leadership, presence, 

or ownership.

W H Y  M U S T  T H I S  R E M A I N  M I N E ?

O Optimize It

The outcome matters, but the process, system, frequency, 

or standard should change.

W H A T  W O U L D  M A K E  T H I S  L I G H T E R ?

L Let Go

The outcome still matters, but another person should own 

both the execution and result.

W H O  C O U L D  T R U L Y  O W N  T H I S ?

D Delete It

It no longer meaningfully contributes to the outcome, 

priority, or life you are building.

W H A T  B E C O M E S  P O S S I B L E  I F  I T  S T O P S ?

E M P O W E R  M I N D S E T  S O L U T I O N S Build better. Not simply more.



S T E P  0 3  ·  M O V E  T H E  D E C I S I O N  I N T O  A C T I O N

Win the next week. A decision is only useful when it changes ownership, a 

system, or the calendar. Choose the smallest clear action that makes your HOLD decision real.

T H E  R E S P O N S I B I L I T Y  I  A M  D E C I D I N G  A B O U T

M Y  H O L D  D E C I S I O N :  H O L D  ·  O P T I M I Z E  ·  L E T  G O  ·  D E L E T E

T H E  F I R S T  C O N V E R S A T I O N  O R  A C T I O N

W H O  O W N S  T H E  O U T C O M E  A F T E R  T H I S  D E C I S I O N

T H E  D A T E  T H I S  C H A N G E  B E C O M E S  R E A L

O N E - W E E K  E X P E R I M E N T

What will you test for seven days?

W H A T  F E L T  L I G H T E R ? W H A T  N E E D S  A N O T H E R  D E C I S I O N ?

E M P O W E R  M I N D S E T  S O L U T I O N S Build better. Not simply more.


