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aCts of KinDness to Do foR youR 
bosses, Colleagues, staff, & Clients

“No act of kindness, no matter how small, is ever 
wasted.” —Aesop

1. Offer to help them with a difficult project or meet a
tight deadline.

2. Tell them why you appreciate them.

3. Be a cheerleader for their ideas.

4. Share your expertise with them.

5. Do great work that’s ready to go and requires little
more from them.

6. Send them flowers.

7. Bring their favorite kind of coffee from their
favorite coffee shop.

8. Assume their good intentions.

9. Make sure they know why their work matters and
how it benefits others.

10. Invite them to lunch.

11. Put your phone away when you’re with them.

12. Tell them thank you.

13. Cheer them up after disappointments.

14. Write, make, or buy something to provide
encouragement when they’re experiencing
difficulties.

15. Praise them to others.

16. Really be present and listen to them without
interrupting.

17. Learn something new about them.

18. Look for opportunities to make helpful
introductions.

19. Celebrate their accomplishments.

20. If they’re overwhelmed with personal or work
challenges, ask if you can help in some way.

21. Pass along useful information.

22. Enable their growth—e.g., coach, give feedback,
invite them to tag-along.

23. Buy them a book that you know they’ll love.

24. Scout for reasons to compliment them. Shoot for
three people a day.

25. Give them a “care package” when they’re preparing
for trial, participating in a deal closing, etc.

26. Notice and note their progress on something
important to them.

27. Compliment a good presentation, high-quality
meeting, or contribution on a call.

28. Each day, make the first email you write a
compliment, note of support or appreciation, or
other positive jolt.

29. Sneak into their offices and leave them sticky notes
with encouraging message or treats.

30. Get to know them as people, remember the details,
and follow up on them.

31. Don’t gossip or talk negatively about them.

32. Make them laugh.

33. Celebrate their birthdays by making them cards and
a cake.

34. If they blog or publish online, read, comment,
circulate, and encourage others to do the same.

35. Create a spreadsheet that includes their likes (e.g.,
simple things like favorite candy, favorite drink,
favorite snack, etc.) and use it regularly.

36. Share credit with them.

DO ACTS OF KINDNESS
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