CGHECKLELST

Looking Put

Together On
Rushed Days
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Looking Put Together
on Rushed Days

E ven on your most rushed mornings, you can still make a
strong first impression with this emergency protocol. This

checklist provides quick, high-impact actions to maintain your
professional appearance when time is limited.

1. Face & Skincare

O Splash face with water
This quick refresh removes overnight oils and helps wake up

your skin without the time commitment of a full cleansing
routine.

O Apply moisturizer with SPF
This two-in-one step hydrates your skin and provides
essential sun protection in seconds, creating a smooth base

for the day.
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O Use spot concealer on visible blemishes
Rather than applying full makeup, target only the most
noticeable imperfections to create a clean, professional look
in minimal time.

2. Hair Management

0O Wet hands and smooth down hair
This simple technique tames flyaways and bedhead quickly
when there's no time for full styling.

O Apply small amount of styling product
A minimal amount of product adds control and polish
without requiring complex styling techniques or tools.

O Use a quick updo for uncooperative hair
A simple ponytail or bun can instantly create a professional
look when hair isn't cooperating and time is limited.

3. Quick Grooming Details

O Check nails for cleanliness and evenness
Clean, trimmed nails signal attention to detail; a quick
inspection prevents overlooking this small but impactful
element.

O Brush teeth thoroughly
Fresh breath and clean teeth are non-negotiable basics that
significantly impact close conversations and overall
impression.

O Check nose, teeth, and ears
A 30-second mirror check prevents embarrassing oversights

that could undermine your professional image throughout
the day.
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0O Apply deodorant
This essential step prevents body odor that could distract
from your professional presence during the day.

4. Clothing Strategy

O Retrieve pre-selected outfit
Choosing clothes the night before eliminates decision fatigue
and ensures clean, wrinkle-free options even when rushed.

0O Check for stains or wrinkles
A quick visual inspection prevents wearing visibly soiled or
rumpled clothing that signals carelessness.

O Ensure proper fit
Even when rushing, confirm clothes aren't too tight, too
loose, or inappropriately revealing for your professional
environment.

5. Final Polish

O Add one simple accessory
A watch, simple necklace, or quality belt adds instant polish
without requiring complex styling decisions.

0O Check shoes for cleanliness
Clean, appropriate footwear completes your professional
look; dirty shoes can undermine an otherwise polished
appearance.

O Stand up straight and adjust posture
Good posture instantly improves how your clothes fit and
how others perceive your confidence and competence.
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6. Emergency Backup Options

O Keep backup clothing items at work
Maintaining a neutral blazer, spare shirt, or emergency tie at
your workplace provides insurance against spills or
unexpected meetings.

O Maintain travel-sized grooming kit
A small kit with essential items like toothbrush, deodorant,
and spot concealer allows for quick touch-ups throughout
the day.

0O Know your 60-second confidence boost
Identify a personal ritual (deep breathing, power pose,
affirmation) that instantly improves your presence before
important interactions.
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