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Your Week Ahead

My THEME for this week beginning

is:

My Top 3 priorities this week  If i  did
nothinng else other then these this week
I would be happy!

01.

02.

03.

01.

02.

03.

What I MUST remember
this week:

Any birthdays,
anniversaries, events,
things I must remember
to bring etc.

My Distractions or Interruptions to watch out for this week!

Looking after You! What one action will you take this week just for you?

Long-term Goal or Intention One action I will take this week towards a
long-term goal, intention or vision:

Productivity Accelerators What action will I take this week to accelerate my productivity? Eg. delegate, say "no",
have a super-focused day, try something new etc.

My Annual/Quarterly Goals I will take
these actions towards my
annual/quarterly goals!

I have reviewed and balanced my diary/organizer for the week.

I have reviewed my diary, I know what I need to say "yes" and "no" to. I have time-boxed and allowed plenty of time around
appointments including travel time. I have time just for me, for my health and time for people important to me. My admin tasks are
covered and I feel in control.

Smash those Obstacles What's getting in the
way? Pick one tough situation or decision you
have been avoiding or procrastinating, and
write one action you will take to resolve it:

Clearing the Decks!
What will you FINISH this week?
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Your Week in Review

What specifically have I achieved, progressed - what are my successes and wins?

01.

02.

03.

Progress this week?

01.

02.

03.

What am I proud of this week?

What do I need to give myself a pat on the back for?

As you review your week, make sure you complete the questions below in full. You can add more
items you're proud of etc. but not less than the required amount. It's important that if you can't
find answers to all the questions that you lower your standards until you CAN!
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01.

02.

03.

01.

02.

03.

01.

02.

03.

What have I learned this week?

Appreciation

Where were you too hard on yourself, what could you have done differently, what other
key insights or realisations have you had this week?

What am I grateful for this week?

The people I will make a point of thanking this week are:
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What one thing could I do differently next week?

Look at everything you've reviewed above and think of one thing you could do differently
next week. It may simply be how you decide to BE or choose to see the world. It could
also be an action you take, a thought or quote you focus on or something else – but it will
be unique to you. Just write it here and see what happens:

© Capacity Building Solutions, Inc.
www.capacity-building.com 05

http://www.capacity-building.com/

	Page 1  Your Week Ahead: 
	undefined: 
	is: 
	I would be happy: 
	02 1: 
	02 2: 
	annualquarterly goals: 
	02 1_2: 
	02 2_2: 
	write one action you will take to resolve it: 
	undefined_6: 
	My Distractions or Interruptions to watch out for this week: 
	Looking after You What one action will you take this week just for you: 
	longterm goal intention or vision: 
	Check Box1: Off
	longterm gryerroal intention or vision: 
	longterm gryer,hgroal intention or vision: 
	longterm gryerroal intenhg,hg,tion or vision: 
	longterm gryerroal intentiohg,h,jh: 
	j: 
	n or vision: 


	Page 2  Your Week in Review: 
	01;:L,jgj: 
	01hkhg: 
	op'gnghfd: 
	01;:L,nbv,jgj: 
	0mbvm1hkhg: 
	op'gnbvmmbvmvbghfd: 
	01;:L,jgjjgg: 
	01hgjjgjjgdgvvckhg: 
	op'gnghfdnnxnbvnvcnvnb: 
	cxzvzv01;:L,nbv,jgj: 
	zvxxzv0mbvm1hkhg: 
	vxzvxzvcxzop'gnbvmmbvmvbghfd: 
	cxzvzvfhfh01;:L,nbv,jgj: 
	zvxxzv0mhfdhbvm1hkhg: 
	vxzvxzhfdhfvcxzop'gnbvmmbvmvbghfd: 
	cxzvzvfhfh01vzvzxzv;:L,nbv,jgj: 
	zvxxzv0mhfdhvxzvxzbvm1hkhg: 
	vxzvxzhfdhfvcvzxvxzxzop'gnbvmmbvmvbghfd: 
	cxzngnvzvfhfh01vzvzxzv;:L,nbv,jgj: 
	zvxxzv0nnmhfdhvxzvxzbvm1hkhg: 
	vxzvxznnnnhfdhfvcvzxvxzxzop'gnbvmmbvmvbghfd: 
	cxzngnvzvfhfh01mnbmvzvzxzv;:L,nbv,jgj: 
	zvxxzv0nnmhfdmbvmhvxzvxzbvm1hkhg: 
	vxzvxznnnnhfdhfvcvzmbxvxzxzop'gnbvmmbvmvbghfd: 
	cxzngnvzbvmnbvvfhfh01mnbmvzvzxzv;:L,nbv,jgj: 
	zvxxzv0nnmhbvmmfdmbvmhvxzvxzbvm1hkhg: 
	vxzvxznnnnhfdhfvcvzmbxmbvmvxzxzop'gnbvmmbvmvbghfd: 
	cxzngnvzbvmnbnmmvvfhfh01mnbmvzvzxzv;:L,nbv,jgj: 
	zvxxzv0nnmhbvmmfdmbmmbvmhvxzvxzbvm1hkhg: 
	vxzvxznnnnhfdhfvcvzmbxmbvmvxmbvmzxzop'gnbvmmbvmvbghfd: 
	cxzngnvzbvmnbnmmvvfhfh01mnbmv,mmzvzxzv;:L,nbv,jgj: 
	zvxxzv0nnmhbvmmfdmbmm,m,bvmhvxzvxzbvm1hkhg: 
	vxzvxznnnnhfdhfvcvzmbxmbvmvxmb,b: 
	,mn: 
	bvmzxzop'gnbvmmbvmvbghfd: 
	bvmznb,,xzop'gnbvmmbvmvbghfd: 
	bvmznb,,xzmhmhgop'gnbvmmbvmvbghfd: 
	bvmznb,,xzmhmhgopbvb'gnbvmmbvmvbghfd: 
	bvmznb,,xzmhmhgopbvb'mbvmvgnbvmmbvmvbghfd: 


	cxzngnvzbvmnbnmmvvfhfh01mnbm,nb,v,mmzvzxzv;:L,nbv,jgj: 
	zvxxzv0nnmhbvmmfdmbmm,m,bv,nbmhvxzvxzbvm1hkhg: 
	cxzngnvzbvmnbnmmvvfhfh01mnbmmhm,nb,v,mmzvzxzv;:L,nbv,jgj: 
	zvxxzv0nnmhbvmmfdmbmm,m,bv,nbmhvxmhmhzvxzbvm1hkhg: 
	cxzngnvzbvmnbnmmvvfhfh01mnbmmhm,nb,v,mmzvzxzv;:vcncL,nbv,jgj: 
	zvxxzv0nnmhbvmmfdmbmm,m,bv,nbmhvxmhmhvbvcbzvxzbvm1hkhg: 
	cxzngnvzbvmnbnmmvvfhfh01mnbmmhm,nb,v,mmmvmvmzvzxzv;:vcncL,nbv,jgj: 
	zvxxzv0nnmhbvmmfdmbmm,m,bv,nbmhvxmhmhvbvcbzvxzbvbvmmm1hkhg: 


