
WEEKLY WORK PLAN TEMPLATE

Week of ____________ Project / team

GOALS THIS WEEK (MAX 3)

1
2

3

DEADLINES & KEY DATES MEETINGS & FIXED COMMITMENTS

Monday

Focus:

Tuesday

Focus:

Wednesday

Focus:

Thursday

Focus:

Friday

Focus:

Waiting on / next week

FRIDAY REVIEW Done: Moves to next week: Change next week:
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