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WEEK OF

One outcome that matters most

CLIENT WORK & FOLLOW-UPS

Top client delivery

Follow-up / next step

Proposal or sales action

Client update to send

MARKETING & OPERATIONS

One useful post or update

Lead to contact

Admin task to batch

A task to delegate / drop

A LIGHT PLAN FOR THE WEEK

MON TUE WED THU FRI

FRIDAY REVIEW · 5 MINUTES

A win from this week What needs attention next week?

Next week’s first action


