DIGITAL ZEN · FREE TEMPLATE
Weekly Planning Template for Admin Professionals

A weekly planning system built for the realities of an admin role — reactive demands, executive-driven priorities, and recurring tasks that never stop. Print it or duplicate the file each week. Fill the top 3 first; everything else serves them.
This week’s top 3 priorities
If the week went sideways and only three things got done, these are the three. Tie each to an outcome, not an activity.
1.  __________________________________________________
2.  __________________________________________________
3.  __________________________________________________

Daily triage
Each morning, sort the day into three columns. “Must-do” is what makes today a success; “Waiting on” is what you’re owed; “Quick wins” are the under-10-minute items to batch.
	Day
	Must-do today
	Waiting on
	Quick wins

	Monday
	
	
	

	Tuesday
	
	
	

	Wednesday
	
	
	

	Thursday
	
	
	

	Friday
	
	
	



Recurring this week
The standing tasks that repeat — payroll, reports, standing meetings, follow-ups. Check them off so nothing recurring slips.
1. ________________________________________
1. ________________________________________
1. ________________________________________
1. ________________________________________

End-of-week review (10 minutes, Friday)
What got done that mattered?  __________________________________________________
What slipped, and why?  __________________________________________________
What carries into next week?  __________________________________________________
One thing to improve or automate next week:  __________________________________________________
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