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Project name: Project name

Project summary:

[Overview and purpose of the project]

Planned milestones:

[List your key milestones]

Needed resources:

[List any resources you’ll need for the project, including
materials or tools]

Brain dump:

[List random thoughts or to-do items that don’t fit elsewhere]

Project due date: [Date]

Key objectives:

[List 3-5 key objectives of your project]

Target dates:

[List target dates for hitting each milestone]

Needed support:

[List people or teams you’ll need to tap for support,
guidance, or accountability for the project]



Day of the week

1

[List key project
goals or targets for
this date]

8

[List key project
goals or targets for
this date]

15

[List key project
goals or targets for
this date]

22

[List key project
goals or targets for
this date]

29

[List key project
goals or targets for
this date]

Day of the week
2

[List key project
goals or targets for
this date]

9

[List key project
goals or targets for
this date]

16

[List key project
goals or targets for
this date]

23

[List key project
goals or targets for
this date]

30

[List key project
goals or targets for
this date]

Day of the week
3

[List key project
goals or targets for
this date]

10

[List key project
goals or targets for
this date]

17

[List key project
goals or targets for
this date]

24

[List key project
goals or targets for
this date]

31

[List key project
goals or targets for
this date]

Day of the week
4

[List key project
goals or targets for
this date]

11

[List key project
goals or targets for
this date]

18

[List key project
goals or targets for
this date]

25

[List key project
goals or targets for
this date]

#

[List key project
goals or targets for
this date]

Day of the week
5

[List key project
goals or targets for
this date]

12

[List key project
goals or targets for
this date]

19

[List key project
goals or targets for
this date]

26

[List key project
goals or targets for
this date]

#

[List key project
goals or targets for
this date]

Day of the week
6

[List key project
goals or targets for
this date]

13

[List key project
goals or targets for
this date]

20

[List key project
goals or targets for
this date]

27

[List key project
goals or targets for
this date]

#

[List key project
goals or targets for
this date]

Day of the week
7

[List key project
goals or targets for
this date]

14

[List key project
goals or targets for
this date]

21

[List key project
goals or targets for
this date]

28

[List key project
goals or targets for
this date]

#

[List key project
goals or targets for
this date]



Project name

[List key tasks, goals, and milestones you’ll need to complete this

week to keep your project on schedule]
MM/DD — MM/DD

[List key tasks, goals, and milestones you’ll need to complete this

week to keep your project on schedule]
MM/DD — MM/DD

[List key tasks, goals, and milestones you’ll need to complete this
week to keep your project on schedule]

MM/DD — MM/DD

MM/DD — MM/DD

[List key tasks, goals, and milestones you’ll need to complete this
week to keep your project on schedule]

Future log

[Add future events, important dates, or other notes you’ll need for the next month]

In progress

Complete



Month 00 — Month 00

Monday

[Add bullet points for to-do items, categorized by project or
urgency]

Wednesday

[Add bullet points for to-do items, categorized by project or
urgency]

Friday

[Add bullet points for to-do items, categorized by project or
urgency]

Tuesday

[Add bullet points for to-do items, categorized by project or

urgency]
Thursday
[Add bullet points for to-do items, categorized by project or
urgency]

[Add bullet points for to-do items,
Saturday categorized by project or urgency]

[Add bullet points for to-do items,
Sunday categorized by project or urgency]



Month 00 — Month 00

Next week Reflection

[List the things you need to tackle next week] [Add reflections on your week, goals, and overall progress]

[List the things you need to tackle next week]
[List the things you need to tackle next week]
[List the things you need to tackle next week]
[List the things you need to tackle next week]

[List the things you need to tackle next week]
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