Weekly Review Checklist
Weekly Review (block 15-30 minutes, same time each week)
Run these steps in order every week to keep your system trusted: a clear inbox, current lists, and a planned week ahead. Protect this time like any appointment. Tick each box and fill the fields as you go.
Date of this review: ________________________________
Cleared all inboxes (email, notes, capture) to zero? (yes/no): ________________________________
Reviewed task and project lists, updated next actions, removed dead items? (yes/no): ________________________________
Checked calendar back 1 week and forward 2 weeks for follow-ups? (yes/no): ________________________________
Reviewed goals and Someday/Maybe: does next week advance my Quadrant 2 work? (notes): ________________________________
Placed next week's big rocks (top priorities) into the calendar first? (yes/no): ________________________________
One win from this week, and one thing to change next week (notes): ________________________________
Daily Shutdown (5 minutes, end of workday)
The small ritual that keeps the weekly review easy and stops work bleeding into your evening. Run it before you close the laptop.
Marked today's completed tasks done? (yes/no): ________________________________
Rescheduled anything unfinished to a real new date? (yes/no): ________________________________
Captured any loose thoughts into the inbox? (yes/no): ________________________________
Time-blocked tomorrow's big task and email window? (yes/no): ________________________________
Said the shutdown phrase and closed work for the day? (yes/no): ________________________________
