
WEEKLY REVIEW 
 

Item to Review Notes Week 
1 

Week 
2 

Week 
3 

Week 
4 

Loose ends Review the previous week to tie up 
any loose ends. 

    

Collection tools Clear out your collection tools.     
Thoughts/ideas Capture any thoughts/ideas that 

might still be on your mind. 
    

Next Action list Go through your Next Action list and 
mark off completed items. 

    

Calendar Review your Calendar. Check if you 
need to prepare something for 
upcoming appointments. 

    

Waiting For list Review the Waiting For list. Do you 
need to follow-up with anyone? 

    

Projects list Review your Projects list. Check the 
status of tasks, plans and materials 
for each project and ensure that 
they all have at least one next 
action in your system. 

    

Someday/Maybe 
list  

Look at your Someday/Maybe list. 
Are there any items there you wish to 
pursue now? If so, turn them into 
projects. If there are things that no 
longer interest you then delete them. 
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