
 

 

8 Step Weekly Planning Process 

Allow yourself at least 1 hour per week to make your plan  

 

Step #1 Make time - create a ritual 

- Do this on the same day each week 

- Give yourself enough time to do all the steps in one sitting 

 

Step #2  Visualize the big picture 

- Take a couple of deep breaths and picture your life in 10 years once 

you have achieved your goals  

o Where are you living? 

o What is your career? 

o What kind of car are you driving?  

o What are your kids doing? 

o What does your body look like? 

o How does your bank account look? 

- Create a Vision board 

- Put pictures in a place that you will see them throughout your day 

- Use a piece of string or elastic to remind yourself of your vision 

 

Step #3  Celebrate your successes 

- Write down all the achievements from the last week (even the tiny 

little ones) – success breeds success 

- Any new ideas come up during the week?  

- Make any new connections? 

- Pride turns into confidence and then fuels bigger steps 
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Step #4  Write down you major lessons from the week 

- What obstacles did you encounter? 

- Who got in your way? You? Someone else? 

- Did you feel a new priority come up? 

- Do you feel that you need to shift gears? 

-  

Step #5 Analyze what didn’t happen 

- What did you plan to do that didn’t get done? 

- How did or can you overcome this?  

- What needs to happen to make this week better? 

-  

Step #6  Clarify and re-commit to the most important tasks 

- Review your goals 

- Have you changed your priorities?  

- Pick 5 outcomes for the week ahead 

- Are these still in line with your 1 year, 5 year and 10 year goals? 

 

Step #7 Schedule everything 

- Pick 1-3 of the most important tasks (MIT’s) for the coming week 

- Schedule these into your week (earlier in the week is better while 

you are still motivated) 

- Use a day timer (things take longer than you think – give yourself 

enough time) 

 



 

 

 

8 Step Weekly Planning Process 

Step #8 Fill in the gaps 

- Schedule all your personal and family commitments, etc. 

- Now put all your MIT’s in your calendar first 

- Anything else that you want to get done, put them in now 

 

 

 

 

 

 

NOTES: 

- Things take longer than you think 

- Leave windows of buffer time available 

- Know that you won’t get it all done – so make sure to do the most 

important tasks first 

- Schedule the most important tasks early in the week 

 


