
Review & Plan

The DAILY REVIEW
What was accomplished today?  Plan tomorrow

Review Calendar, To-do lists, & 
weekly plan
Start with Most Important Tasks
Update system: delete completed 
tasks & add incoming tasks
Keep goals visual & visible

Check completion of daily 
habits & routine
Celebrate progress
Choose a few MITs for 
tomorrow

The WEEKLY REVIEW
What was accomplished last week?  Plan next week

Review schedule for next week
Review value statement
Review progress on goals & 
projects
Record results on forms

Outline a weekly plan
Look for time to schedule steps 
for goals & projects
Update lists & print if desired

The MONTHLY REVIEW
What was accomplished last month?  Plan next month

Review results of weekly reviews
Review schedule for next month

Check monthly & upcoming 
annual repeating tasks

The ANNUAL REVIEW
What was accomplished this year?  Plan next year

Review results of monthly reviews 
& celebrate successes.
Review effectiveness of work 
spaces & task management system

Choose life areas to focus on
Choose goals and metrics
Update value statement

Ideas for metrics to track
1. Physical: weight, body mass index, blood pressure, 

number of workouts and amount of time per week
2. Financial: income, savings, investments
3. Career: work projects completed, time audit
4. Mental: goals completed, books read
5. Emotional: acts of kindness, EQ score
6. Relationships: activities with family & friends
7. Character: volunteer activities, good habits formed
8. Social: group activities
9. Organizational: home projects completed
10. Spiritual: frequency of prayer, mediation, gratitude
11. Purpose: time spent in flow, use of talents
12. Recreational: trips taken, new activities tried
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