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SECTION 6: FOLLOW-UPS &
REMINDERS

Name /
Task

Date
Contacted

Next
Action

SECTION 5: ADMIN &
ORGANIZATION

SECTION 7: NOTES & OBSERVATIONS

Date: S    M    T    W    T    F    S
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These tasks support
structure and sustainability.

 ☐ Review finances
 ☐ Organize files or systems
 ☐ Schedule upcoming tasks
 ☐ Update business documents

Notes

____________________

____________________

____________________

____________________

____________________

Use this space for thoughts, ideas, or reminders that come up during the week

____________________________________________________________________________

_____________________________________________________________________________

______________________________________________________________________________



NICA NOEL® WEEKLY
BUSINESS PLANNER

SECTION 2: TOP 3
PRIORITIES

SECTION 3: INCOME-
PRODUCING ACTIONS

SECTION 4: MARKETING &
VISIBILITY

SECTION 1:
WEEKLY FOCUS
Primary Focus for This
Week
Choose ONE main theme
for the week — clarity,
follow-up, visibility,
organization, etc.

______________

______________

______________

______________

Choose ONE main theme
for the week — clarity,
follow-up, visibility,
organization, etc.

These are the three things that matter
most this week. If these get done, the
week is productive.

These actions support awareness
and positioning.
 ☐ Content creation
 ☐ Posting or engagement
 ☐ Email or message follow-ups
 ☐ Event preparation or promotion

 ☐ Follow up with leads or inquiries
 ☐ Send proposals or invoices
 ☐ Client work / service delivery
 ☐ Sales conversations or calls
 ☐ Outreach / networking

Your specific actions this week:

1.

2. 

3. 

PLANNED ACTIONS:

1



END-OF-WEEK CHECK-IN

Additional Notes

Next Step

Additional Notes

Date: S    M    T    W    T    F    S
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Take five minutes to reflect before
starting a new week.

What went well this week?

What felt challenging or unclear?

What needs support or structure
moving forward?

If using this planner
consistently still feels
overwhelming, scattered, or
unclear, it may not be about
effort, it may be about
structure and guidance.
The next step is a Business
Clarity Call, where your
current workflow, priorities,
and challenges are reviewed
with personalized direction.
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