
Weekly Planning

WORKBOOK



Weekly Planning Workbook: 

A simple process that works!

Find more about this workbook
This workbook is a supplement to the post Get 

Your Free 2019 Weekly Planning and Goal 

Setting Guides and works hand-in-hand with 

the Goal Setting & Action Workbook.

Completed by:

Guidance: Spend one hour going through this process at the beginning of

each week - it will help you do a lot more of what actually matters to you.

Ideally pick the same time each week, put on your favorite music, sip your best

tea or coffee and make it a ritual. Cheers!

Date:

http://liveyourlegend.net/get-your-free-2019-weekly-planning-and-goal-setting-guides/
http://liveyourlegend.net/get-your-free-2019-weekly-planning-and-goal-setting-guides/


About Live Your Legend

Hi there,

For those of you new to Live Your

Legend, we are a community

dedicated to helping people

discover and live their lives with

more meaning and purpose.

We learn so we can lead.

We grow so we can give.

And we are thrilled to have you

here!

The majority of the Live Your

Legend’s content is totally free to

the public – this workbook is only

one of many tools in our

Discovery Pack.

Along the journey we’ve also

created career discovery tools

such as our Meaningful Work

Program which includes courses

such as 21 Days to Discover Your

Passion, Live Off Your Passion, and

How to Connect with Anyone.

These are all designed to help you

align who you are with what you

do. Feel free to check out further

details here.

Here’s to doing more of what

matters to you,

Chelsea Dinsmore

Chelsea Dinsmore

Chief of Community Happiness

http://21daystodiscoveryourpassion.com/
http://liveoffyourpassion.com/joinus/?utm_source=lyl&utm_medium=blog&utm_content=coursespg&utm_campaign=lyl2014
https://liveyourlegend.leadpages.co/cwa-pre-enroll-sales-landing-page/
https://liveyourlegend.net/tools-to-do-work-you-love/
https://liveyourlegend.net/blog/


CONNECT AND VISUALIZE THE BIG PICTURE

Time: 2-5 min.

CELEBRATE LAST WEEK

“The more you praise and celebrate your life, the more there is 

in life to celebrate.” - Oprah Winfrey

“The future you see is the future you get.” – Robert G. Allen

• Take a few minutes to connect to the deeper WHY behind what you 

are doing each day. 

• Write down 3-5 things you appreciate about your current work. 

• If there is something that is not in alignment, write down what you 

would like to see in the future. It's helpful to think about what you DO 

want versus what you DON'T, and do so with space for opportunities. 

i.e. I would like to work from home. I want to do something that 

allows me to be outdoors. Our current frame of reference sometimes 

only sees a limited amount of opportunities so don't let the 'what' or 

'how' stop you. Simply state what you do want. 

• Write down everything from the past week that you’re proud of. 

• List at least 10 things, and many more if you want. 

• Big or small, anything goes. 

Time: 5-10 min.
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WRITE DOWN MAJOR LESSONS

Time: 2-5 min.

“Learn from your failure and it’s not failure. 

Do it again and it is.” – Live Your Legend

• Write down any key learnings from the past week: 

✓ major lessons

✓ meaningful quotes

✓ sources of inspiration
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ANALYZE WHAT DIDN’T HAPPEN

Time: 2-5 min.

“In the end we only regret the chances we didn’t take.” – Lewis Carroll

• Be honest with yourself.

• List the big things that didn’t happen.

• Notice why and measure and adjust to see what you can 

improve for next time. 
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What didn’t happen and why: 



CLARIFY AND COMMIT TO YOUR BIGGEST OUTCOMES

Time: 5-10 min.

“Focus is the key to the world.” ~ William Dinsmore III

• Decide on a minimum of 3, and maximum of 7 outcomes you 

want to accomplish this week. 

• This could be the following:

creating a personal budget

cooking a healthy meal

reaching out to set up a meeting with a mentor

• Keep in mind that the majority of your time should be spent 

on activities that are in line with your values and that you feel 

inspired by! If you are enjoying it, and it gets you closer to 

your goals, it’s a win-win! 

You want to end each week feeling successful rather than a 

failure, so pick only a few things that you know you can and 

will get done… wait for it… that will actually move the needle 

forward on your area of focus. 
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You get to decide. Just be sure they get you closer to your 

yearly goals. So, “checking Facebook” likely does not count.

Top outcomes:



SCHEDULE EVERYTHING

Time: 5-15 min.

“If you talk about it, it’s a dream, if you envision it, it’s possible, but if 

you schedule it, it’s real.”  ― Anthony Robbins

Every task takes time and therefore needs a place on your 

calendar. 

• Look at your top outcomes and decide what core tasks will 

need to happen to accomplish these. 

• Spread these out throughout the week. 
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Most people can’t accomplish more than 1-3 meaningful 

things in a day, so that’s your limit. 

Pick 1-3 “most important tasks” (MiT’s) related to your 
outcomes, and schedule them throughout the week:

MONDAY TUESDAY WEDNESDAY

THURSDAY FRIDAY WEEKEND



FILL IN THE GAPS & HOUSEKEEPING

“Pay attention to the small things, for over 

time they’ll become big.” - Proverb

• Look at what’s left on your to do list.  

• Now look at your calendar and see when you could fit the 

little things in. 

• Schedule these as well. By the end of this process you 

shouldn’t have any stray to-do lists or tasks. 

• Any remaining items on your task list should be appropriately 

categorized for later. 
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If you cannot accomplish everything, who can you get 

to help you accomplish these things?



IMPORTANT THINGS 

TO KEEP IN MIND

1. Everything takes longer

than we think. If you think it’s

going to take an hour to write

an article, then schedule an

hour and a half. Your worst

case scenario is that you end

up having free time.

2. Leave windows of “buffer

time”. Do not fill in every

second of every day.

Unexpected things will always

come up. Don’t let them

snowplow your week. Give

yourself time to take care of

last-minute stuff that matters,

and to be spontaneous with

things.

3. Know you won’t get it all

done. Even with great

planning, it seems like we

tend to be over ambitious. Be

okay with leaving something

for next week. It gives you

something to look forward to

anyway.

4. Schedule the most

important things early in

the day and early in the

week. Given the above, front-

weight your most important

tasks so that no matter what

comes up, at least a few of

them will get done.



* * *

With the Right Process 

You Always Have Time 

for What Matters...

Make the above a part of your

weekly process and give yourself a

chance to do more of what

matters. Whether it’s losing a few

pounds or transitioning to a job

you actually enjoy, the right

process can make all the

difference. That starts with how we

spend our days, weeks and hours.

Enjoy!

The Live Your Legend Team



Need more specific help aligning what you do with who you are?

Discover Your Purpose & Create More Meaning in Your Life

Are you feeling a little lost or uninspired in your life or career and have no clue what

you’re passionate about?

Our Free Self-Discovery Writing Challenge is a great place to start your path

of discovery, so you can do more of what you love. And our 21 Days to Discover

Your Passion is a deeper-dive into the topic of self-discovery with a 21-day, step-by-

step guide to help you break through those barriers.

If you know what you love to do but are unsure how to make money from it, check

out our award-winning Live Off Your Passion Discovery Course.

For a step-by-step process for making the genuine connections necessary to build

your ideal business or career, check out our How to Connect with Anyone course.

Are You Adventurous and Ready for Change?
Check Out Our Proven Courses To Get You Doing Work You Love!

liveyourlegend.net/tools-to-do-work-you-love

ALL STAGES OF

YOUR JOURNEY
STAGE 1 STAGE 2

“How can I accelerate 

my transformation by 

connecting with 

influencers, experts, and 

other Living Legends?”

“I want to make 

a change, but 

I’m not sure 

what to do?”

“I’ve got my 

dream; how do I 

make it a 

reality?”

Connect with Anyone Discover Your Passion Live Off Your Passion

http://liveyourlegend.net/start-a-blog-challenge-2015/
http://21daystodiscoveryourpassion.com/
http://liveoffyourpassion.com/joinus-lyl/
https://liveyourlegend.leadpages.co/cwa-pre-enroll-sales-landing-page/
https://liveyourlegend.net/tools-to-do-work-you-love/
https://liveyourlegend.leadpages.co/cwa-pre-enroll-sales-landing-page/
https://21daystodiscoveryourpassion.com/
https://liveoffyourpassion.com/joinus/?utm_source=lyl&utm_medium=blog&utm_content=coursespg&utm_campaign=lyl2014
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