
 

4-WEEK CALENDAR TEMPLATE TO SCHEDULE YOUR DAYS 
AND FOCUS ON PRIORITIES! 

 FREEDOM & FLEXIBILITY 

 
  



Freedom & Flexibility: 4-Week Calendar Template To Schedule Your Days And Focus On Priorities!  

© NAMS, Inc.   

MyNAMS.com    

2 

Copyright © NAMS, Inc.  All rights reserved worldwide. 

 
No part of this material may be used, reproduced, distributed or transmitted in any 

form and by any means whatsoever, including without limitation photocopying, 
recording or other electronic or mechanical methods or by any information storage and 

retrieval system, without the prior written permission from the author, except for brief 
excepts in a review. 

 
This book is intended to provide general information on video marketing. only.  Neither 
the author nor publisher provide any legal or other professional advice.  If you need 
professional advice, you should seek advice from the appropriate licensed professional.  
This book does not provide complete information on the subject matter covered.  This 
book is not intended to address specific requirements, either for an individual or an 
organization.  This book is intended to be used only as a general guide, and not as a sole 
source of information on the subject matter.   

 

While the author has undertaken diligent efforts to ensure accuracy, there is no 
guarantee of accuracy or of no errors, omissions or typographical errors.  Any slights of 

people or organizations are unintentional.  Any reference to any person or organization 
whether living or dead is purely coincidental.  The author and publisher shall have no 
liability or responsibility to any person or entity and hereby disclaim all liability, 
including without limitation, liability for consequential damages regarding any claim, 
loss or damage that may be incurred, or alleged to have been incurred, directly or 
indirectly, arising out of the information provided in this book.  
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Week 1 

Monday 

 

A.M. 

1. Check your calendar for the day: 

o What tasks are potential time traps? 

o Set up your timers to help stay focused 

 

2. Be mindful of your most productive times, 
and loosely plan the rest of your week. 

 
3. Record time spent in your time diary 

 
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

P.M. 

Plan your day for tomorrow. Include: 
 

o Your top priorities 
 

o Time for you 
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Tuesday 

 

A.M. 

1. Check your calendar for the day: 

o What tasks are potential time traps? 

o Set up your timers to help stay focused 

 

2. Be mindful of your most productive times 

 
3. Record time spent in your time diary 

 
4. Check in with your team for updates 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

P.M. 

Plan your day for tomorrow. Include: 
 

o Your top priorities 
 

o Time for you 
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Wednesday 

 

A.M. 

1. Check your calendar for the day: 

o What tasks are potential time traps? 

o Set up your timers to help stay focused 

 

2. Be mindful of your most productive times 

 
3. Record time spent in your time diary 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

P.M. 

Plan your day for tomorrow. Include: 
 

o Your top priorities 
 

o Time for you 
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Thursday 

 

A.M. 

1. Check your calendar for the day: 

o What tasks are potential time traps? 

o Set up your timers to help stay focused 

 

2. Be mindful of your most productive times 
 

3. Record time spent in your time diary 
 

4. Check in with your team for updates 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

P.M. 

Plan your day for tomorrow. Include: 
 

o Your top priorities 
 

o Time for you 
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Friday 

 

A.M. 

1. Check your calendar for the day: 

o What tasks are potential time traps? 

o Set up your timers to help stay focused 

 

2. Be mindful of your most productive times 
 

3. Record time spent in your time diary 
 

4. Review your week and identify: 
 

o Time traps and how you dealt with 
them 

 
o Time sucks to watch for next week 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

P.M. 

Plan your day for tomorrow. Include: 
 

o Your top priorities 
 

o Time for you 
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Week 2 

Monday 

 

A.M. 

1. Check your calendar for the day: 

o What tasks are potential time traps? 

o Set up your timers to help stay focused 

 

2. Be mindful of your most productive times, 
and loosely plan the rest of your week. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

P.M. 

Plan your day for tomorrow. Include: 
 

o Your top priorities 
 

o Time for you 
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Tuesday 

 

A.M. 

1. Check your calendar for the day: 

o What tasks are potential time traps? 

o Set up your timers to help stay focused 

 

2. Be mindful of your most productive times 
 

3. Record time spent in your time diary 
 

4. Check in with your team for updates 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

P.M. 

Plan your day for tomorrow. Include: 
 

o Your top priorities 
 

o Time for you 
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Wednesday 

 

A.M. 

1. Check your calendar for the day: 

o What tasks are potential time traps? 

o Set up your timers to help stay focused 

 

2. Be mindful of your most productive times 
 

3. Record time spent in your time diary 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

P.M. 

Plan your day for tomorrow. Include: 
 

o Your top priorities 
 

o Time for you 
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Thursday 

 

A.M. 

1. Check your calendar for the day: 

o What tasks are potential time traps? 

o Set up your timers to help stay focused 

 

2. Be mindful of your most productive times 
 

3. Record time spent in your time diary 
 

4. Check in with your team for updates 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

P.M. 

Plan your day for tomorrow. Include: 
 

o Your top priorities 
 

o Time for you 
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Friday 

 

A.M. 

1. Check your calendar for the day: 

o What tasks are potential time traps? 

o Set up your timers to help stay focused 

 

2. Be mindful of your most productive times 
 

3. Record time spent in your time diary 
 

4. Review your week and identify: 
 

o Time traps and how you dealt with 
them 

 
o Time sucks to watch for next week 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

P.M. 

Plan your day for tomorrow. Include: 
 

o Your top priorities 
 

o Time for you 
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Week 3 

Monday 

 

A.M. 

1. Check your calendar for the day: 

o What tasks are potential time traps? 

o Set up your timers to help stay focused 

 

2. Be mindful of your most productive times, 
and loosely plan the rest of your week. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

P.M. 

Plan your day for tomorrow. Include: 
 

o Your top priorities 
 

o Time for you 
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Tuesday 

 

A.M. 

1. Check your calendar for the day: 

o What tasks are potential time traps? 

o Set up your timers to help stay focused 

 

2. Be mindful of your most productive times 
 

3. Record time spent in your time diary 
 

4. Check in with your team for updates 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

P.M. 

Plan your day for tomorrow. Include: 
 

o Your top priorities 
 

o Time for you 
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Wednesday 

 

A.M. 

1. Check your calendar for the day: 

o What tasks are potential time traps? 

o Set up your timers to help stay focused 

 

2. Be mindful of your most productive times 
 

3. Record time spent in your time diary 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

P.M. 

Plan your day for tomorrow. Include: 
 

o Your top priorities 
 

o Time for you 
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Thursday 

 

A.M. 

1. Check your calendar for the day: 

o What tasks are potential time traps? 

o Set up your timers to help stay focused 

 

2. Be mindful of your most productive times 
 

3. Record time spent in your time diary 
 

4. Check in with your team for updates 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

P.M. 

Plan your day for tomorrow. Include: 
 

o Your top priorities 
 

o Time for you 
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Friday 

 

A.M. 

1. Check your calendar for the day: 

o What tasks are potential time traps? 

o Set up your timers to help stay focused 

 

2. Be mindful of your most productive times 
 

3. Record time spent in your time diary 
 

4. Review your week and identify: 
 

o Time traps and how you dealt with 
them 

 
o Time sucks to watch for next week 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

P.M. 

Plan your day for tomorrow. Include: 
 

o Your top priorities 
 

o Time for you 
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Week 4 

Monday 

 

A.M. 

1. Check your calendar for the day: 

o What tasks are potential time traps? 

o Set up your timers to help stay focused 

 

2. Be mindful of your most productive times, 
and loosely plan the rest of your week. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

P.M. 

Plan your day for tomorrow. Include: 
 

o Your top priorities 
 

o Time for you 
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Tuesday 

 

A.M. 

1. Check your calendar for the day: 

o What tasks are potential time traps? 

o Set up your timers to help stay focused 

 

2. Be mindful of your most productive times 
 

3. Record time spent in your time diary 
 

4. Check in with your team for updates 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

P.M. 

Plan your day for tomorrow. Include: 
 

o Your top priorities 
 

o Time for you 
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Wednesday 

 

A.M. 

1. Check your calendar for the day: 

o What tasks are potential time traps? 

o Set up your timers to help stay focused 

 

2. Be mindful of your most productive times 
 

3. Record time spent in your time diary 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

P.M. 

Plan your day for tomorrow. Include: 
 

o Your top priorities 
 

o Time for you 
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Thursday 

 

A.M. 

1. Check your calendar for the day: 

o What tasks are potential time traps? 

o Set up your timers to help stay focused 

 

2. Be mindful of your most productive times 
 

3. Record time spent in your time diary 
 

4. Check in with your team for updates 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

P.M. 

Plan your day for tomorrow. Include: 
 

o Your top priorities 
 

o Time for you 
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Friday 

 

A.M. 

1. Check your calendar for the day: 

o What tasks are potential time traps? 

o Set up your timers to help stay focused 
 

2. Be mindful of your most productive times 

 
3. Record time spent in your time diary 

 
4. Review your week and identify: 

 
o Time traps and how you dealt with 

them 
 

o Time sucks to watch for next week 

 
 

 

 

Excellent! You’ve successfully created a time-

management plan to help you eliminate the time-
traps in your workday! 

 

 

 

 

 

 

 

 

 

 

 

 

P.M. 

Plan your day for tomorrow. Include: 
 

o Your top priorities 
 

o Time for you 
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