
ACTIVITY

WEEK ONE

Use this calendar to break down what space you will focus on each day of the week. What areas of your 

office could become more organized. Is it your computer screen’s desktop? Your filing system? Your office 

supplies? Your inventory storage? Prioritize what needs to get done first and go from there.

WEEKLY SCHEDULE

MONDAY

WEDNESDAY

TUESDAY

THURSDAY

FRIDAY

SATURDAY

SUNDAY

SMALL BUSINESS BOOTCAMP




