
OFFICE PLANNING CALENDAR 
Project Phase: ____________________ 

WEEK OF: ____________________ 

DEPARTMENT: __________________  
TIMELINE 

MONDAY 

TUESDAY 

WEDNESDAY 

THURSDAY 

FRIDAY 
08:00 AM 10:00 AM  

10:00 AM 12:00 PM  

01:00 PM 03:00 PM  

03:00 PM 05:00 PM  

PRIORITY OBJECTIVES & KEY RESULTS  
ACTION ITEMS / PENDING  


