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Monthly direction

Use this calendar for execution planning. Refer to the Compliance Calendar for verified obligations.

Month / year / business or team shorthand

Top one to three monthly priorities

Campaigns / content and marketing

Operations / service delivery

Finance and admin reminders you choose to schedule

Customer follow-up / important deadlines

Capacity limits, time off, or work that can wait
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Undated month at a glance

Start with the correct weekday for the month. Put a date and short event label in each applicable
cell.

Mon Tue Wed Thu Fri Sat Sun

Key dates / schedule changes
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Weekly priorities and schedule

Choose work that fits the week. Copy this page for each week you need.

Week of / one to three weekly priorities

Plan the week

Day Work / campaign / follow-up Owner / deadline

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday

Unscheduled work to move or delegate
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Execution details and month-end
carry-forward

Use the grid for timing and this page for the information someone needs to act.

Event and deadline details

Date / category Action / event / next step Owner / status

What was completed? What still needs attention?

Move to next month: action / owner / new date

Monthly review date / next month to prepare
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Use, save, and keep learning

NINZ Business Calendar

Write the month and year, place dates in the blank grid, and list event details on the execution page.
Repeat the weekly page as needed. Keep verified legal obligations in the separate Compliance
Calendar.

Using the digital edition

Download first and open in a PDF reader that supports AcroForm fields. Save a copy after entering
your information. Test one field and reopen the saved file before completing the tool. Long text may
scroll within a field, so keep notes concise and check print preview. Repeat only the pages you need
for each new period.

Educational use

General business education only. Adapt this tool to your business and verify important information
before acting.

Connected NINZ tools

Business Compliance Calendar Template
https://ninz.me/resources/business-compliance-calendar-template/

NINZ Business Goals & Action Planner
https://ninz.me/resources/business-goals-action-planner/

NINZ Business Journal

https://ninz.me/resources/business-journal/

Learning Center: https://ninz.me/learning-center.html
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