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Weekly check-in
Spend about ten minutes on a useful record of the week. Short, specific notes are enough.

Week of / business or team shorthand

Wins: what improved or was completed?

Lessons: what did you learn from something that did not work?

Customer signals: repeated questions, feedback, requests, or friction

What changed this week, and what problem needs attention?

Stop / start / continue: one practical change in each

Next priority / first action / owner / date
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Decisions to remember
Record why you made a decision so you can revisit it with context instead of relying on memory.

Example: pause a campaign because inquiries were outside the intended audience. Revisit after
updating the message and reviewing the next month of inquiries. Keep facts separate from
assumptions.

Decision record
Decision / date / owner Reason and information used When to revisit / what would

change it

Result or follow-up from a previous decision
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Ideas worth revisiting
Park ideas without allowing them to crowd out the next priority.

Idea parking lot
Idea / problem it may solve What to learn or try first Revisit date / owner

One idea to pursue next / first small step

What can wait, and what would make it a priority?
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Use, save, and keep learning
NINZ Business Journal

Use the weekly page for a brief check-in, then record only decisions or ideas that need a later review.
Repeat the pages as needed. Use anonymized customer notes and avoid sensitive details.

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

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

NINZ Business Calendar
https://ninz.me/resources/business-calendar/

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