HOUSEKEERINGICHECKEISIy
Brgirese

WEEKLY BI-MONTHLY MONTHLY

Business meeting () Bookkeeping () Monthlyreview
Plan week ahead () Batchsocialposts () Recordstats
Invoice clients () Tidydesktop (1) Reconcile accounts
Follow up oninvoices O (0) Scan +fle paperwork
Clearinbox O (0 Batchblogarticles
Clear downloads folder O () Checkwebsite updates
Tidy workspace O () Check computer updates
Download photos -~~~ O (0) Cancel services notused
Backupphone O () Printplannerpages

QUARTERLY BI-ANNUALLY ANNUALLY

Quarterly review () Reviewgoals () Client + customer thank you (7}
Content calendar plan (O Update email sequences () VYearlyreview
Plan projects (1) Clean up browser bookmarks () Map out next year's plan
Re-purpose content (0 Updatepasswords (0) Sering clean website
Clean up social accounts () () Reviewlegalterms
Clean up computer files O () Updatebio
Archive client files O () Renewdomain + hosting
Paytaxes O (0) Prepare tax documents



WEEKLY

Family meeting O
Planweekahead O
Schedule date night O
paybills O
Waterplants O
Basic house cleaning O
Grocery shopping -~~~ O
_____________________ O
_____________________ O
_____________________ O
_____________________ O
_____________________ O
_____________________ O
QUARTERLY

Reviewgoals ... O

De-clutter magazines O
De-clutter paperwork O
Dustlight fixtures -~~~ O
Clean refrigerator O
Cleanrugs O
Clean washing machine O
Clean dishwasher - =~~~ O

L%e
BI-MONTHLY

Scan + fle paperwork

BI-ANNUALLY

Update passwords

SEERINGICH ECKIEISH)

MONTHLY

Prepare greeting cards

ANNUALLY

Review insurances



