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The 15-Minute Admin Reset
A realistic weekly routine, even when life is busy

MINUTES 0-3: CAPTURE

[ ] Write down every loose task in one place

[ ] Check letters, flagged emails and important messages

MINUTES 3-8: REVIEW

[ ] Check bills and appointments due in the next 14 days

[ ] Review renewals and follow-up dates

[ ] Identify one person or company awaiting your reply

MINUTES 8-13: ACT

[ ] Complete one task that takes five minutes or less

[ ] Record what you did or the reference number

MINUTES 13-15: PLAN

[ ] Choose one essential action for the coming week

[ ] Book a time for larger tasks; then stop

Time boxes are flexible: adjust the routine to your situation.
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My next four resets
Fill in or print this page. Write real dates and keep personal documents private.

Week of One priority Due date Completed

Next action: _____________________________________________ By: ___________________


