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MONTHLY FOCUS 

WORKBOOK 

Month: ___________ 

1. Monthly Business Overview

• Current Turnover: £_____________

• Number of Clients: ___________

• Team Size: ___________

• Key Focus Area This Month: (e.g. client acquisition, team training, systems, etc.)

2. Set SMART Goals

(Specific, Measurable, Achievable, Relevant, Time-Bound) 

• Goal 1: ____________________________________________________________

o Why this goal is important:

o How success will be measured:

o Due Date:

• Goal 2: ____________________________________________________________

o Why this goal is important:

o How success will be measured:

o Due Date:



DCBN – Domestic Cleaning Business Network Limited 

3. Breakdown of Goals into Weekly Tasks 

 

Week 1: 

• Focus: ____________________________________________________________ 

• Tasks: 

o __________________________________________________ 

o __________________________________________________ 

 

• Reflection: What went well? Where did you struggle? 

 

Week 2: 

• Focus: ____________________________________________________________ 

• Tasks: 

o __________________________________________________ 

o __________________________________________________ 

 

• Reflection: What went well? Where did you struggle? 

 

Week 3: 

• Focus: ____________________________________________________________ 

• Tasks: 

o __________________________________________________ 

o __________________________________________________ 

 

• Reflection: What went well? Where did you struggle? 

 

Week 4: 

• Focus: ____________________________________________________________ 

• Tasks: 

o __________________________________________________ 

o __________________________________________________ 

 

• Reflection: What went well? Where did you struggle? 
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4. Key Areas of Focus 

 

Client Acquisition & Retention 

• New clients to target:  

o __________________________________________________ 

o __________________________________________________ 

 

• Retention strategies for existing clients:  

o __________________________________________________ 

o __________________________________________________ 

 

• Marketing actions to take (social media, pay per click, referrals, flyers, etc):  

o __________________________________________________ 

o __________________________________________________ 

 

Financials 

• Turnover goal this month: £_____________ 

• Costs to reduce/manage: £_____________ 

• Budget for marketing, training, etc.: £_____________ 

• Invoicing actions (outstanding invoices, follow-ups): _________________________ 

 

Operations & Efficiency 

• Processes to streamline: ______________________________________________ 

• Systems to implement/improve (e.g., software, automation):___________________ 

 

Team & Training 

• Recruiting or training needs: ___________________________________________ 

• Performance reviews, team meetings to schedule: __________________________ 

• Key team development tasks: __________________________________________ 
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5. Self-Care & Personal Goals 

 

• What actions will you take to ensure a work-life balance? 

o __________________________________________________ 

o __________________________________________________ 

o __________________________________________________ 

 

• Personal development this month (books, courses):  

o __________________________________________________  

o __________________________________________________  

o __________________________________________________ 

 

• Health & Well-being:  

o __________________________________________________ 

o __________________________________________________ 

o __________________________________________________ 

 

 

6. End-of-Month Reflection 

 

• Did you achieve your goals? Why or why not? 

 

 

 

• What was your biggest win this month? 

 

 

 

• What will you improve next month? 
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