Choose one notebook
or planner to keep
everything in.

Grab your current
calendar or schedule
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Gather any random
sticky notes, to-do piles,
and inbox items.
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Every Day

List
everything
you do
every day
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1. ltemize

Prioritize by what has a firm
date deadline?

2. Prioritize
Prioritize what makes you money?

3. Process

What tasks can you accomplish
in less than two minutes?

On Your Mind

List
anything
that is on

your mind
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Tasks that take over two minutes

4. Formulate

Do you have a system or
process already in place?

5. Engage
Do you need to hire/train
anyone for these tasks?

6. Estimate

Do | need to create time to
complete these tasks?

Get CLEAR

Do everything on
your list that takes
two minutes or less.
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Delegate any tasks
that are outside of
your skill set.
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Schedule remaining
tasks to be completed
on your calendar
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Step 1

What was my biggest
accomplishment
today?

Step 2

Did | reach my goal?
If not, how much
closer did | get?

Step 3

What worked,
what didn’t?

Step 4

What do | need
to improve on?

Step 5

How do | feel about
my progress?
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