
LET'S GET THINGS DONE TODAY !
TIME MANAGEMENT PLAN

PRIOR IT IES

APPOINTMENTS

ACT ION  AGENDA 

MEALS:
BREAKFAST

LUNCH

DINNER

WORDS TO
L IVE  BY

DUE DATES AND 
 DEADLINES 

TH INGS TO
BUY OR  GET  

NOTES

WATER



DATES TASKS & ASSIGNMENT COMPLETED

TO-DO CHECKLIST
REMEMBER TO 

HOLD YOURSELF ACCOUNTABLE  


