
All Tasks
Write  down every task that  you’d l ike to  get  done in  the upcoming

week.  Don’t  worry about  organizat ion yet .



DO (LOW ENERGY)

PLAN

LET IT GO
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After  l is t ing al l  to-do’s  of  the week,  organize them below to get
clear  on what  needs pr ior i ty .  Use abbreviat ions to  save t ime.



Daily Actions
Divide the most  important  ( ‘DO’ )  tasks  over  the week,  include

deadl ines  (DL) i f  appl icable .
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