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HOW TO USE THE DAILY PLANNER

L

Use this section to list your tasks. How long will

it take?

Some tasks

may need to
be broken
down - for

Now total the time D S—
your tasks will take. Sl "
‘might be
better listed 5

This will help you plan your day. 2s2x2hrs)

Does the total equal more time than
the hours you have in the day?

What is a realistic amount of time
you're able to work on tasks? \
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Tasks To-Do Time Due By Priorities

Ongoing To-Do

Total Time of Tasks



