[Your Name]   [Your Address], [City, State ZIP]  ·  [Phone]

	DAILY TO-DO LIST
	Week  [00]



	Date
	[MM/DD/YYYY]
	Day
	[Monday]



■ Top 3 Priorities

	1.

	2.

	3.



■ Tasks

	✓
	Task
	Time
	Priority

	☐
	
	
	

	☐
	
	
	

	☐
	
	
	

	☐
	
	
	

	☐
	
	
	

	☐
	
	
	

	☐
	
	
	

	☐
	
	
	

	☐
	
	
	

	☐
	
	
	

	☐
	
	
	

	☐
	
	
	



	CALLS & EMAILS
☐ ____________________
☐ ____________________
☐ ____________________
	
	ERRANDS
☐ ____________________
☐ ____________________
☐ ____________________



■ Notes for Tomorrow

	

	







