
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



 

 

 

MY DAILY PRODUCTIVITY PLAN 
 

Projects / Goals I Am Working Towards 

 

 
No: 

Project 1: 
5 important things I must do to 
move this project forwards 

Project 2: 
5 important things I must do to move 
this project forwards 

Project 3: 
5 important things I must do to move 
this project forwards 

1)    

2)    

3)    

4)    

5)    

 

People Who I Must Communicate With Today

  

No: 
 
People Who I Absolutely Must Contact Today 

 
People I Need Something From (to move forwards) 

1)   

2)   

3)   

4)   

5)   

 

My Top Priorities For Today 

 
1) 

 

 
2) 

 

 
3) 

 

 
4) 

 

 
5) 

 

 


