® CHECKLIST - PERSONAL DEVELOPMENT

e .
Organizing Your Day

A well-organized day enhances productivity and reduces stress.
Use this checklist to plan and execute your daily tasks

effectively.
° ©
® 9 steps ® Print-ready A4 0
NAME START TARGET DATE
1 Start with a Brain Dump O
Write down all tasks, ideas, and reminders cluttering your mind.
TP Use a notebook or digital app like Todoist.

2 Prioritize Tasks O

Identify top priorities using methods like the Eisenhower Matrix (urgent vs. important).

ExaMPLE  Focus on tasks with deadlines or high impact first.

3 Time Block Your Schedule O

Allocate specific times for each task or activity.

Tip Include buffer times for unexpected interruptions.
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