Daily Planning Guidelines

Planning each day is one of the most important things we can do to optimize our productivity. The
simple act of writing down your plan helps you to stay focused on your work — regardless of how many
other things vie for your attention.

3 Simple Steps:

*  Write Out Your Plan: Commit to writing down your plan each day. The ideal time to plan
tomorrow is at the end of today.

« Priority versus Important: Differentiate between the tasks you must complete that day (priority)
versus the tasks you would like to complete that day (important).

« Build in Buffers: Be realistic about your plan. Allow time for the types of things that will inevitably
come up: emails, phone calls, requests from colleagues, etc.

For more information about this exercise, please contact us at info@clearconceptinc.ca.
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