DAILY PROFESSIONAL SCHEDULE

Date:

TIME SLOT

07:00 - 08:00

08:00 - 09:00

09:00 -10:00

10:00 - 11:00

11:00 - 12:00

12:00 - 13:00

13:00 - 15:00

15:00 - 16:00

16:00 - 17:00

TOP 3 GOALS

FOCUS ACTIVITY / MEETING Ace”

Morning Routine / Prep

Deep Work: High Priority

Deep Work: High Priority

Communications / Emails

Team Sync / Meetings

Lunch Break

Project Execution

Admin / Maintenance

Wrap Up / Planning



3.
NOTES & REMINDERS



