
PRODUCTIVITY TRACKER 
Date: ____________________ 

Focus: ____________________ 

TOP PRIORITY OBJECTIVES 

TASK DESCRIPTION STATUS 

Critical Project Milestone [ ] 

Urgent Client Correspondence [ ] 

Team Briefing Preparation [ ] 

Data Analysis & Reporting [ ] 

TIME BLOCKING & INTERVALS 

09:00 - 11:00 Deep Work Session 

11:00 - 12:00 Meetings / Collaboration 

13:00 - 15:00 Task Execution 

15:00 - 16:00 Administrative / Email 

KPI METRICS 

Efficiency Score  

Goals Completed  

QUICK NOTES 

REFLECTION 

What was the primary distraction today?  

 

___________________________  


