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	TIME
	PRIORITY
	    ACTIVITY OR TASK
	           RESULT

	 7 A.M.
	
	
	

	
	
	
	

	 8 A.M.
	
	
	

	
	
	
	

	 9 A.M.
	
	
	

	
	
	
	

	10 A.M.
	
	
	

	
	
	
	

	11 A.M.
	
	
	

	
	
	
	

	 NOON
	
	
	

	
	
	
	

	 1 P.M.
	
	
	

	
	
	
	

	 2 P.M.
	
	
	

	
	
	
	

	 3 P.M.
	
	
	

	
	
	
	

	 4 P.M.
	
	
	

	
	
	
	

	 5 P.M.
	
	
	

	
	
	
	

	 6 P.M.
	
	
	

	
	
	
	

	 7 P.M.
	
	
	



[bookmark: _GoBack][image: ]
image1.png
@ RowanUniversity
Creating your daily plan
+ Take 5- 10 minutes before you start the day to plan it out

+ Use a gathering point to analyze (ex. Outlook task list, inbox folders, etc.)
+ Consider the TUG System for prioritizing tasks on the plan

+ T~ Top Priorities

+ U~ Understood to be important, but not urgent

+ G- Generally low importance activities (valuable, but “when you have time)

+ Check off (or delete) tasks on your daily plan that you completed
+ Review and reprioritize what wasn't completed yesterday
+ Review yesterday's notes from meetings and phone conversations

+ Transfer deadlines to today's new list
+ Be consistent. Create a plan everyday or it will not be as effective.




