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4 STEP 4: REVIEW 
Review your Daily Priority List regularly throughout the week. If a task takes 
longer than expected you will need to adjust your plan, so that you still get 
your most urgent tasks completed. Each time you complete a task or 
achieve a goal, cross it off your list. 

  

  

  

  

  

  

  

5 STEP 5: ESTABLISHING 
At the end of each day or the start of the next day, reflect on your Weekly 
List and Daily List from the previous day. Each time you complete a task, 
scratch it off your Time Management List. 

Establishing this daily reflection and focus activity to look at the big picture 
and immediate tasks required will help you establish a routine for good time 
management. This routine will help you manage your workload and life 
load, while also creating time for self-care. 

  

  

  

  

  

  

  

 



 
 
 

TIME MANAGEMENT -   
WEEKLY AND DAILY PLANNER 

 

 

 

 

 

 

6 STEP 6: REWARD 

When you get to the end of the week, celebrate and reward yourself for all 
you have achieved that week. Rewarding yourself for achieving your goals 
and tasks each week gives you something to look forward to. Celebrating 
your wins is a big part of realising how far you’ve come. 

  

 
 

 
 

 
 

 
 

 
 


