                             Daily Organization Worksheet


6 Most Important Things to Do – Biz 





_________________________________


_________________________________


_________________________________


_________________________________


_________________________________


_________________________________





6 Most Important Things – Personal





_________________________________


_________________________________


_________________________________


_________________________________


_________________________________


_________________________________





Clients to Contact





Name:_________________  #____________


Name:_________________  #____________


Name:_________________  #____________


Name:_________________  #____________


Name:_________________  #____________





Prospective Clients to Contact





Name:_________________  #____________


Name:_________________  #____________


Name:_________________  #____________


Name:_________________  #____________


Name:_________________  #____________





Prospective Bookings to Contact





Name:_________________  #____________


Name:_________________  #____________


Name:_________________  #____________


Name:_________________  #____________


Name:_________________  #____________





Personal Calls to Contact





Name:_________________  #____________


Name:_________________  #____________


Name:_________________  #____________


Name:_________________  #____________


Name:_________________  #____________





Errands to Run 





_______________________________


_______________________________


_______________________________


_______________________________





Notes to Write 





______________________________


______________________________


______________________________


______________________________





Notes ______________________________________________________________________________________________________________________________________________________________


___________________________________________________________________________





Today’s Schedule





7am_______________________________


8am_______________________________


9am_______________________________


10am_______________________________


11am_______________________________


12pm_______________________________


1pm_______________________________


2pm_______________________________


3pm_______________________________


4pm_______________________________


5pm_______________________________


6pm_______________________________


7pm_______________________________


8pm_______________________________


9pm_______________________________





Date:_____________
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