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The Four Steps of A Daily Plan

① List all of the 
ac�vi�es for 
the day.

② Priori�ze the tasks 
“A,” “B,” or “C.”

③ For tasks that 
require going 
out, circle them 
and “Batch” 
them together 
for efficiency.

④ Use symbols to 
keep you up to 
date on the status 
of each item.
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