
Daily Planning Worksheet

Wri�en daily plans are essen�al for anyone who has significant responsibili�es. 
Nobody can be proac�ve all the �me. The skill in �me management is having the 
sense of knowing when to be proac�ve and when to be reac�ve. A wri�en plan, 
such as this, increases efficiency. ©2019 Core IQ. All rights reserved.
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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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StatusABC 
Priority Daily Activities

Go to School
Work on Job Applications
Basketball Practice
Call Grandma
Doctor’s Appointment

Do Homework
Study for Math Test

Return Library Books

Clean Room

Read

Buy Groceries

Pick Up Jane

. Current Ac�vity

X Completed
/ Par�ally completed

Moved

Delegated

Batched

M
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