


A sample of a time management daily planner worksheet:
Date: ________________________
Priorities for Today:
1. 
2. 
3. 
Morning Routine:
· Wake up at ________________________
· Exercise for ________________________ minutes/hours
· Eat breakfast at ________________________
Schedule:
	Time
	Task
	Location/Details

	____________________
	____________________
	____________________

	____________________
	____________________
	____________________

	____________________
	____________________
	____________________

	____________________
	____________________
	____________________

	____________________
	____________________
	____________________


To-Do List:
· 
· 
· 
· 
· 
Evening Routine:
· Dinner at ________________________
· Relaxation activity for ________________________ minutes/hours
· Bedtime at ________________________
Reflection: What went well today? ________________________ What could have gone better? ________________________ What will I do differently tomorrow? ________________________
Remember to stay flexible throughout the day and adjust your schedule as needed. Good luck!
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