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This template limits your daily number of to-dos to seven minor tasks and .

one bigger project a day. Do not invent unnecessary tasks if you cannot -
fill out all boxes.

Being kind to yourself means not overestimating what you can

accomplish in a day, and if you fail - then don't give yourself a hard time.

For each task you did not make, if it is important, do it tomorrow. If not, E&

then drop it. -
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How TO USE THE TO-DO-LIST ]
@ FIL 0UTTO-DOS

Start by emptying your head and fill out the boxes with the
tasks you want to do today.

—
@ VARK WHEN TO DO THEM

Then for each to-do plan if you want to do it in the morning,
at mid-day, or at the end of the day. Allocate time for the big

project during the time of the day where your focus is
peaking.
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When the day is over, mark the status for each todo. Is it done
in progress, not done and not relevant anymore (then drop it!)
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