/ BUSINESS BOOKS
FOR WRITERS

DAILY ROUTINE
End of the work day

In the evening create a list
of 3 to-do items to
complete tomorrow.

Write down your 3 tasks;
identify your Most
Important Task (MIT)

DAILY ROUTINE
Right before lunch or right after

Review to-do list. If new
item is urgent it becomes
your MIT, otherwise list is

tor the next day

Check your voice and
email mail for to-do's

Do tasks that are 2 min or
less; otherwise defer,
delegate or delete

-Do List

DAILY ROUTINE
First thing in the morning

Check your e-mail for Schedule time on your
to-do's calendar for your to-do's.
Schedule your MIT first.

Do tasks that are 2 min or
less; otherwise defer,
delegate or delete

Check your voice mail for
to-do's

Do tasks that are 2 min or
less; otherwise defer,
delegate or delete

DAILY ROUTINE
At the End of the Work Dayr

Review to-do list. If a new

item is urgent it becomes

your MIT, otherwise move
it tor the next day

Check your voice and
email mail for to-do's

Do tasks that are 2 min or
less; otherwise defer,
delegate or delete
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