DAILY TASK LIST
The workday on one sheet: three must-dos, the task list with a time and a client, meetings, and what carries to tomorrow.
	Date
	
	Name
	



	MUST DO TODAY


	1
	

	2
	

	3
	



	☐
	Time
	Task
	Project / client
	Priority
	Notes

	☐
	
	
	
	
	

	☐
	
	
	
	
	

	☐
	
	
	
	
	

	☐
	
	
	
	
	

	☐
	
	
	
	
	

	☐
	
	
	
	
	

	☐
	
	
	
	
	

	☐
	
	
	
	
	

	☐
	
	
	
	
	

	☐
	
	
	
	
	

	☐
	
	
	
	
	

	☐
	
	
	
	
	



	MEETINGS / CALLS
	
	CARRY TO TOMORROW

	
	
	


Free to-do list template from Apollo's Templates — www.apollostemplates.com/to-do-lists/




