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WHY IS IT
IMPORTANT?

It ensures that time is
allocated effectively to
prioritize important
goals and activities,
preventing them from
being overshadowed by

less significant tasks.
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It provides structure
and clarity, enabling
individuals to achieve
their aspirations and
maintain a balanced,
fulfilling life.
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If you don't plan your
activities, they are less

likely to happen

Something will always
take your attention
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In a day filled with numerous events, without
a well-structured plan, the tendency to
procrastinate increases significantly




#2
MAKE IT FEASIBLE

You don’t have to fill

6@ ﬂ your whole calendar

Small steps are better
than nothing
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If you're aware that accomplishing 10 tasks is
unfeasible, it's better to plan for 5 instead
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#3
MAKI IT ACTIONABLE

GOAL

O  Don't plan actions which
takes too long to complete

ﬁ Break it down to smaller
tasks

Achieving several small tasks is far more
beneficial than failing to complete complicated
ones
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#4
TRACK, MONITOR,
EVALUATE

Place the tracking list where
it's easily seen and accessible

It allows you to monitor progress, evaluate
effectiveness, and stay accountable for your
goals
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#9
CELEBRATE PROGRESS

' Recognize your
v accomplishments

Every step brings you
closer to your goal

It's important that you practice to recognize your
progress and achievements
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By following these five tips, you can be more
productive in your days and make progress
towards your goals every single day!
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How do you plan your daily activities?
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Comment your thoughts! Found it useful? Share! Follow for more!
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LET'S CHAT!




