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Daily Task Schedule

Directions:

NouRLb~

Enter tasks that need to be worked on today in the appropriate time block.

Enter an estimated time for how long you think the task will take.

Use a timer or a stop watch and enter the actual amount of time the task took when finished.
Circle Y (Yes) if task completed. Circle N (No) if task not completed.

If task is not completed, explain why.

If task is not completed check the box in the Task Carryover column.

Enter any tasks that are checked onto tomorrow’s Daily Task Schedule.



