My “Daily To Do” List 
· Make a specific daily “To Do” list in the morning or the evening of the day before.
· Prioritise them as follows :-
A  -  Must do     : Urgent and important

B  -  Should do  : Important but less urgent

C -   Could do   : Not urgent, can be done when A and B are 
                           completed.
· State when during the day you will do it.
	Must
	Priority (A,B,C)


	When To Do It 



	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	

	Want
	
	

	1
	
	

	2
	
	

	3
	
	

	4
	
	

	5
	
	


