
 

DAILY PLANNER FOR:   
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Ql • Within 2 hours Q2 • Before Lunch 

Q3 - By End of Day Q4 • can be carried over the next day 

 

TASK NO. TASK DESCRIPTION DEADLINE DATE & TIME 

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

   

 


