
                 

 

  

Time Daily Plan 
7am  

 
8am  

 
9am   

 
10am  

 
11am  

 
12pm  

 
1pm  

 
2pm  

 
3pm  

 
4pm  

 
5pm  

 
6pm  

 
7pm  

 
8pm  

 
9pm  

 
10pm  

 
 

Time P # Action  J 
 F 1   
 F 2   
 F 3   
     
     
     
     
     
Tasks that have cropped up today: 

     
     
     
     
     
     
     
     
     
     
     
     
     

 

 

 

DAY AND DATE: 

 

FROGS and ACTIONS 

 PROMOTION(S) 

 

PROSPECTS/PARTNERS/CALLS 

 

 

PROPOSALS/PROMISES 

 

 
NOTES/REMINDERS/FOLLOWUPS 

 

 

 

Daily Checklist 
  
  
  
  
  
  
  
  
  
  
  
  
  
  

 

NOTES, CALLS & PROMISES 

 



                 
Time Daily Plan 
7am  

 
8am  

 
9am  Reconcile accounts xero 

 
10am Create lead magnet 

document  

11am  
Create meme for webinar  

12pm  
 

1pm FB Live 
 

2pm Calls 
 

3pm  
Rock climbing with kids 

4pm 

5pm  
Record opt-in videos for 

scorecard 6pm 

7pm 
 

8pm  
Webinar to our Group 

9pm (post webinar admin) 
 

10pm  
 

 

Time P # Action  J 
30m  F 1 Reconcile accounts xero  
 F 2   
 F 3   
1 hr A 1 Create lead magnet document   
2 hrs B 1 Record opt-in videos for scorecard  
1 hr C 1 Review marketing plan  
10 m A 2 Create meme for webinar promo  
     
Tasks that have cropped up today: 

     
     
     
     
     
     
     
     
     
     
     
     
     

 

 

 

DAY AND DATE: 31.7.18 

 

FROGS and ACTIONS 

 PROMOTION(S) 

Connect & Create  

Changemaker Central Membership 

PROSPECTS/PARTNERS/CALLS 

Phil  / Manisha B / Sarah @Devere 

 

PROPOSALS/PROMISES 

John Smith – speaker event 

Wise woman conference 

NOTES/REMINDERS/FOLLOWUPS 

 

 
Daily Checklist 
Drink water  
Read 30 mins  
Take Vitamins  
Prospecting/networking  
  
  
  
  
  
  
  
  
  
  

 

NOTES, CALLS & PROMISES 

 

Filled in Example 

 



HOW TO USE THE DAILY PLANNER 

We suggest you make this your own over time and use it so that it supports you in taking actions every day.  

In the meanwhile, use the example and the following reminder grid below to understand fully how to use each 
section.  The purpose of using the list is to help you stay on task and not get distracted or overwhelmed. 10 minutes of 
planning either the night before or early in the morning, will make it so much easier to enjoy the work you are doing 
today.  

Daily Plan 

Use this section to put in your scheduled appointments. Once you’ve done that, you can also see the blocks of time 
left in your day that you can use to get the actions done. You may like to schedule the Frog Time Tasks (F) into the 
schedule.  You can also spot the ‘windows’ you have for doing tasks of one nature, for example the calls to partners 
and prospects.   

Frogs and Actions 

This is the place where you choose the core actions and accomplishments you want to be proud of at the end of the 
day. You will see there is space for 3 ‘frogs’ (those tasks that need attention first before anything else because they are 
ones that need doing AND that you don’t want or like to do). Done first, they will free you up for the rest of the day 
and give you a sense of achievement (and of course you’ll be progressing your projects too!). We have then given you 
ONLY 5 tasks for the day. These can be big or small, long or short as you like.  

Prioritising Your Actions 

TIME = Use the TIME column to identify how long the task is likely to take you.  

P = PRIORITY – Label all of your tasks either A, B and C to prioritise them. A = Urgent, B = Important C = Nice if had 
time 

# = This is the order of how you complete the tasks as you might have lots of A’s so this gives you a guide of where to 
start. Number them 1, 2, 3 etc. 

NOW GET TO WORK ON YOUR LIST – A1 first, A2 second etc. until there are no more A tasks, then move onto B’s. If 
you get distracted, simply go back to the task number you are working on. Tick off / cross of as you go (whatever 
makes you happy!) 



 

Tasks That Have Cropped Up Today  

In any day, ‘stuff’ happens. Use this list to note down actions and tasks that come up, so that you don’t distract from 
doing the things ABOVE the line. If you complete the whole list, you can by all means prioritise these in, or simply use 
them for tomorrow’s list and schedule accordingly.  

PROMOTIONS 

Use this section to remind you what your current promotions are. We recommend no more than two at any time. 
That could be one imminently, and one in the next quarter. It could also be the promotions that you are doing on 
behalf of an affiliate or associate.  It helps these to stay ‘top of mind’ and you should always have something you are 
promoting i.e. talking about (free or paid). 

PROSPECTS/PARTNERS/CALLS 

Use this section to jot down the calls you need to make – this allows you to make calls all in one go, or allows you to 
make one kind of call. It can give you a break in your day to vary the activity, and most likely, these calls will progress 
your business.  

PROPOSALS/PROMISES 

Use this section to note any of the emails, proposals and work promises that you have said you will send out. You may 
find you add to this area through the day. These are your business life blood, and so take on a priority and need to be 
fitted in either in your day, or the next day. 

NOTES/REMINDERS/FOLLOWUPS 

Use this section to jot down anything that shows up, that you remember, that you hear, that you might want to 
research, check out and look at ‘at some point’. Review these at the end of the day and add into next day as you see 
fit (or delete because they are no longer needed.  

 

 

 



 

 

 

 

Add in all your 
appointments with 

others AND your 
focussed project time 

here 

Time: how long will this take? 

P: what priority is this (A, B or C) 

#: number all A tasks, then B tasks, then C  

 

Add names of those you 
need to contact today 
(you can add to this as 

the day goes on) 

The key promotion(s)you 
are currently working on. 

Maximum 2 

“Frogs” are those tasks 
you are likely to avoid if 
you don’t do them first! 
Usually you’ll add 1 to 3 
of these and they get 

done BEFORE 
everything else on the 

list 

 

 

These are the tasks 
you are setting for 

the day 

 
Add in all the tasks and 

follow up things that 
‘crop up’ in the day 
that can be tackled 

later in the day or week 

 

Your Daily Checklist is all 
those things that you 

have promised yourself 
and will make you feel 
amazing if you track 

them. Easy to forget and 
so nourishing to do! 

 

Proposals & promises 
that move your business 

forward  

Make notes on 
things you want to 
buy, learn, do, study, 
or progress. It’s your 
‘scribble pad’  
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