
Add a little bit of body text

Projects 

Pareto Principle—The 80/20 Rule

People

_________

Project #1 Project #2 Project #3 Project #4 Project #5

“What are the 3 most important actions I need to take today to advance these projects.”  

_________ _________ _________ _________

_________

_________
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_________

_________
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_________
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People you’re waiting on  People you need to contact  

______ ______ ______

______ ______ ______

______ ______ ______

______ ______ ______

List Your #1 Goal __________________________

Appointments and 
Scheduled Calls

_________ _________ _________

_________ _________ _________

“What are the 5 most important projects I need to focus on today?”  

“Who am I waiting on a decision or information from, 

which I need to move forward with my projects?” 

“Who do I need to contact or connect with today 

 to advance my projects?” 

______________ ______________ ______________

80% of your results come from 20% of your actions. 
“What are the top 3 most important actions I MUST take today to get me closer toward my #1 goal?” 

*Complete 

these 3 FIRST!

Checking Email and Social Media
Email

Your 
goal is 3  

times each! Social Media__________ __________
At the end of the day, throw this paper away! 


