
                                 Altshuler Learning Enhancement Center                                                                                      Altshuler Learning Enhancement Center       
                                   www.smu.edu/alec     (214)768-3648                                                                                                     www.smu.edu/alec     (214)768-3648 

     THE TO-DO LIST               THE TO-DO LIST  
     THINGS TO DO TODAY:                     _                     THINGS TO DO TODAY:                                                    _
         DAY                         DATE                                DAY                         DATE 
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 Shift incomplete tasks to tomorrow's list     Shift incomplete tasks to tomorrow's list   

         A = urgent, must do today            A = urgent, must do today  
         B = important, do today or tomorrow          B = important, do today or tomorrow 
         C = will be urgent later on; donʼt forget this!        C = will be urgent later on; don't forget this!  


