
ACHIEVE MORE WITH TO-DO-LIST 

• Prepare this the night before or beginning of the day 
• Be realistic. Ensure the amount of time allocated is achievable 
• Prioritise them 

o A – Must Do. Urgent and important 
o B – Should Do. Important but less urgent 
o C – Could Do. Not urgent can be done when A & B are completed 

• State when during the day you will do it 
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