PRODUCTIVITY AND TIME MANAGEMENT GOALS
	DO
	GOAL
	BY WHEN
	START

DATE

	
	
	
	

	
	Set up a time management system
	
	

	
	Take a time management class
	
	

	
	Plan weekly
	
	

	
	Plan quarterly
	
	

	
	Do a yearly plan
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


MY TOP PRODUCTIVITY/TIME MANAGEMENT GOALS
FOR THIS YEAR:_________
At least 5-10 are recommended.  For at least some of these, you will want to use an individual goal form with more detail in it.  Just list the goals quickly then come back later to “complete” other aspects. 

	PRI

	URG

	GOAL
	BY WHEN
	START DATE


	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


MY TOP PRODUCTIVITY/TIME MANAGEMENT GOALS
FOR TWO TO FIVE YEARS
	PRI
	URG 
	GOAL
	BY WHEN
	START DATE 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


MY TOP PRODUCTIVITY/TIME MANAGEMENT GOALS

 FOR 10 OR MORE YEARS

	PRI
	URG 
	GOAL
	BY WHEN
	START DATE 

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


� Priority – use the A, B, C importance system (A = Vital, B = Important, C = Some importance but less, in terms of impact) or you can simply prioritize them from 1 to 10 in terms of which is most important.


� Usually we would just use 1 = urgent, 2 = soon, 3 = not very soon.


� You can use this or not, but it would provide a tickle date for you to insert in your calendar system for when to start.
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