faa APPLY
8,-0cus

Daily Focus Planner

The Daily Focus Planner helps you start each day with clarity, set achievable priorities,
and stay aligned with your goals. It provides structure for managing energy, avoiding

distractions, and maintaining focus from start to finish.

1. Purpose of This Tool

1 Plan each day around your highest-value priorities.
1 Maintain focus on important work rather than reacting to the urgent.
1 Balance productivity with energy management.
1 Encourage accountability through daily review and reflection.
[ Create consistency that compounds over time.

Tip: How you start your day often determines how you finish it.

2. Morning Preparation

Question Response
What are my top three priorities for today?

Why are these priorities important?

What would make today feel successful?

What obstacles might arise, and how will | handle them?

What is my mindset or intention for today?

1 Complete this section before starting work to set direction and focus.

Tip: A clear purpose eliminates unnecessary decisions later in the day.

Notes
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3. Daily Schedule Overview

. Task / Category (Deep Work / Admin / . . Completed
Time L. ] Priority
Activity Meetings / Breaks / Personal) (v)

06:00-
07:00

07:00-
08:00

08:00-
09:00

09:00-
10:00

10:00-
11:00

11:00-
12:00

12:00-
13:00

13:00-
14:00

14:00-
15:00

15:00-
16:00

16:00-
17:00

17:00-
18:00

Evening

1 Block specific times for your top three priorities first, then fill in other work around
them.

Tip: Protect focus time as firmly as meetings with others.
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4. Priority Task Planner

Task Outcome / Success Measure Time Block Energy Level Needed Notes
Priority 1
Priority 2
Priority 3

1 Keep only three major priorities per day to stay realistic and focused.

Tip: Success comes from depth, not from the number of tasks completed.

5. Task Triage
Urgency Importance Quadrant Action (Do / Schedule /
(H/M/L) (H/M/L) (Eisenhower Model) Delegate / Eliminate)

1 Use this to triage new or unexpected tasks as they appear during the day.

Tip: Not every task deserves your time — be deliberate in what you take on.

6. Focus and Energy Tracker

Time of Day Energy Level (1-5) Focus Level (1-5) Notes / Observations

Morning
Midday
Afternoon
Evening

I ldentify when your focus peaks and dips to optimise scheduling.

Tip: Manage energy first, time second.
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7. Distraction Control Log

Time Distraction Source Duration Prevention Strategy

1 Record interruptions as they occur and note how you can prevent them tomorrow.

Tip: Reviewing distractions daily reinforces awareness and focus discipline.

8. End-of-Day Reflection

Question Response
What did | accomplish today?

What helped me stay focused?

What distracted me or caused delays?

What can | improve tomorrow?

How do | feel about today’s progress?

J Complete before finishing work to strengthen daily learning and closure.

Tip: Reflection turns activity into insight and progress into growth.

9. Daily Rating Summary

Category Rating (1-5) Comment
Productivity

Focus

Energy

Time Management

Overall Satisfaction

[ Total Score: /25
1 Use as a simple tracker to see patterns across days.

Tip: Even a small improvement in focus or energy compounds over time.
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10. Preparation for Tomorrow

LJWhat is my top priority for tomorrow?

O What unfinished work needs scheduling?

[OWhat can | set up tonight to make tomorrow easier?
U How will | start my morning to build momentum?

Tip: Plan tomorrow before ending today - it reduces morning stress and increases focus.

How to Use This Planner

Use this template daily, ideally alongside your Time-Blocking Planner and Deep Work
Tracker. Start each morning with clarity, protect your focus time, and review at the end of
the day. With consistent use, the Daily Focus Planner becomes a foundation for
sustained productivity and balanced performance.

Notes
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