
G O A L S
S M A R T

S
SPECIFIC

What do I  want to
accomplish?

M
MEASURABLE

How wil l  I  know when
it is  accomplished?

A
ACHIEVABLE

How can the goal be
accomplished?

R
RELEVANT

Does this seem
worthwhile?

T
TIME BOUND

When can I  accomplish
this goal?

When setting goals,  make sure it  fol lows the SMART structure.
Use the questions below to create your goals.
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HIGH IMPACT

LOW IMPACT

QUICK WINS

FILL-INS

MAJOR PROJECTS

THANKLESS TASKS

The action priority matrix is  a great way to write down and see what
tasks take priority over others,  and how to best al locate your t ime

towards them.
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DATE :      /       /

BREAK
FAST

LUNCH

DINNER

SNACK

A P P O I N T M E N T S

T O D A Y ' S  T A S K S

M O S T  I M P O R T A N T  T A S K

DAILY PLANNER
WATER INTAKE

MOOD TRACKER

M E A L S  &  S N A C K S

R E M I N D E R S  &  N O T E S
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C H E C K L I S T

F I L L A B L E

NIGHT SELF-CARE

MORNING SELF-CARE

Fil l  in the checklist spaces below with self-care activit ies that you can do
in the morning and at night.
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