Using Your Prioritized

DAILY TASK LIST
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The leader who exercises power with honor
will work from the inside out, starting with himself.
—Blaine Lee
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Phase 1;

TASK DUMP
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PRIORITIZE
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Phase 3:

FOLLOW UP
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REVIEW

During your next planning session, review the marks you’ve made on your PDTL.
Update any tasks that are still in progress, check off any delegated tasks that have
been completed, and write any forwarded tasks on the date you plan on completing
them. Your list from the previous day then becomes an excellent starting point for the
next day’s task dump. The more you use your Prioritized Daily Task List, the more you

streamline your days, and the more you accomplish.
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