
Daily time blocks
Schedule one clear result at a time. Leave room for breaks and unexpected work.
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Date: ____________________

START - END TASK / EXPECTED RESULT DONE TODAY'S THREE PRIORITIES

FIXED APPOINTMENTS

BUFFER / MOVE TO TOMORROW

Before stopping: mark unfinished work, choose a new slot, and update any calendar event.

https://affine.pro/blog/digital-calendar-planner-templates

