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. The weekly plan template

" Thegoal of this template is to once a week make a plan of what | -
" want to do this week. For this I'have a tiny checklist of things

~ that | go through (like looking at my calendar for the next few

' weeks whatlve done in the last Week etc) '

- Theweekly plan is a negotiation moment as I've set-a -

- maxiumum of 10 tasks that I'll do during the week. These are the

" tasks that are not part of routines or meetrngs or events that are -
’ already set '

' The darly plan template

. The goal of this template is to help me decrde What I'll do durlng
- the day. This daily plan page is the page that | usually have open
- next to-me through out the day that helps me stay focused on -
- the plan and that helps me realize (with the achievements list) -

© thatI'm makrng good progress A

_ Most of the time | create the darly plan in the mornrng for the
. current day. From time to time, | also.prepare the next day plan .
- the evening before.

: I—lere are the different:seotions: of thls template:

'« Schedule: | mark the things that are fixed (time with my kid "

"~ and family, meal times, meetings, travel times, etc) to see
how much time'l really have left through out the day to do
addrtronal stuff '

-+ Tasks for tomorrow: When'| duplicate the previous day plan
to create the one of the day, | erase everything except this
section, so | already have a list of the important things |
might want to do. Once the planning is done, 1 erase the
elements from this section, and this section becomes a sort
of inbox of thrngs that emerge that | don t have trme to to do
today, but strll have a certarn urgency

- Tasks for the day: The first'task is the one that should be the -
© "frog" task. The one that | have to absolutely do today and |f
I don t do the rest |t S okay

.+ Achievements list: Here | capture the thrngs I've done, the .
things I'm grateful for-through out the day. It's a sort of
micro-journal that | do through out the day. -

+ Visual summary: At the end of the day | make a few doodles
of the key things that.| want to.,remember from that day. That
then allows me to have a sort of visual gratitude.journal of .
the most important things that | can.explore quickly when
looking at previous days.

- The digital companions -

: [ :stil:l have: a hyb:rid:sy:ste:m, wh:ere:th:e R:em:ark:able t:abl:et ll with:
~ the daily and weekly plan is where the negotiation and planning
. happens. But | keep two digital tools as sort of inboxes:

« Apple Calendar: to see all my meetrngs events courses that '
' Igrve workshops etC '

-« Apple Reminders: to put reminders that are beyond
tomorrow or this week. Like checking in with a person about
a question | sent them, a reminder to send a reminder
Know that's meta) to my students about an assignment, etc.

' A b|t of hrstory

. When it comes to system to run my lrfe it's |mportant to note

- here that there are-seasons.in my-life. These systems change as
- my life changes: When | wasnt - married and without-a kid | had a
- very different system than what | use today. Andl imagine that -
- when my son will be older it will also |mpact what I'tl need from
: such a system and how it works : '

: The tiny system.| have today is. |nsp|red by a few thlngs that I've

- used overthe years in different seasons that are-merged -

- together: -

« Notion: for many years I've used Notion to run my days, with
a micro journal database. What | kept from this system is the
visual summary (that.l did then with photos and.screenshot,
but.l do now.with sketches) and the micro journal. .

« Intelligent change journals: When | was going through a

' difflcult men'tal'period I'swltched to'pa'per and used the

~ Intelligent Change Five Minute Journal and their

~ producitivty planner. The producitivty planner approach is
the basis that I've kept, including the weekly planning . :
routine, the maximum of tasks per day, the fact of drawing by .
hand your schedule to realize how much time you really .
have. -



