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PLANNING YOUR DAY
Efficient day planning is a vital element of staying in control, and maximising opportunities for personal growth and financial success. The best time to plan your day is the night before. In the beginning, allow 15 minutes each night - you’ll soon learn to do a thorough job of planning your day in five min​utes or less.  

List everything to be accomplished the following day, both personally and professionally, but don’t assign a priority until the next morning – this is best done first thing in the morning.  Using a pencil is often advisable because you need to be flexible – in sales, the best laid out plans frequently get rescheduled when an urgent situation arises. 

Make planning tomorrow an integral part of your evening rou​tine. Follow the same steps each night and you’ll find your planning goes faster, and nothing will slip past you. 

Here’s a practical step-by-step system for daily planning:

· List monthly and weekly tasks on the daily work plan, along with the new tasks that need to be completed the next day. 

· Give your short and long term goals a mental run through, and set activity targets to reach your goals. For example, how many prospecting calls do I need to make, or how many periodic inspections do I need to complete? 

· Highlight urgent matters that must be handled tomorrow.


