To-Do List Template - Beginner version

A to-do list template keeps your tasks in one place with priorities, due dates and status, so you always know what to do next. It includes a running task list and a weekly
to-do planner you can print.

To-do list - sort by priority or due date; tick tasks when done

| Send project status report Work High 6 Mar 2026 Not started
O Book venue for team offsite Work Medium 10 Mar 2026 In progress
O Review Q2 budget draft Work High 9 Mar 2026 Not started
Renew software licence Admin Low 4 Mar 2026 Done

d Plan weekly meals Personal Low 8 Mar 2026 Not started
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