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To-Do List Template · Expert 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.

How to use this template
1. Write every task down, starting each with a verb.
2. Set a priority and due date; add a time estimate for bigger tasks.
3. Each morning, pick your top three from the list (or use the Weekly planner).
4. Tick tasks off as you finish them.
5. Review the list weekly: delete, delegate or reschedule old items.

Tips
• Break big tasks into steps you can finish in under an hour.
• Do the hardest high-priority task first.
• Keep one list, not several.
• For shared work, use a project tracker.

Dashboard (sample data)
Field Value Count

Category Work 3

Category Personal 1

Category Admin 1

Category Learning 0

Priority High 2

Priority Medium 1

Priority Low 2

Status Not started 3

Status In progress 1

Status On hold 0

Status Blocked 0

Status Done 1
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To-do list · Sort by priority or due date; tick tasks when done

Done? Task Category Priority Due date Estimated
time

Status Notes

☐ Send project status report Work High 6 Mar 2026 30 min Not started

☐ Book venue for team offsite Work Medium 10 Mar 2026 20 min In progress Two options shortlisted

☐ Review Q2 budget draft Work High 9 Mar 2026 1 hr Not started

☑ Renew software licence Admin Low 4 Mar 2026 10 min Done

☐ Plan weekly meals Personal Low 8 Mar 2026 15 min Not started
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Weekly planner · Weekly to-do list: pick three priorities a day

Day Top 3 priorities Other tasks Done

Monday

Tuesday

Wednesday

Thursday

Friday

Saturday

Sunday


