’ 11« When you track your daily activities, not matter how big or small it helps you stay focused
% * and see where you need improvement. This includes your goals both business and

personal, tasks both business and personal, client follow-ups, prospecting activities,
appointments, networking, self-development, challenges, and successes. It's important for
you to completed it honestly and thoroughly each day to keep track of their progress and
stay accountable to your goals.

Yt

Business Goals for Today: Personal Goals for Today:
1. 1.
2. 2.
3. 3.

Tasks Uncompleted Yesterday Carried Over to Today:

1

2.

3.

Business Tasks for Today: Personal Tasks for Today:
1 1

2. 2.

3. 3.

Client Follow-up:
1.
2.
3.
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Prospecting Activities

1.
2.
3.

Appointments Scheduled:

1.
2.
3.

Additional Notes/ Comments:

Networking Events/Meetings:

1.
2.
3.

Self-Development:
1.
2.
3.

Challenges Faced:
1.
2.
3.

Successes Achieved:

COURTESY OF KIMHUGHES.COM



