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B9 A calendar month for prioritising – 5 weeks             

B9 Brief description: 

This template is very useful for sorting out priorities and the amount of time available for 
specific tasks. 
 
It is a single landscape page with 5 weeks by 7 days. 
 

B9 Instructions:  
 

 Print more than one page if necessary. 
 

 Month and year: fill these in.  I often use a highlighter to mark the boundary between 
months, when appropriate. 

 

 Tasks: write down the reasons for using the template. 
 

 Fill in the dates. you might just put the Monday dates in, or the weekend ones; or you 
can fill in all the dates.  It is better to put in more than you think you need. 

 

 Filling in the days: put down everything that is happening, including time away, time to 
visit friends, time to go shopping: anything that occupies some time. 

 Make the entries brief so that they will fit in. 

 You can write entries with time slots attached or position them approximately according 
to the time of day when they will happen. 

 Be very realistic, or slightly pessimistic, about the length of time anything will take. 
 

 Assessing time and priorities: when you have finished filling everything in, see how 
much time you have available for what you want to do, or must do. 

 You can take a photocopy if you need to move entries around, then you don’t lose the 
first set.  I often work in pencil so that I can rub out to make changes. 

 Seeing how little time is really available is often helpful when the deadline for a task 
seems a long way ahead. 

 

  


