
SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY

TODAY’S PRIORITIES Transfer your goals from the list at left to remind yourself what you wanted to get done this week.

APPOINTMENTS / COMMITMENTS  List your regular schedule here, and be sure to leave time for the priorites you wrote (above)
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Evening/Notes Evening/Notes Evening/Notes Evening/Notes Evening/Notes Evening/Notes Evening/Notes

MAKING TIME  

FOR YOUR PRIORITIES

MY GOALS

(Examples: Make a household budget, Get to work on 
time, Call a friend, etc.)

MAKING TIME FOR YOURSELF  

Your physical, mental, social  
and emotional well-being are all 
very important. Be sure to make 

time for the things that make 
you who you are!

Mind

Body:

Emotional:

Social:

BALANCE TIP  Drive and focus are 
important, but so is rest. Don’t forget 
to build downtime in to your schedule.

time management worksheet
finding balance can be rewarding.
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