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A todo item.

Something I am waiting for, to follow-up  
for delivery.

An interesting piece of information.

A new project for the project list.

A question to ask, search for answer.

Special markings : 

Ticked boxes meaning :

Done.

Cancelled.

Moved to another way of follow-up.

Bullets :

Something I did for professional reason.

Something I did for personal reason.

Blacken the bullet if the action took long.



Today's date:

Today's Location:

Most important tasks:

Today's Schedule:
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Urgent Not Urgent
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Do Decide

Delegate Delete

Do it immediatly Schedule it

Send to somebody who can do it for you. Get rid of it.

"Most things which are urgent are not 
important, and most things which are 

important are not urgent."  
Dwight  Eisenhower 

Today's date:

Today's Location:
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