Printable
Productivity
Sheets

Organize tasks, set goals, and boost efficiency
with easy-to-use templates!
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WEEKLY PRIORITY MATRIX

PRIORITIES

Fri/Sat

0o00ogd

PUSH YOUR LIMITS




WORK TIME SPENT

Date

B | thebizsheets.com




MOTIVATION PROGRESS
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TODAY I'M GRATEFUL FOR

FLUID INTAKE
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WEATHER
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NOTES / REMINDERS

TODAY'S PROMISES

TODAY | AM PROUD OF

TOMORROW I LOOK FORWARD TO
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CHALLENGES &
SOLUTION TEMPLATE
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100 DAYS AGTION PLAN

100 DAYS

FIRST 25 DAYS
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WARREN BUFFETT'S
"TWO LIST STRATEGY"

TOP 25 GOALS TOP 5 - FOCUS LIST
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AVOID AT ALL COSTS
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STRATEGIC 2 YEAR ROADMAP

. /. J/

BY YEAR1 BY YEAR 2
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QUARTERLY GOAL PLANNER

MONTH MONTH
ACTION STEPS ) ( ACTION STEPS

MONTH

ACTION STEPS

ADDITIONAL NOTES:

DDDDGD'DDDDDG'
| | mooooo
o | l l

B | thebizsheets.com




Rl
u
=X
—
=
Rl
u
=
el
—
=
=k
Bl
m—
(7
—_—
[ —
-
(-
Rl
m—

£11 Buiziieal 1noyum usas ‘mou 1ybu
Bbuiyoes) noA ale suosss| 1BYM ‘22

;paules| aA,N0A sU0sSsa| 8yl Uo
ssed sia10e1eyo INoA ued MoH °LZ

Swiay] wody
uJes| 01 Bulj|im noA ale 1eUm "0z

£1sow ay1 noA ybney
aAeY sJ1810eIeYd |[BUOIDI YOIYM 6L

¢Bulyoes) 1noge siayoesy
JNOA wouy uleal NoA ued 1eypn ‘gl

£udny InoA ui yoes)
01 JUBM NOA Op SUOSS3| 1BUM /L

¢J9119q awo2aq Jo abueyd pliom
ay) pjnom moy 'siqejieae Alapim
210W aJaM SU0SSa| 8sayl 4| ‘9L

£UJea| 01 JUBM ||11S NOA SUOSS8| 8y
10} SI8yoea) pulj NOA UBD MOH 'Sl

¢ssauiddey Buipuiy
1noge 1sow ay1 NoA 1ybney oy ‘1

¢apninelb Buipuly
1noge 1sow ayy noA 1ybnel oyp €L

¢djay 1oy Bupise
1noge 1sow ayl noA 1ybnel oym ‘zL

£80Usl|Isal 1noge
1sow ay) nok 1ybnel oym ‘L

$uossa| a8yl sem 1eym ‘ol

£1sow ayl noA padiay sey
1By} U0SS8| 8y} noA wybnel oy ‘6

;sbuiyoeay
J18y1 uo anosdwi NoA op MOH '8

¢.08y 8lll, 81L10AR) INOA S1BUM */

£Sa10UBIo1}aP
UMO INOA 23S 01 noA 1ybney oypp ‘9

¢941| Ul sebejuenpe InoA
an|eA pue 93s 01 NoA 1ybnel oym ‘g

s WIay) paules| aney noA
_0_303 _:o\mEm:S rc_omc>m£:.v

¢noA yoesy Asyy pip MoH ‘¢

¢so|diound
@say noA wybner oym 'z

¢so1diound 1saybiy JnoA ale 1eym L

:aaNdvati

:aaNdvatl

HeEL L ERD

HeEL L ERD

HeEL A ERD

:aaNdvatl

HeEL L ERD

HeEL L ERD

HeEL L ERD

HeEL L ERD

HeELLERD

HeEL L ERD

S1NOJdd

A3INJV3T13AI SONIHL

A3INJV3T3AI SONIHL

heets.com

1ZS

| theb

B




ANNUAL WORK PREVIEW

1. WHAT ACHIEVEMENTS HAVE BEEN MADE?
WORK
PERFORMANCE 2. WHAT WORK HAS BEEN ACCOMPLISHED?

U 3. CURRENT DEGREE OF PROGRESS?

4. THE IMPLEMENTATION OF THE PLAN?

1. WHAT PROCESSES HAVE BEEN OPTIMIZED?

OUTSTANDING
EXPERIENCE

2. WHAT CHANNELS HAVE BEEN BROADENED?

3. WHAT COSTS HAVE BEEND SAVED?

4. WHICH ASPECTS HAVE BEEN IMPROVED?

1. CUSTOMER FEEDBACK PROBLEMS
PROBLEM

ANALYSIS 2. REASONS FOR THE PROBLEM

3. RESPONSIBILITY

4.SOLUTION

1. SETTING SALES TARGET
FUTURE
PLAN

2. DEVELOP SALES PROGRAM

3. DEPARTMENTAL COORDINATION

4. PERFORMANCE RANKING
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SMART GOALS PLANNER

What do you want to accomplish?
Define exactly what needs to be achieved.

L

p
How will you measure progress?
Identify indicators of progress and success.

Measurable:

Is this goal realistic?
Confirm if the goal is within reach and identify resources needed.

Achievable:

Why is this goal important?
Connect the goal to broader business or personal objectives.

Relevant:

When do you want to achieve this goal?
Set a clear deadline.

Time-bound:

B | thebizsheets.com




MONTHLY REFLECTION
& GOAL SETTING

How did this month go for you? IMPROVEMENTS

Less

Lessons Learned

Achievements

Goals for Next Month

Biggest Challenge of the Month

People Who Contributed to Your Success

Rate this month from 1-5
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Top 3 Tasks for Today Weekly Task List

\

Appointments & Meetings

Oloj]o]J]o0olol0Oj0O O O O O O O o0 0 0 0 0

Tomorrow'’s To-Do

-
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-, Frog of the Day Parts Completed

Work on this first thing!
No distractions!

. J
' Frog Breakdown

Dissect your frog into smaller, \.

*N,, Parts Uncompleted

actionable steps!

J .

% Pick your Frog for the next day!

B | thebizsheets.com




MORNING PRGES TEMPLATE

v What are the most important tasks | need to complete today?

¥ Howaml feeling right now? A Whatam| grateful for today?

, What new ideas or insights have come to mind?

o9 What habits do | want to .+. How canl stay present and
/=, maintain or improve today? “TY minimize distractions today?

é What inspires or motivates me right now,
and how can | use this inspiration today?
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MIND MAPPING WORKSHEET

SUBTOPIC

| |

SUBTOPIC

| |

(1)
2]
©




Tasks that need to be Tasks that are important but
completed immediately. can be scheduled for later.

Tasks that need attention soon but Tasks that don’t add value
are better suited for delegation. and should be eliminated.

Priority Notes | Delegation Details

\.
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DAILY PRODUCTIVITY PLANNER

7am

8am

e 9am

10am

Tlam
\

12am

Quick Tasks Tpm

2pm

3pm

4dpm

Spm

6pm

7pm

8pm
.

_
Reminders & Notes

OO O O O 00 0 0|0

Vs

J

End of Day Notes
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POMODORO TEMPLATE

Sun Mon Tue Wed

( Productivity Rating: 1

To Do List

O
O
O
O
O
O
O
O
O
O

Vs
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ABGDE METHOD TEMPLATE

Priority Level Why It's Rated Status (In
Task Name (A, B, C,D,E) That Way Due Date | Delegated To Progress / Done)
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EVENING REFLEGTION TEMPLATE

What time did | end work today?

What are the most important tasks | need to complete today?

What went well today? What could | improve tomorrow?

Mood Rating Energy Leftover
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WEEKLY WORKLOAD TEMPLATE

Weekof:____ Total Available Hours: _____
“Do | feel overloaded this week?” (Yes / No / Maybe)

: : . Can Delegate? .
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PRODUGTIVITY SCORECARD

Focus Score | Energy Score | Time Wasted: What Top Win | Overall Self-Rating:
Worked | Completed ((E[0)} in minutes | distracted me? | of the Day | Star Score (1-5)
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PERSONAL DEVELOPMENT
TEMPLATE

Topic or Skill Learning Source Time Spent Main Insight Next Step
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Urgent To-Dos Random Thoughts

\.

B | thebizsheets.com




Rl
—
=X
—
-
—
Rl
—
el
Rl
m—
—
-

O

d 1 M L NN

Q3L37dINOD € NVHL JHON

k| 1 M 1L NN

A3L37dINOD SMSVL 9 11V

uonenjeay

2aly]

2aly

2aly]

Aepinjes

Aepsinyl

2alyl

2alyl

2alyl

2alyl

Aepsaupap

ARepsan]

B | thebizsheets.com




BLOGKER IDENTIFICATION SHEET

Who/What Deadline

Could Help | toUnblock | Reflection

Blocked Task Type of Block Cause of Block
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MEETING PRODUCTIVITY NOTES

Meeting Name Date/Time

(
Attendees Purpose

.

( (
Agenda Items Summary & Action Items
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GOAL BREAKDOWN SHEET

Goal Name Due Date

\_ J J

( /
Mini Goal 1 Mini Goal 1

\_ J \ J
( X/ \
Why it matters? Resources Needed
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