Rare Diamond’s To Do Template
To-Do List Table Instructions

A To-Do List Table is an effective way to organize tasks, set priorities, track deadlines, and ensure that important activities are completed.

1. Prioritize Tasks:
e Assign priority to tasks based on urgency and importance. Focus on "High Priority" tasks first.

2. Break Down Large Tasks:
e For more complex tasks, break them into smaller, actionable steps. This can make them easier to track and complete. You can list these subtasks
under the main task in the table or create a separate list.

3. Set Deadlines:
e Make sure to assign realistic deadlines for each task.
e |f atask is ongoing, consider setting a review date when you will revisit its progress.

4. Track Progress:
e Regularly update the "Status™ column to reflect progress.
e This could involve marking tasks as "In Progress” or "Completed,” or updating notes on any changes.

5. Regular Reviews:
e Review your To-Do List Table daily or weekly to ensure all tasks are progressing as planned.
e Make necessary adjustments, such as reprioritizing tasks or setting new deadlines.
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