
The 
Top Three

P R O D U C T I V I T Y  P L A N N E R



DECIDING
WHAT not to do
IS AS important
AS DECIDING
WHAT to do. 
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This planner isn't just about organizing your day; it's about transforming how
you approach your tasks, ensuring you're not just busy, but productive and
focused on what truly matters.

How It Works: The core of this planner is your Top Three List – a simple, yet
powerful tool. Each day, you will identify and write down three prioritized tasks.
These aren't just any tasks, but the ones that will make the most significant
impact on your day and bring you closer to your goals. By focusing on these top
three tasks, you'll harness the Pareto Principle, leveraging the 20% of your
actions that create 80% of your results.

THE BENEFITS:

Clarity: In the whirlwind of daily responsibilities, it's easy to lose sight of
what's truly important. The Top 3 List cuts through the noise, bringing
clarity and focus.

1.

Prioritization: This method trains you to think critically about your tasks,
strengthening your prioritization skills – a crucial mental muscle for any
successful entrepreneur.

2.

Achievement: By consistently completing your Top 3 tasks, you'll build a
momentum of accomplishment, propelling you towards your larger goals.

3.

GETTING STARTED:

Define Success: Ask yourself, "What three tasks, if completed today, would
make me feel most successful?" Consider tasks that are challenging yet
rewarding or those with looming deadlines.

1.

Avoid Routine Traps: Skip tasks that are part of your daily routine. Focus on
what’s unique and impactful for the day.

2.

Tasks, Not Projects: Remember, tasks are single actions, while projects are
collections of tasks. Choosing projects as your top three can be
overwhelming and counterproductive.

3.

Remember, perfection isn't the goal here. It's about progress and learning. You
might not always pick the perfect tasks, and that's okay. Each day is an
opportunity to refine your skill in identifying what matters most.

Embrace The Daily Top Three as your guide to not just doing more, but doing
what's truly essential. Let's turn your ambitions into achievements, one day at a
time.

The Top Three Method
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W h a t  s e p a r a t e s  p r i v i l e g e  f r o m
e n t i t l e m e n t  i s  g r a t i t u d e .  - B r e n e  B r o w n

I  a m  g r a t e f u l  f o r . . .
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NOTES E f f i c i e n c y  i s  d o i n g  t h i n g s  r i g h t ;  e f f e c t i v e n e s s  i s
d o i n g  t h e  r i g h t  t h i n g s .  -  P e t e r  D r u c k e r .


