
Notebook Title: Task Manager Notebook 

This notebook is designed to help you organize tasks, prioritize them, and track your progress. 

Each section and page is structured for optimal productivity. 

 

Sections in the Notebook 

1. Daily Tasks 

2. Weekly Goals 

3. Projects 

4. Personal Goals 

5. Completed Tasks 

 

Section 1: Daily Tasks 

Page: Monday Tasks 

Template: 

• Task 1 (e.g., Respond to emails) 

• Task 2 (e.g., Prepare presentation) 

• Task 3 (e.g., Call supplier) 

Tips: 

• Use tags like 🔴 High Priority, 🟡 Medium Priority, and 🟡 Low Priority. 

• Add deadlines next to tasks (e.g., [ ] Submit report by 3 PM). 

 

Page: Tuesday Tasks 

Same structure as Monday Tasks. 

Repeat this for other weekdays. 

 

Section 2: Weekly Goals 



Page: Weekly Planning Template 

Template: 

Goal Priority Deadline Status 

Launch new campaign High Friday In Progress 

Finalize budget Medium Thursday Pending 

Conduct team meeting High Wednesday Completed 

 

Page: Progress Tracker 

Template: 

• Goal 1: Progress update and next steps. 

• Goal 2: Challenges encountered and resolutions. 

• Goal 3: Additional notes. 

 

Section 3: Projects 

Page: Project 1 - Marketing Campaign 

Subpages: 

1. Planning 

o Task List: 

▪ Define target audience 

▪ Set budget 

▪ Design content 

o Attach relevant files (e.g., budgets, content drafts). 

2. Execution 

o Track key milestones: 

▪ Launch campaign (Nov 25) 

▪ Monitor performance (Nov 26 - Dec 5) 

 

Page: Project 2 - Product Development 

Follow a similar structure to Project 1. 

 



Section 4: Personal Goals 

Page: Monthly Goals 

Template: 

• Health: Exercise 3 times a week. 

• Finance: Save $500. 

• Learning: Complete one online course. 

Page: Bucket List 

• Travel to Italy. 

• Write a book. 

• Learn a new language. 

 

Section 5: Completed Tasks 

Page: November 2024 

Template: 

Task Completion Date 

Submit report Nov 10 

Prepare presentation Nov 12 

 


