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THINKPaid to
A leader’s toolkit for redefining your future

FUNCTION 1: ASSEMBLY

The collection of all information 
related to your day-to-day activities: 
Post-It Notes, planners, messages, 
CPM/Gantt charts, schedules, 
notes, digital forms, e-mails, plans, 
idea lists, due from others, etc.

FUNCTION 2:  INSERTION

Assembled activities and 
responsibilities are recorded on 
calendar pages and daily planning 
pages in the new priority-
management system

FUNCTION 3: FILING & DISCARDING

After the activity is scheduled, the 
related items are either filed 
(digitally, manually) or discarded.
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WORK
DAILY PLAN

RELAXING
SLEEP

You’ve finished your day
when you’ve planned the next day

DAILY PLANNING
 CYCLE

End of Day
Establish Ready Position (ERP)

Plan tomorrow’s priorities

Start of Day
Awake Refreshed with a Plan (ARP)

Begin working daily plan

DAILY PLANNING CYCLE
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