EXAMPLE DAILY SCHEDULE

A starting point to customize for your real commitments

Illustrative example only. Change the times to fit your work, commute, family responsibilities, and preferences.

7-8 AM

8-10 AM
10-10:30 AM
10:30-12 PM
12-1PM
1-3PM
3-3:30 PM
3:30-5 PM

Evening

Start-up

Focus

Break / admin
Work / meetings
Lunch / reset
Flexible block
Buffer

Wrap-up

Personal time

How to customize it

Get ready, breakfast, review calendar
Work on one important task

Move, hydrate, urgent messages
Meetings or second priority

Eat and take a pause

Project work, errands, appointments
Catch up on delays

Finish one task; note tomorrow's first step

Meals, family, hobbies, rest

Allow extra time
Choose one outcome
Defer non-urgent items
Add transition time
Protect part of the break
Move if needed

Rest if unused

Avoid overfilling

Keep it realistic

1. Add fixed commitments first. 2. Choose one or two key tasks. 3. Include breaks and buffer time. 4. Decide what can move if
something takes longer than expected.

A routine is a guide, not a test. Adjust the blocks when real life changes.
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