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	Today’s Productivity Plan

	
	Action Items
	Time Needed
	Energy Level
	Notes

	☐	Review priority emails
	15 min
	Low
	Clear inbox before noon

	☐	Update task list for today
	10 min
	Low
	Align tasks with deadlines

	☐	Work on client proposal
	1.5 hrs
	High
	Focus block – no interruptions

	☐	Team status check‑in
	30 min
	Medium
	Share progress updates

	☐	Plan tasks for tomorrow
	20 min
	Low
	End‑of‑day review
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