Making an Effective To-Do List

Creating a daily to-do list can help you visualize what you need to do and structure your days.
Because they give you specific things to complete, they're also really good at keeping you on track
and organized. Remember, the strategies outlined here are only effective if they're working for you. If
you find they're not working, try something else.

Some things to note when making to-do lists:

Write it down

e Keeping what you need to achieve visible will help ensure you know what to do and can have
the joy of crossing it off your list.

e Some people prefer paper lists, while others prefer electronic lists or apps. Use what you're
comfortable with.

e There are countless templates, systems, and apps thatyou can use. Some of the ones we
recommend are Microsoft Tasks, To Do, or Planner (all available for free through your
Office365 account) or Trello.

Prioritize your tasks
e Prioritize what needs to happen first so thatthe most important things are crossed off your
list.
e One way to prioritize is to use a matrix to determine what to do and in what order. One of the
best examples is the Eisenhower matrix, which helps you divide tasks into those you should:
do, schedule, delegate, and delete.

Limit your list to 3-5 tasks per day

e Use your daily to-do list for tasks, not goals. A general rule of thumb is that a task should take
you no more than an hour.

e If you didn't complete a task, move it to the next day's list. If you find you keep doing this, you
may need to evaluate how many tasks you're assigning yourself.

Make time to schedule
e Tryto find a consistent time each evening where you can take 5-10 minutes to evaluate what
worked for you in the day and where you can plan things for the next day.
e Reviewing your to-do list is a great way to end the day because it helps you reflect on what
you achieved while setting yourself up for the next day.
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https://support.microsoft.com/en-us/todo
https://www.techrepublic.com/article/how-to-use-microsoft-to-do-to-keep-track-of-your-personal-and-professional-tasks/
https://community.windows.com/en-us/stories/organize-your-life-with-microsoft-planner
https://trello.com/?&aceid=&adposition=&adgroup=105703213368&campaign=9843285514&creative=437184392284&device=c&keyword=trello&matchtype=e&network=g&placement=&ds_kids=p53016482424&ds_e=GOOGLE&ds_eid=700000001557344&ds_e1=GOOGLE&gclid=EAIaIQobChMIhtvl9Iev6gIVE43ICh2_-gABEAAYAyAAEgL5f_D_BwE&gclsrc=aw.ds
https://www.eisenhower.me/eisenhower-matrix/

