


20-Hour Work Week Productivity Planner
Monthly Overview
Month: ________________ Year: ________
Monthly Goals
1. 
2. 
3. 
Key Projects
1. 
2. 
3. 
Habits to Develop/Maintain
1. 
2. 
3. 
Monthly Calendar
[Insert a mini calendar for the month with space to mark work days and important deadlines]

Weekly Planner
Week of: ________________
Weekly Goals
1. 
2. 
3. 
Task List
· [ ] ________________________________________________
· [ ] ________________________________________________
· [ ] ________________________________________________
· [ ] ________________________________________________
· [ ] ________________________________________________
· [ ] ________________________________________________
· [ ] ________________________________________________
· [ ] ________________________________________________
· [ ] ________________________________________________
· [ ] ________________________________________________
Time Blocking
	Time
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday

	8-10
	
	
	
	
	

	10-12
	
	
	
	
	

	12-2
	
	
	
	
	

	2-4
	
	
	
	
	

	4-6
	
	
	
	
	


Weekly Reflection
What went well? ______________________________________
What could be improved? ______________________________
Lessons learned: _____________________________________

Daily Planner
Date: ________________
Top 3 Priorities
1. 
2. 
3. 
Schedule
	Time
	Task
	Priority (H/M/L)
	Completed

	8-9
	
	
	

	9-10
	
	
	

	10-11
	
	
	

	11-12
	
	
	

	12-1
	
	
	

	1-2
	
	
	

	2-3
	
	
	

	3-4
	
	
	


Energy Level Tracker
Mark your energy level throughout the day: ⚡⚡⚡ (High) ⚡⚡ (Medium) ⚡ (Low)
	8am
	10am
	12pm
	2pm
	4pm

	
	
	
	
	


Daily Reflection
Wins: ______________________________________________
Challenges: ________________________________________
Tomorrow's focus: __________________________________

Weekly Review
Total Hours Worked: ______ / 20
Productivity Score (1-10): _____
What worked well this week?


What could be improved?


Adjustments for next week:



Notes and Ideas
[Leave space for additional notes, ideas, or brainstorming]

Remember: The goal is to maximize productivity within 20 hours, not to fill every moment. Quality over quantity!
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WORK LESS, LIVE MORE, THRIVE BETTER




