100 Day Action Plan

Planning plays an important role in your productivity and effectiveness. Use this template to
help you organize your calendar for the next 100 days so you can build habits around how you
can be more focused and effective. This template is especially helpful if you feel overwhelmed by
projects at work and want to get organized so you can balance your priorities effectiveness.

@ My top three priorities for the next 100 days are:

1.

2.

3.

@ In addition to focusing on these priorities, the following activities are ongoing and
important for me to incorporate into my routine:

ACTIVITIES

WEEK 1

Day 1

Day 2

Day 3

Day 4

Day 5

Day 6

Day 7
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ACTIVITIES

WEEK 2

Day 8

Dayo9

Day 10...

EXERCISE EXAMPLE

@ My top three priorities for the next 100 days are:

l. Comp/ez‘/ng Company X's P/-o\jedi

2. prepczr/ng for a half maradhon

3. Organ/z/ng Q fana/ra/\sinj event

@ In addition to focusing on these priorities, the following activities are ongoing and
important for me to incorporate into my routine:

K esponding o coworkers, /eac//ng r1y Leanty rethning s/ household,
asst. coacnng daugliter ‘s basketball team, Iite adpunistration”

ACTIVITIES

WEEK 1

Day 1 — Meet coith Company X Zo dehne proJeci SCope
- ( Un 2 M/A/QS

Day 2 — Meet with fanc/ra/lsfng comrutlee

Day 3 - /455/:9/7 roles for /’L(na/rafél‘nj

Day 4 - Kun 3 riles

Day 5 - Yost Zear éa//c//ng event? @ cork
- ( Un 4 rules
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ACTIVITIES

Day 6 - Coach /_//y ‘s gare

Day 7 - Kun 4 riiles

WEEK 2

Day 8 - Provide Compdﬂy X P/‘O‘/‘t‘le update
- Kun 2 riles

Day 9 - Reach owt Zo local businesses to adverd/se and,/or
Support Fundrarsing event

Day 10... - Kun 3 riles

100 Day Action Plan www.sparkslead.us « 3



