
Admin Day To-Do List

Done? Item Name

Date:

T H E S I M P L E L I V I N G G E N E A L O G I S T . C O M

Check Finances  &  Bills 

Handle Emails

Make & Return Phone Calls

Review To Do List 

Review & Update Calendar

Handle  Paperwork

Run Errands

Review Goals & Projects

Review Text & Messages on Phone


