DAILY ACTION PLAN

Date:





My goals for today are:


My activities:

8:30


9:00


9:30


10:00


10:30


11:00


11:30


12:00


12:30


1:00


1:30


2:00


2:30


3:00


3:30


4:00


4:30


5:00


5:30


6:00


6:30


7:00


Where Is Your Time Going?
There are 168 hours in a week. Where is your time going? Fill in all of the activities and events in your daily life. Include time with friends, family, sleeping, exercising and entertainment. Now fill in time to work on the job search. 
	Time
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
	Sunday

	8:00am
	
	
	
	
	
	
	

	9:00
	
	
	
	
	
	
	

	10:00
	
	
	
	
	
	
	

	11:00
	
	
	
	
	
	
	

	12:00pm
	
	
	
	
	
	
	

	1:00
	
	
	
	
	
	
	

	2:00
	
	
	
	
	
	
	

	3:00
	
	
	
	
	
	
	

	4:00
	
	
	
	
	
	
	

	5:00
	
	
	
	
	
	
	

	6:00
	
	
	
	
	
	
	

	7:00
	
	
	
	
	
	
	

	8:00
	
	
	
	
	
	
	

	9:00
	
	
	
	
	
	
	

	10:00
	
	
	
	
	
	
	

	11:00
	
	
	
	
	
	
	

	12:00
	
	
	
	
	
	
	

	1:00am
	
	
	
	
	
	
	

	2:00
	
	
	
	
	
	
	

	3:00
	
	
	
	
	
	
	

	4:00
	
	
	
	
	
	
	

	5:00
	
	
	
	
	
	
	

	6:00
	
	
	
	
	
	
	

	7:00
	
	
	
	
	
	
	


Monthly Calendar

(Month)

	Sunday
	Monday
	Tuesday
	Wednesday
	Thursday
	Friday
	Saturday
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Action Tracking Sheet: Positions Applied To 
 



  Company Position Title 



Date 
Applied/ 



How 
Researched 



Yes/No 



Contact @ 
Company  



(checked LinkedIn) 
Follow-Up 



Date 



1             



2             



3             



4             



5             



6             



7             



8             



9             



10             



11             



12             



13             
 










Action Tracking Sheet: Positions Applied To 

 

   Company  Position Title 

Date 

Applied/ 

How 

Researched 

Yes/No 

Contact @ 

Company  

(checked LinkedIn)

 

Follow-Up 

Date 

1                   

2                   

3                   

4                   

5                   

6                   

7                   

8                   

9                   

10                   

11                   

12                   

13                   

 


Action Tracking Sheet: Positions Applied To



		 

		Company

		Position Title

		Date Applied/ How

		Researched Yes/No

		Contact @ Company 

(checked LinkedIn)

		Follow-Up Date
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