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The Daily Planner: Working Toward A Goal

What are you going to do today? 

There are some things you know have to be done: feeding animals, getting crops in if they're ready, repairing machinery) these are tasks considered to be priorities in many farm businesses.

But how do these chores fit into your business's "big picture"? Besides finishing these tasks, how do they help make your business successful?

Using a daily planner can help you keep yourself and your employees on the path toward accomplishing your goals, and mission.

These planners are usually generated on a daily basis, and support what you've set as goals. They help make those goals happen.

You may already use a daily planner to accomplish many of your daily tasks. In the following pages, you'll learn how to make the most out of those planners, and how they help your business flourish.

"One of the most important things in life is to know how to 

keep problems from tackling you first."
The Daily Planner
Generating a Daily Planner
In generating a daily planner, write down everything that comes to mind that needs to be done on that day, reviewing your goals, notes and your calendar for more ideas of what needs to be done. Finally, bring forward the unfinished tasks from the previous day.

Prioritizing a Daily Planner 
There are two things to consider in prioritizing a daily planner: 


1) importance 


2) urgency 

The importance of a goal is determined by how much it contributes to a predetermined goal. Those that contribute highly, you may want to label A; those that are of medium importance, may be labeled B; those contributing least to the goal may be labeled C. 

The urgency is determined by how immediately the task must be undertaken. Those tasks that need to be done immediately may be assigned a "1"; those of medium urgency, a "2"; and those of little or no immediate concern, a "3."

On following page is an example of a daily planner prioritized according to both importance and urgency.
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Tasks to be Accomplished or Assigned
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Importance-

NOTES


Prioritizing the Daily Planner
Importance

Priority
Activity
A

1

Call Extension for list of consultants

A

2

Take forage samples

A

3

Design or get a dry matter intake chart

B

1

Inventory haylage

B

2

Set date to meet with Bill and Sarah

B

3

Buy microwave and scales

C

1

Pick up kids after baseball practice

C

2

Send #77 to sale barn

Notes

Strategic Planning
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