	CHECKLIST	


DAILY CHECKLIST FOR: [INSERT SUBJECT/PURPOSE OF THIS CHECKLIST]
[INSERT DATE]

	Schedule
	Tasks
	[bookmark: _gjdgxs]Remarks

	7:00 AM
	· [INSERT FIRST TASK IN BRIEF DETAIL FOR THIS SCHEDULED TIME]
· [INSERT SECOND TASK IN BRIEF DETAIL FOR THIS SCHEDULED TIME]
· [INSERT THIRD TASK IN BRIEF DETAIL FOR THIS SCHEDULED TIME]
	

	8:00 AM 
	· [INSERT FIRST TASK IN BRIEF DETAIL FOR THIS SCHEDULED TIME]
· [INSERT SECOND TASK IN BRIEF DETAIL FOR THIS SCHEDULED TIME]
· [INSERT THIRD TASK IN BRIEF DETAIL FOR THIS SCHEDULED TIME]
	

	9:00 AM
	· [INSERT FIRST TASK IN BRIEF DETAIL FOR THIS SCHEDULED TIME]
· [INSERT SECOND TASK IN BRIEF DETAIL FOR THIS SCHEDULED TIME]
· [INSERT THIRD TASK IN BRIEF DETAIL FOR THIS SCHEDULED TIME]
	

	10:00 AM
	· [INSERT FIRST TASK IN BRIEF DETAIL FOR THIS SCHEDULED TIME]
· [INSERT SECOND TASK IN BRIEF DETAIL FOR THIS SCHEDULED TIME]
· [INSERT THIRD TASK IN BRIEF DETAIL FOR THIS SCHEDULED TIME]
	

	11:00 AM
	· [INSERT FIRST TASK IN BRIEF DETAIL FOR THIS SCHEDULED TIME]
· [INSERT SECOND TASK IN BRIEF DETAIL FOR THIS SCHEDULED TIME]
· [INSERT THIRD TASK IN BRIEF DETAIL FOR THIS SCHEDULED TIME]
	

	12:00 NN
	· [INSERT FIRST TASK IN BRIEF DETAIL FOR THIS SCHEDULED TIME]
· [INSERT SECOND TASK IN BRIEF DETAIL FOR THIS SCHEDULED TIME]
· [INSERT THIRD TASK IN BRIEF DETAIL FOR THIS SCHEDULED TIME]
	

	1:00 PM
	· [INSERT FIRST TASK IN BRIEF DETAIL FOR THIS SCHEDULED TIME]
· [INSERT SECOND TASK IN BRIEF DETAIL FOR THIS SCHEDULED TIME]
· [INSERT THIRD TASK IN BRIEF DETAIL FOR THIS SCHEDULED TIME]
	

	2:00 PM
	· [INSERT FIRST TASK IN BRIEF DETAIL FOR THIS SCHEDULED TIME]
· [INSERT SECOND TASK IN BRIEF DETAIL FOR THIS SCHEDULED TIME]
· [INSERT THIRD TASK IN BRIEF DETAIL FOR THIS SCHEDULED TIME]
	

	3:00 PM
	· [INSERT FIRST TASK IN BRIEF DETAIL FOR THIS SCHEDULED TIME]
· [INSERT SECOND TASK IN BRIEF DETAIL FOR THIS SCHEDULED TIME]
· [INSERT THIRD TASK IN BRIEF DETAIL FOR THIS SCHEDULED TIME]
	

	4:00 PM
	· [INSERT FIRST TASK IN BRIEF DETAIL FOR THIS SCHEDULED TIME]
· [INSERT SECOND TASK IN BRIEF DETAIL FOR THIS SCHEDULED TIME]
· [INSERT THIRD TASK IN BRIEF DETAIL FOR THIS SCHEDULED TIME]
	

	5:00 PM
	· [INSERT FIRST TASK IN BRIEF DETAIL FOR THIS SCHEDULED TIME]
· [INSERT SECOND TASK IN BRIEF DETAIL FOR THIS SCHEDULED TIME]
· [INSERT THIRD TASK IN BRIEF DETAIL FOR THIS SCHEDULED TIME]
	

	6:00 PM
	· [INSERT FIRST TASK IN BRIEF DETAIL FOR THIS SCHEDULED TIME]
· [INSERT SECOND TASK IN BRIEF DETAIL FOR THIS SCHEDULED TIME]
· [INSERT THIRD TASK IN BRIEF DETAIL FOR THIS SCHEDULED TIME]
	

	7:00 PM
	· [INSERT FIRST TASK IN BRIEF DETAIL FOR THIS SCHEDULED TIME]
· [INSERT SECOND TASK IN BRIEF DETAIL FOR THIS SCHEDULED TIME]
· [INSERT THIRD TASK IN BRIEF DETAIL FOR THIS SCHEDULED TIME]
	






Other Notes:
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