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Beginner lessons for Planning
Master Planning: Your Path to Enhanced Productivity!

DEFINITION

Planning is the process of setting goals and outlining steps to achieve them. It helps organize tasks and manage time
effectively.

KEY CONCEPTS

SMART Goals

Goals should be Specific, Measurable, Achievable, Relevant, and
Time-bound for clarity.

Prioritization

Identifying which tasks are most important helps focus efforts on
what matters most.

Time Blocking

Allocating specific time slots for tasks increases focus and
reduces distractions.

Daily Review

Reflecting on daily accomplishments and planning for the next day
enhances productivity.

Flexibility

Being adaptable in your plans allows for adjustments when
unexpected events occur.

EXAMPLES

→ Set a SMART goal to finish a project by
next Friday.
→ Use time blocking to dedicate 2 hours
for studying each day.
→ Conduct a daily review every evening
to plan for tomorrow.

MEMORY TIPS

★ Remember SMART with 'Specific,
Measurable, Achievable, Relevant, Time-
bound.'
★ Use the acronym PERT for Prioritize,
Evaluate, Review, and Tackle.
★ Visualize your day as a puzzle, fitting
tasks into time slots.

COMMON MISTAKES

✗ Setting vague or unrealistic goals.
✗ Neglecting to prioritize tasks
effectively.
✗ Failing to review and adjust plans
regularly.

QUICK RECAP

Planning is essential for achieving goals efficiently. Focus on SMART goals, prioritize tasks, and regularly review your progress to
enhance productivity.
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