
W a k e - U p  T i m e :

 1. Hydration & Breathing  (1-2 min)

- Drink water and take a few deep breaths to wake up your body and
mind.

2. Mindful Reflection (5-10 min)

Activity: ______________________________________________________ 
 Examples: Prayer, meditation, or breathing exercises to center
yourself for the day.

3. Goal Setting & Journaling (5-10 min)

- Activity:______________________________________________________ 
  Examples: Write in a journal, reflect on goals, or set your intentions
for the day.

4. Exercise/Movement (Optional - 10-20 min)

- Activity: ______________________________________________________ 
  Examples: Stretching, yoga, a short workout, or a walk.

5. Strategic Planning (5-10 min)

- Activity:______________________________________________________ 
  Examples: Review top priorities for the day, visualize key outcomes,
or scan the to-do list.
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6 .  B r e a k f a s t  &  E n e r g i z i n g  R i t u a l s  ( 5 - 1 5  m i n )

- A c t i v i t y : _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _
E x a m p l e s :  P r e p a r e  a  h e a l t h y  b r e a k f a s t ,  h a v e  c o f f e e ,  o r  l i s t e n
t o  a  m o t i v a t i o n a l  p o d c a s t .
7 .  E m a i l  &  C o m m u n i c a t i o n  M a n a g e m e n t  ( O p t i o n a l  -  1 0 - 1 5  m i n )

- A c t i v i t y : _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _
E x a m p l e s :  Q u i c k l y  s c a n  a n d  p r i o r i t i z e  e m a i l s ;  a d d r e s s  u r g e n t

m a t t e r s  o n l y .
8 .  F o c u s e d  W o r k  B l o c k  ( 1 5 - 3 0  m i n

- A c t i v i t y : _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _
E x a m p l e s :  T a c k l e  t h e  m o s t  c r i t i c a l  t a s k  o f  t h e  d a y  b e f o r e  o t h e r
d i s t r a c t i o n s  a r i s e .

A d d i t i o n a l  N o t e s :
- T o t a l  R o u t i n e  T i m e :  _ _ _ _ _ _ _ _ _
( C u s t o m i z e  b a s e d  o n  y o u r  m o r n i n g  s c h e d u l e )
- K e y  F o c u s  A r e a s  f o r  t h e  D a y :

 1 .  _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _  

 2 . _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _  

 3 .  _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _ _  
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