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[bookmark: _Hlk80183962][bookmark: _Hlk170215426]ACE Daily Planner Template
Using the Daily Planner Template 1. Break down larger tasks (such as completing the module’s set reading) into smaller, more manageable ‘sub-tasks’ to be completed on a daily basis, making these as specific as possible.

2. Allot time to complete each sub-task. For example, ’30 minutes’ or ’11:00am – 11:30am’.

3. Track your progress and stay motivated by ticking completed sub-tasks off your list. 
 
4. Anticipate potential obstacles and try to avoid overwhelming yourself by planning to complete too many sub-tasks each day! As you undertake each sub-task, you may require more or less time than originally projected, so be prepared to revise your timeline for completion – rolling some over to the next day. 



[bookmark: _Hlk204259744][bookmark: _Hlk204259745]For additional information on creating specific, manageable, achievable, relevant, and time-bound objectives for your self-study time, see the ACE Quick Guide to SMART Goals.












The Daily Planner
	Time
	Study Tasks 
	Priority 
	Done 
✔

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	
	
	



	Time

	Work / Life Tasks 
	Priority 
	Done 
✔

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	
	
	



	Time

	Relaxation / Leisure Activities 
	Priority 
	Done 
✔

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	(Oxford Brookes University, 2025)
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