Daily Task Tracker
Week of: ___________________________     Name: ___________________________
	Day
	Task Description
	Time to Complete

	Monday
	Write weekly investor update email
	45 min

	Monday
	Follow up with warm leads from last week
	30 min

	Monday
	Prepare team standup agenda
	15 min

	Monday
	Review and respond to customer support tickets
	30 min

	Tuesday
	Write LinkedIn post about company progress
	20 min

	Tuesday
	Summarize team meeting notes into action items
	30 min

	Tuesday
	Review financial dashboard and flag anomalies
	30 min

	Tuesday
	Conduct 1-on-1s with direct reports
	60 min

	Wednesday
	Draft job descriptions for open roles
	45 min

	Wednesday
	Research 3 competitor product updates
	45 min

	Wednesday
	Prepare board deck updates and commentary
	60 min

	Wednesday
	Write content for newsletter / blog post
	45 min

	Thursday
	Reply to partnership and vendor emails
	30 min

	Thursday
	Review contracts and legal documents
	60 min

	Thursday
	Make hiring decisions on shortlisted candidates
	45 min

	Thursday
	Update product roadmap priorities with team
	45 min

	Friday
	Create social media posts for the week
	30 min

	Friday
	Manually update CRM with call/meeting notes
	30 min

	Friday
	Prepare slides for customer demo
	60 min

	Friday
	
	


Notes:
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________
