	Action Forms
	
	Response Expected
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	31
	
	January
	
	February

	March
	
	April
	
	May
	
	June

	July
	
	August
	
	September
	
	October

	November
	
	December
	
	Casual Reading
	
	Data Entry

	Discuss:
	
	Discuss:
	
	Discuss:
	
	Errands/

Purchases

	File
	
	Meeting:
	
	Meeting:
	
	Meeting:

	Pay
	
	Reference
	
	Shred
	
	Someday/Maybe

	Take Home
	
	
	
	Project 1
	
	Project 2

	3 below can be used on  manila folders.   
	
	
	
	Project 3
	
	Project 4

	Call
	
	the weeks & “to Do’s” are alternatives for the 1-31.  
	
	Week 1
	
	Week 2

	Email
	
	To Do NOW!
	
	Week 3
	
	Week 4

	Uninterrupted Block
	
	To Do Soon
	
	
	
	Week 5


