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High-Performance Administrator Daily Planning Sheet

Impact on Student Learning:
	Goal
	Action

	
	

	
	


Communication:


[image: image1]
Task Inbox:


[image: image2]
Empty/Clear:

[]Email []Desk []To-Do List []Voicemail
__/__/20__


Agenda


 


__|______________


  15______________


  30______________


  45______________


__|______________


  15______________


  30______________


  45______________


__|______________


  15______________


  30______________


  45______________


__|______________


  15______________


  30______________


  45______________


__|______________


  15______________


  30______________


  45______________


__|______________


  15______________


  30______________


  45______________


__|______________


  15______________


  30______________


  45______________


__|______________


  15______________


  30______________


  45______________


__|______________


  15______________


  30______________


  45______________


__|______________


  15______________


  30______________


  45______________


__|______________


  15______________


  30______________


  45______________


__|______________


  15______________


  30______________


  45______________





Person, Issue, Availability



















