Personal Productivity Tracker Template
Weekly Overview
Week of: ________________
Top 3 Goals for the Week
1. 
2. 
3. 
Habits to Focus On
1. 
2. 
3. 
Daily Productivity Tracking
Monday
· Tasks Completed:
1. 
2. 
3. 
· Time Spent on Each Task:
4. ________________________________________________ (hrs)
5. ________________________________________________ (hrs)
6. ________________________________________________ (hrs)
· Productivity Rating (1-10): ____________
· Challenges Faced: _____________________________________
· Energy Level: ⚡⚡⚡ (High) ⚡⚡ (Medium) ⚡ (Low)
Tuesday
· Tasks Completed:
7. 
8. 
9. 
· Time Spent on Each Task:
10. ________________________________________________ (hrs)
11. ________________________________________________ (hrs)
12. ________________________________________________ (hrs)
· Productivity Rating (1-10): ____________
· Challenges Faced: _____________________________________
· Energy Level: ⚡⚡⚡ (High) ⚡⚡ (Medium) ⚡ (Low)
Wednesday
· Tasks Completed:
13. 
14. 
15. 
· Time Spent on Each Task:
16. ________________________________________________ (hrs)
17. ________________________________________________ (hrs)
18. ________________________________________________ (hrs)
· Productivity Rating (1-10): ____________
· Challenges Faced: _____________________________________
· Energy Level: ⚡⚡⚡ (High) ⚡⚡ (Medium) ⚡ (Low)
Thursday
· Tasks Completed:
19. 
20. 
21. 
· Time Spent on Each Task:
22. ________________________________________________ (hrs)
23. ________________________________________________ (hrs)
24. ________________________________________________ (hrs)
· Productivity Rating (1-10): ____________
· Challenges Faced: _____________________________________
· Energy Level: ⚡⚡⚡ (High) ⚡⚡ (Medium) ⚡ (Low)
Friday
· Tasks Completed:
25. 
26. 
27. 
· Time Spent on Each Task:
28. ________________________________________________ (hrs)
29. ________________________________________________ (hrs)
30. ________________________________________________ (hrs)
· Productivity Rating (1-10): ____________
· Challenges Faced: _____________________________________
· Energy Level: ⚡⚡⚡ (High) ⚡⚡ (Medium) ⚡ (Low)
Saturday
· Tasks Completed:
31. 
32. 
33. 
· Time Spent on Each Task:
34. ________________________________________________ (hrs)
35. ________________________________________________ (hrs)
36. ________________________________________________ (hrs)
· Productivity Rating (1-10): ____________
· Challenges Faced: _____________________________________
· Energy Level: ⚡⚡⚡ (High) ⚡⚡ (Medium) ⚡ (Low)
Sunday
· Tasks Completed:
37. 
38. 
39. 
· Time Spent on Each Task:
40. ________________________________________________ (hrs)
41. ________________________________________________ (hrs)
42. ________________________________________________ (hrs)
· Productivity Rating (1-10): ____________
· Challenges Faced: _____________________________________
· Energy Level: ⚡⚡⚡ (High) ⚡⚡ (Medium) ⚡ (Low)
Weekly Reflection
What Worked Well:
1. 
2. 
3. 
Areas for Improvement:
1. 
2. 
3. 
Adjustments for Next Week:
1. 
2. 
3. 

Notes and Ideas
[Space for additional notes, ideas, or brainstorming]

Remember: Consistent tracking helps identify patterns and optimize your productivity over time. Use this template to stay focused on your goals and make informed adjustments.
