The Daily Close

closing the day before stepping away

[.  What got done today

One or two lines about what closed today. Not a list — a sentence.

II. Close the loops

Tie off everything that shouldn’t follow you home.

[ ] Inbox at zero

[ ] Anything that became a task is captured
[ | Today's notes filed where you'll find them
[

L]

]
[II. Tomorrow’s top three

Three. Not five. The three that make tomorrow a good day.

3.
IV. The handoff

One sentence. The starting line you'll read tomorrow morning.

Tomorrow, the first thing I do is

V. How I'm leaving today

Two words about your energy and state. Optional, but useful.

Done. Step away.

CLOSING TIME

~3 MIN

~15 MIN

~5 MIN

~5 MIN

~2 MIN

@ Your Focused Five



