Daily Checklist for
Teacherpreneurs

This customizable checklist is designed to help
teacherpreneurs stay organized, streamline daily tasks,
and maximize productivity. Whether you’re managing a
growing online business, preparing lessons, or balancing

it all with family time, this tool has you covered.




Section 1:
Morning Routine

Begin every day with daily positive affirmations

Review today’s priorities.

Check for urgent emails or messages.

Update your task management system (e.qg., Trello, Asana,
or paper planner).
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o Organize materials or resources for client calls/lessons.
o Check the calendar for appointments or deadlines.
o Set daily goals: [Write your top 3 goals here]

Update your management system
(Physical planner, Asana, Trello, etc.)

Organize materials or resources for client
calls/lessons.

Set 3 daily goals




Section 2:
Administrative Task
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o Respond to urgent emails.
o (ategorize and flag non-urgent emails for later.
o Follow up on pending responses.

o Qrganize and back up files from recent projects.
o Archive old resources or documents.

o Update client or student progress reports.
o Schedule follow-ups as needed.
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Schedule follow-ups as needed.



Section 3:
ContentCreation &

Marketing

o Schedule or post today’s content (e.g., Instagram,
Facebook, LinkedIn).

o Engage with followers: respond to comments and DMs.

o Analyze performance of previous posts.

o Draft or edit blog posts.
o (reate templates or resources for clients/students.
o Brainstorm new ideas for future content.

Schedule or post today’s content
(e.g., Instagram, Facebook, LinkedIn).

Engage with followers:

respond to comments and DMs.

Brainstorm new ideas for future content.



Section 4:
Business Growth ““

o Reach out to potential collaborators or clients.
o Join relevant online groups or forums.
o Share valuable insights to build your online presence.

o Attend a webinar or workshop.
o Read an article or book related to your business niche.
o Reflect on and plan personal growth strategies.

Share valuable insights to build your online
presence.

Read an article or book related to your business

Reflect on and plan personal growth strategies.




Section 5:
End-of-Dayof Review

o Did you accomplish your top 3 goals? [Yes/No]
o What went well today? [Reflect here]
o What can be improved tomorrow? [Reflect here]

o (lear workspace for the next day.
o Final check for unread emails or messages.
o (Celebrate small wins of the day!

5 End-of-Day Review

Did you accomplish your top 3 goals?

(@

Celebrate small wins of the day!



VA Daily Checklist

Skchio M bection

Morning Routine M T W T F S S

Daily Affirmations
Review the day’s priorities
Check for urgent emails and/or messages

Update your management system

Organize materials or resources for client
calls/lessons.

Set 3 daily goals

Administrative Tasks

Respond to urgent emails.
Categorize and flag non-urgent emails for later.

Follow up on pending responses.

Organize and back up files from recent projects.

Archive old resources or documents.

Update client or student progress reports.

Schedule follow-ups as needed.

Administrative Tasks M T W T F S S

Schedule or post today’s content
Engage with followers

Analyze performance of previous posts.

Draft or edit blog posts.

Brainstorm new ideas for future content.




Business Growth

Reach out to potential collaborators or clients.
Join relevant online groups or forums.

Share valuable insights to build your online
presence.

Attend a webinar or workshop.

Read an article or book related to your business

Reflect on and plan personal growth strategies.

End-of-Day Review

Did you accomplish your top 3 goals?

What went well today?

Celebrate small wins of the day!



