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	Months goes by and tasks piles up each month. Keep track of what you need to do monthly through a monthly task list template.

There’s a lot that can happen in a month. Not keeping track of the things that you need to do is a way to make you unproductive and stressful. Making your month more organized might be the answer to your craving for serendipity. That is why you need to try out our monthly task list template.
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What should be included in a monthly task list template

There are a few essentials that needs to be included in a monthly task list template. Those aspects are:

	
Task




The first part is usually for the name of the task. Keep it concise, not more than 10 words. Writing a name of a task that is too long will be redundant.

	
Months




This part is simple. All you really need to do is to write the name of the month in order.

	
Details




In this section, you could fill in the detail of the task. You could write the steps you need to do complete the task. You could also write the things needed to do the task.

Common mistakes in using a monthly task list

Don’t jump right into the monthly task frenzy just yet. You need to know these common mistakes to avoid it in the future:

	
Writing too many things




Writing too many things at once will not make your life organized. Learn what to write down and what not to. It takes time and a clear sense of priority on your part.

	
Not scheduling me-time




Sometimes, we book our schedules full. But, rarely do we make time for ourselves. This will easily lead to burn out. Having that will stop you in your tracks which stops you from doing anything at all.

	
Not evaluating




Tossing away your monthly list after you’re done is a mistake. What you need to do instead is to evaluate it. See what is not effective or what is. This is a great way to quickly improve.

	
Not color coding




Writing everything the same way will make you confused. Color coding makes you have a clear sense on what to do. For example, your deadlines should be written in red to make it stand out.


Monthly Task List Template


Monthly Task List Template Download


Monthly Task List Template Download Free
Monthly Task List Template Free


Monthly Task List Template Free
See the bigger picture in life. Do that by using our monthly task list template. It is a great way to be more productive and to be less stressed. So, what are you waiting for? Try it out now!
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