
   I am  . . . 
My name is ____________________________________

My secret alias  is _______________________________

My phone number is _____________________________

My e-mail is ___________________________________

My Line ID is __________________________________

My Instagram is ________________________________

My address is  _________________________________

       _________________________________

                        _________________________________

Other important information:



Hi! Thanks for using the Tin Satellite Calendar and Planner, I hope it 
works well for you. Whether you’re using the digital version in note-taking 
apps such as GoodNotes or the physical version, the layout is roughly the 
same. I designed it to conform to your preferred way of working, but there 
are some good methods you can adopt to work most efficiently with this 
or any calendar or planner.

My preferred process is simple, it’s a hybrid of some of my favorite 
productivity methods. There are three main sections in the book: the 
projects, the calendar, and blank pages to use however you want.

Part 1: The Brain Dump

Let’s start at the back. The blank pages are graph-lined to allow you to 
write neatly and draw out diagrams easily. This is where you write 
whatever comes to mind as you go about your day. David Allen, the 
productivity expert who designed the GTD System (for Getting Things 
Done), tells us that our brain is great for HAVING ideas, but not always 
for remembering them. The solution? Write everything down. The blank 
pages are your ‘brain-dump’, 
every good idea that you think 
is worth remembering. You 
don’t have to put them in any 
particular order in this section, 
just write them down so you 
can relieve yourself of the 
burden of remembering them. 
Later, these ideas might 
become projects.

You may want to consider buying a multi-colored pen that you can buy in 
some stationery shops. I use four different colors to write things down in 
four areas of my life (green for art and drawing, red for writing, blue for 
personal stuff, and black for my day job).

Part 2: Project Tracking

Let’s move to the front of the book - The Project Section. These pages have 
boxes for the different projects you’re working on, or want to work on in the 
future. (I also color-coordinate this section for the different areas of my life, 
as I do in the calendar section.) I name the project, and for students I added 
a space for days and times of their classes. There’s a box for other 
information, which I never fail to fill up, and then there’s the To-Do List, 

which is the heart of the system.

Here is where you write down 
tasks you need to finish for this 
project. Keep them macro-
oriented; you can get more 
specific in the calendar section. 
Simply by writing down a task, 
you’ve entered it into the list of 
things to do. The two boxes to the 
right are labeled ‘Doing’ and 

‘Done’. Start work on the most important task in the list and put an ‘x’ in the 
‘Doing’ box. This task will be broken down into smaller tasks in the calendar 
section, but once it’s finished, put an ‘x’ in the box labeled ‘Done’. X’ing off a 
task as being done is sooooooo satisfying.

Part 3: The Calendar

As I mentioned, the items in the To-Do list are macro-oriented. The 
Calendar section is for more precision. The first thing you’ll notice is that the 
calendar is laid out from Monday to Sunday, rather than the common 
western layout of Sunday to Saturday. This is actually more efficient, 
allowing you to group your days by weekdays and weekends, and see 
Saturday and Sunday at a glance.



I break down the items in my To-Do List into smaller tasks and enter these 
into the ‘Task Box’, the graph-lined box which can be found on the far right 
of each month’s two-page layout (you can use this box for anything you 
want; this is simply what I use it for). For instance, one of the tasks in the 
To-Do list for this planner was to lay out the calendar section. In the Task 
Box, I broke that down into items like ‘number the days in the month for 
February 2025’, ‘enter holidays’, and ‘add productivity tips to each page in 
the calendar’.

After I’ve added all of the smaller tasks into my Task Box for the month, I 
pick three items from there every morning and write them into that day on 
the calendar. I do this every day, or at least every weekday: choose three 
things I want to finish that day. I cross them out with a highlighter in both 
the day and the Task Box as I complete each one. I use a highlighter to 
cross things out so I can see my completed tasks, which can be helpful. 

If I finish all three by the end of the day, I find that my mood at night is 
much more positive than days where I don’t. For those other days, I take 
the items I didn’t finish and write them down in the next day’s box. Again, I 
color-code all of these tasks by what kind of task it is.

As with the daily review, at the end of the month I review the task box for 
that month and see what I finished and what’s still left to do. Of those 
items, I determine if they’re really still important and write the ones that 
are (important) into next month’s task box. I’ll also look back at the project 
section and see if there are any tasks I want to add to next month’s tasks.

That’s it, that’s my system. It works well for me, but you may prefer a 
different method. There are many good ones, including some that I 
borrowed from to make mine. Feel free to modify the book for your 
process, or look online and check out the basics of some others, including:

• the aforementioned GTD System,

• The Bullet Journal, 

• Building a Second Brain (more appropriate for phones and tablets), 

• The Kanban System (this works really well with the app Trello),

• The Seinfeld System (seriously)

A friend of mine uses this book to track her exercise and weight-loss goals, 
and another person I know drew a special template on top of the graph 
paper to organize the details around her travel plans. Whatever you 
choose to do, I hope this planner helps you organize your life and become 
more efficient when working on your projects. Good luck!
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December 2025
Monday Tuesday Wednesday Thursday Friday

1 2 3 4 5

8 9 10 11 12

15 16 17 18 19

22 23 24 25 26

29 30 31 1 2

5 6 7 8 9

Saturday Sunday

6 7

13 14

20 21

27 28

3 4

10 11

Christmas Start of Kwanzaa

New Year’s Eve

End of Chanukah

Start of Chanukah

Upon waking up, plan your day‘s 
schedule and write down the three 
things you want to finish that day.



January 2026
Monday Tuesday Wednesday Thursday Friday

29 30 31 1 2

5 6 7 8 9

12 13 14 15 16

19 20 21 22 23

26 27 28 29 30

2 3 4 5 6

Saturday Sunday

3 4

10 11

17 18

24 25

31 1

7 8

New Year’s Day 

Martin Luther King 
Jr. Day

New Year’s Eve
End of Kwanzaa

Avoid distractions; set specific times in 
the day to check  your e-mail and social 
media accounts.



February 2026
Monday Tuesday Wednesday Thursday Friday

26 27 28 29 30

2 3 4 5 6

9 10 11 12 13

16 17 18 19 20

23 24 25 26 27

2 3 4 5 6

Saturday Sunday

31 1

7 8

14 15

21 22

28 1

7 8

Presidents’ Day / 
Washington’s 

Birthday

Lincoln’s Birthday Valentine’s Day

Black History Month

Learn to say ‘no’ to things that are 
not productive or divert you from 
your path.



March 2026
Monday Tuesday Wednesday Thursday Friday

23 24 25 26 27

2 3 4 5 6

9 10 11 12 13

16 17 18 19 20

23 24 25 26 27

30 31 1 2 3

Saturday Sunday

28 1

7 8

14 15

21 22

28 29

4 5

St. Patrick’s Day
Start of Mardi Gras

Harriet Tubman Day

Get a multi-colored pen and use 
different colors to write down tasks and 
notes that involve specific projects or 
areas.

Start of Daylight 
Savings Time



April 2026
Monday Tuesday Wednesday Thursday Friday

23 24 25 26 27

30 31 1 2 3

6 7 8 9 10

13 14 15 16 17

20 21 22 23 24

27 28 29 30 1

Saturday Sunday

28 29

4 5

11 12

18 19

25 26

2 3

Earth Day

Good Friday

Tax Day

The Two-Minute Rule: if a task can be 
completed in two minutes or less, do it now. 
If it takes longer than that, write it down and 
do it when it’s convenient.

Easter



May 2026
Monday Tuesday Wednesday Thursday Friday

27 28 29 30 1

4 5 6 7 8

11 12 13 14 15

18 19 20 21 22

25 26 27 28 29

1 2 3 4 5

Saturday Sunday

2 3

9 10

16 17

23 24

30 31

7 8

Memorial Day

Cinco de Mayo

Asian / Pacific-
American Heritage 

Month

Avoid multitasking. Tasks are done more 
efficiently and better when you’re free to 
concentrate on one task alone. Finish it and 
then move on to the next thing.

Mother’s Day



June 2026
Monday Tuesday Wednesday Thursday Friday

25 26 27 28 29

1 2 3 4 5

8 9 10 11 12

15 16 17 18 19

22 23 24 25 26

29 30 1 2 3

Saturday Sunday

30 31

6 7

13 14

20 21

27 28

4 5

Juneteenth

Pride Month

Create a dedicated workspace reserved 
only for when you’re working. Even if it’s 
just a desk, divide work and play areas so 
you know what to do when you’re there.

Father’s Day



July 2026
Monday Tuesday Wednesday Thursday Friday

29 30 1 2 3

6 7 8 9 10

13 14 15 16 17

20 21 22 23 24

27 28 29 30 31

3 4 5 6 7

Saturday Sunday

4 5

11 12

18 19

25 26

1 2

8 9

Independence Day 
(United States)

Break your big goals down into smaller, 
more digestible tasks that seem more 
achievable in the short-term.



August 2026
Monday Tuesday Wednesday Thursday Friday

27 28 29 30 31

3 4 5 6 7

10 11 12 13 14

17 18 19 20 21

24 25 26 27 28

31 1 2 3 4

Saturday Sunday

1 2

8 9

15 16

22 23

29 30

6 7

Set deadlines and do your 
best to meet them.



Sign up for our Newsletter for a 10% Discount at

Merch and Designs from 
the Retro-Future!

www.tinsatellite.com



September 2026
Monday Tuesday Wednesday Thursday Friday

31 1 2 3 4

7 8 9 10 11

14 15 16 17 18

21 22 23 24 25

28 29 30 1 2

5 6 7 8 9

Saturday Sunday

5 6

12 13

19 20

26 27

3 4

10 11

Labor Day

If you can, work near natural light. 
Exposure to real sunlight helps maintain a 
healthy sleep cycle and leaves you more 
rested and alert in the mornings.



October 2026
Monday Tuesday Wednesday Thursday Friday

28 29 30 1 2

5 6 7 8 9

12 13 14 15 16

19 20 21 22 23

26 27 28 29 30

2 3 4 5 6

Saturday Sunday

3 4

10 11

17 18

24 25

31 1

7 8

Columbus Day

Halloween

Splendiferous Day

When you’ve finished work for the day, detach 
yourself from it and enjoy your life. When you return 
to work, re-attach yourself without feeling guilty 
about forgetting it when you left the day before.



November 2026
Monday Tuesday Wednesday Thursday Friday

26 27 28 29 30

2 3 4 5 6

9 10 11 12 13

16 17 18 19 20

23 24 25 26 27

30 1 2 3 4

Saturday Sunday

31 1

7 8

14 15

21 22

28 29

5 6

Thanksgiving

Veteran’s Day

USA Election Day

Write everything down so you don’t have to 
remember it. Put tasks into to-do lists, 
ideas into an idea book, observations to 
remember later, etc.

End of Daylight 
Savings Time



December 2026
Monday Tuesday Wednesday Thursday Friday

30 1 2 3 4

7 8 9 10 11

14 15 16 17 18

21 22 23 24 25

28 29 30 31 1

4 5 6 7 8

Saturday Sunday

5 6

12 13

19 20

26 27

2 3

9 10

Christmas

New Year’s Eve

End of Chanukah

Start of Kwanzaa

Start of Chanukah

If your tasks for the day aren’t time-
specific, complete the hardest task first 
and get it out of the way. You’ll feel better 
about yourself right at the start of the day.



January 2027
Monday Tuesday Wednesday Thursday Friday

28 29 30 31 1

4 5 6 7 8

11 12 13 14 15

18 19 20 21 22

25 26 27 28 29

1 2 3 4 5

Saturday Sunday

2 3

9 10

16 17

23 24

30 31

6 7

New Year’s Day
End of Kwanzaa

Martin Luther King  
Jr. Day

Review what you have to do at the start of 
every day and every week. Review what you 
did at the end of every day and every week.
























