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Mindaet: Today | am...

What can T de tedoy thal will lvouse
Uhe biggeal impacl en my business?

TAKE 10 — ten minutes to focus and plan
O Projects to review or schedule time for
O People to contact

O Areas to clean or tidy up

Prioritize
Do immediately: (quadrant A)

Q
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Schedule (quadrant B)
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Delegate (quadrant C)
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Move to down time schedule or discard
(quadrant D)

What amv T gnatequl forv todauy?

TIME TASK/APPOINTMENT
Necessary Time consuming
tasks tasks
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