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lce Breaker

If you had an extra 30 minutes each day,
What would you do?

QuickTime™ and a
TIFF (Uncompressed) decompressor
are needed to see this picture.




Time Management Matrix

High

Important

Low

High

Urgent

Low

HIGH Important &
HIGH Urgent

Crises
Deadlines
Anxious calls

HIGH Important &
LOW Urgent

Preparation
Prevention
Planning

03

LOW Important &
HIGH Urgent

Interruptions
Some meetings
Some reports

Q4

LOW Important &
LOW Urgent

Time wasters?

Grow Box 11
to Increase
effectiveness

The more time
spent in QII,
the smaller QI
becomes.




Move Tasks into Q2

* Troubleshooting
* Scheduling

* Communication
® Preparation

* Goal setting

e Strategic planning




Dynamics of
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Energy Boosts

® Endorphin releasing foods
® \Water, water, water

® Power Nap/Sleep

QuickTime™ and a
TIFF (Uncompressed) decompressor
are needed to see this picture.

® Brain Breaks

® Physical Activity



Re-fresh Activity

Do you have time to Energize?

are nee to see this picture.




Time Management Rules

1 Touch! and 4-D Approach

= Dump it!

m Delegate It!
m Defer & Date it!
mDoit... IMA!



3 Desktop Boxes

= In Box
=  Pending Box
= Out Box

™ A case study

QuickTime and a
TIFF (U ompre d)d mp
needed to see this pictur




Email Management
EA=ILDIR—I AR

® Match physical files
EEIF7AILEDTYTF

@ Email etiquette
EA—IIFTy bk

L ABC or 123 QuickTime™ and a
ABCZF/IX123 T e o bressor
@ Electronic calendar
EFHALIUA—

@ Inbox scheduler
ZIERYIRARRY 21— BF



Thank youl!
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