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I. Seclect an environment free from distractions

2. Review priorities and goals (“my highest priorities™)

3. Review prior days prioritized task list

4. Review previous days notes page

5. Look over today’s pre-scheduled events and appointments

6. Go over the master monthly list for specific activities to bring
forward

7. Create today’s daily task list

8. Bring the details from the month at a glance to daily appointment
schedules

9. Look over next few days schedule to see what needs to be
prepared

10. Prioritized the daily task list using the A B C method
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The tyranny of the urgent:

Urgency engulls the filme] manager; vet the most wrgent lask s not alwaps the most important. The tyranny of the
wreend {les in its distordon of priovities...Cne of the measures of @ manager ix [the) ahiline ro distinguish the
impartant from the wrgent, to refuse fo be Hrannized by the wrgent, to refise fo be manoged by orisis.

R. Alec Mackenzie
The Time Trap
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