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Time Management
Part 1: The Matrix



Time Management Matrix



Time Management Matrix



http://www.youtube.com/watch?v=Lpau5YXk46Y


Time Management
Part 2: Weekly Planning



Weekly Planning
Review Previous Week

Plan Coming Week



Weekly Compass



Weekly Compass



Roles and Goals

Role: Friend 
Goal: Send a note

Role: Employee
Goal: Finish sales training

Role: Child
Goal: Call Mom



Sharpen the Axe/Saw

http://www.youtube.com/watch?v=7kMfCy-02Ig


● Physical
● Social/Emotional
● Mental
● Spiritual



Add Your Big Rocks
Scheduled = Calendar

Unscheduled = Tasks



Weekly Planning Connects Mission to Daily Activity

Mission Daily 
Activity



Weekly Planning Connects Mission to Daily Action

Mission Daily 
Activity

Weekly Planning



What Quadrant Do Your Big Rocks Fall Into?



What Quadrant Do Your Big Rocks Fall Into?



Time Management
Part 3: Daily Planning



Review Your Day
Calendar/Appointments

Task List











Follow the Principles for Your System



Four Pillars of Time Management





The Planner Works for You



Time Management
Bonus Tips



FAD



Proximity Rule
Organize the items in 
your workspace by how 
often you use them



Custom Websites and Email Campaigns
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