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This e-book offers general productivity tips. If you feel constantly exhausted or overwhelmed, talk to your doctor or another qualified
professional.

Digital Store XXL - for personal use - not for resale 2



DIGITAL STORE XXL Time Management for Busy People

Contents

Beforeyoustart . . . . . . . . . e e 4
1. Where does yourtime go? . . . . . . . . . e e e e e e 5
2. Choose your priorities . . . . . . . . e e e e e e e e e 6
3. Theweeklyplan . . . . . . . . . 7
4. Thedailyplan . . . . . . . . . 8
5. Focus and distractions . . . . . . . ... L e e e 10
6.SayiNg N0 . . . . . . e e e e s 12
7. Routines that save time . . . . . . . . . . . L 13
8. Time athome and withfamily . . . . . . . . . . . . . . ... ... ... ... ..... 14
9. Beat procrastination . . . . . . . . . L e e 15
10. Energy and rest . . . . . . . L L e 17
Worksheets . . . . . . 18
Afinalword . . . . L 23

Digital Store XXL - for personal use - not for resale 3



