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HK - > o A

JBOR IR T@ @ RN @ FqEs /e QR SAreited, of @ 971 ||
@ & AR g JAiqy o oq, Of I STaY Swodor {1 STy
AL I BIRA WSS’ |
G132 I TR AR I omA:
Osb 2 HaE § 283 28le LU S5
“NIFRF RA-IAFIIT A QT G5 OIFT NePer 7 8 RAIFex ek
[ SIfFI: SR Y]

R0 TREF It BIZA WIS (@ =T, 9 (Of? GIY IF @ Je01 7, @R
FgEor AR 2foeT ¢ wikEios Re@ 23 M Ma SRe@ e, o1} 77 52
foT FRINITR ITAIR IR AARMR SAT | TIRF ST I A FIA
B Y33 9o I8 93T FAET NGRS, (AP, @, [Resrot, Giftt iR
TIES ToF Of, 93 R 5 TF Al 8 BIOH FIA™R AT s 93 Ji=t
Al (6 O Al YoiP Afer@irs FEMA, G1R Q¥ AR Foms s /T
39004, Ffo-Tofamae 7y Mrod.... 28/ TR FIRIZ goue wilky [Feir
1T FRRA? G132 IJAARF I 910 AT A (Five before Five) OF HAT FR:

Me@\),é#@éu,%ﬁdg‘slia =’é\',)hd.¢3é;u - 2 d#‘& s szl

5. R FURA P! T )
R JTOIT JUIIA PE GHZO! GPIT FIC7
O, RTOIT NI PCFI TG FITIT T
8. 1T JeUIIA IS FOT T Gl
¢. GICAT JeUIFA P JQT W ST

q I IO SR SRR ST 97 WSO AT
G @NTO GGPRY @R (FIRAT) TN T G I F571” [T

3 OIH 1301 AR TS | TN GF GFHET 9F SR s et I3 A=t
93 GREAE A2 1Y F00 ANEA!, Bt 531 I @3 9F6q TFIB AR Bz
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IS foreTd 39T AW {9 Y SRR OFF @ 917 [Ereeest SR

IR, SR R 47 @@M? BfF Torm IEzeTT:

The day we step first on Jannah.

@A ST AT YT A I
3 AR TR, QT GG B g [ AR - ¢
STHY 0% OFFNIT 0, DI 17 G0 af P, COT-% OIS Pl P/

e TR I 9N AT Fhew 9= 1 I, ST 3w fAws e TR0
W (O KO AR 7@ I

©f 92 TR TESED [FOIR FI IR AFEF SAAE APRAATE 93 &7
@ e 5o A, I oF A=[FIE PR 9obt 7% REq, [Aew I
qOT! (CREEIET REF @ Cre-@itreaR ot JigE ITm ciitg e
G IGNE A9 GOIR IARET- 2T FIBIAT vo-d0 IRET TN F1A1R ey
oif¥gico @it It Ricrad 729 T @1 @ 70T br-do IS L FIOIAIT BIt
(SToIG FIC0 I AFTE ¢o-vo IRI HIPH I AN, BIE U GREF dAR W@
&It @It 327 v Ty Aol 928 fF 359 @t 9t I9T T Bfpe? INER
T [t S SiowAt S gees s@ e Seeis @)

GRS e SICETIHATT S| AIFRHE DI WeASeess &y fAsf{e damed a1 s
AT A, RS I @ AR ore-@iteeity o AfRE s
QRFerR «fvar Redr ¢ 7o, IR Tfaa" §RE o 9 &em o)
OO TFAIIT ST &7, IR

Re7io 93 8 I3 93 TR Aofkam, @ 5 1efF g B arR mw @ik,
CIIETIR GPE AL FE ACAHAT PIET IR
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H - R AEB-ITIT G

@ g el @ SiETral IR IERAH | gIes @ e 0 @, aft =i
IR AR TR 2T 00 Wizl 93 8785 B30 wiifes wikmaearsy, R
G GFed Y @AI@T 8 AR TFAEIT 08 o7 @fes Keq,
ATAFIOR RETd b 3991 AR T Q@ d58 TG0 9F6d 1T ey,
IR ST AT FHGREA TANE GFIM 9T 9T IS et 300 00! & AR
YIS ORF, U O QAR SaRT o ARG e afshaen Frecet
o @ IR IPeIo IS TN FIF IR BB FE@T, of /@I 9% TGF
oA, T M- MSrs- 0TS G It AaiF’ anfgsy

9o T I A Foa1 T3 ], @V BRI FRIGHT It i [Fow & i
FO0! AT (TFAT) 8 FOOT IS (eFgsi), oF Bfem dorRs Froei
9= BT Sitst AT 1 AT It IR T + I IS &y | oot
0TG- 58 AIED 73, TR Bt TS S 5@ TTNT T GFF ISR Ty, S
C1Y Oftt @ 97T IS J TS T- IHTHTS 71 FIoaeT AE@FE It
391 -

5. GFH 6 @Fp YT (Urgent & Important) :

93 ©iifbcF JeT T Stress / Fire Fighting Time, FRT U SR FISQET 91 F@F @
T Of ANTE FI@/AIE G (0 FIE, OIR QT ILAFF FI6 0472 IE
@0 W AIFRTT REPAR QoE! J_F A1 SRATFHR, Seid @ ¢t 71
IO P Ao WM F AR, AE I e [RFe 9 ewgsd @oE
@ A A, O @6 @6 ofF I@ I AFE A T AIGE TFA!
&, 95T FH00 @ TAFFI AT 531 9972 901 wwgel| AR oz, oo
GEA FAR 99q R RGA  GFE PG, 9R of eIgyfe G
» 93 SICH FIEEE & FA: “Do it”. IFIZ FE @A

2. OFpY PG &) 77 (Important, not Urgent) :

93 o I T Quality Time, FIHT @ FITUE T=Pe! PIST T AIAGRE 14T
IE, T8 QTR IR TRET 72 5 AiaeEie I8IRo F900 T G|
AIAOGBO QT TR T T TS @ INE AF G B2 ABO J
Q0T 4TI @] SAMTZ- “If you ignore the Urgent, it can kill you today. If you ignore
the Important, it can kill you tomorrow.” (0f Q2 SFCoIF PG (FHA? A PP,
I2@R I AT GG I3 foed X 300 BitRA | O T WA AfSha It &ffs
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NBIR O Og FE (1400 R, A0 IS AR @@ g2 i1 9=t @77

7 N GO Fiza, afsha 9t s afesa fog Bl A, F3ot 91
8] FIAER et o g+t Moo 2@ 9IR1F 4364, SAeid SHiofqiF TR SR 9o
TF APIAICR ™1 3519 $300 519, 8 aft g 41, o o @ Q3
AT TIAT Ty GFIS 57 5T I3 I Q@1 Qo2 FHfAT 5137, R 513F
DTG

> I3 FISGER TG FITR: “Decide when to do”. &M 9=t oS FIIg 9o
e sz 155 Fq, I49 Qo IR FIEA|

o. GF4 [$§ eFpYT 77 (Urgent, not Important) :

Q% ©I*P eIl = Distraction, PHT  PEQE Gl JA A8 T @W‘i}:‘f RER
GOTEID AR FAEH ORI T 2P Do FRO 6| @IF: @I P
@ 39, TR/ T3 AR 90 -3, @I OB U2 JIO© a1 W@ *1@ feers
IR ST, 97T @l IS @B AR A€ 9w & I s AR @ 4:
I BP0 ie, IOt F900 1@ GEd TR0 @A &y A a3 aifew
AP, FI O Rasw ww o @ IRha oo 5@1)
> 93 IS G “Defer it” or “Delegate it”. FIX I FE MAT G0 QoAARLTP
3P ST e S T4 93 PCAT IO GPA FE PR WL ] AT )
e ARy f fm

8. GFHG 73 OFY ‘I‘f\’i 73 (Not Urgent, Not Important) :

93 SR FIWET A Time Wasting, CTST IRAR iy, I AT &7
YA F&- FCE 71F 8 FfHd @9 s MR wears 71, ewgsidfs a1 s
Z34EAS JBI0] I, 93 FIOQEIR AA™F Wdd @fSiEe TG bro-50% AR
(T, T AR TFA 8 @Fgy| FroerE P sig @ d- w951 A
It P3N JIOT 41, IBHBR Q6 17 G561 fofos ¢ato A, TfFeT I
lersions STl Ageat =157 bl

» G2 1T IS FATR: “Delete it” or “Dump it”. 9Fvd I M@ Md1 IFAIE @
qt A T@ NEF QOEID TI7 IR A

TGEF IFA QUER o1, 9 @ #1gd - AT AT w=whifE -y
] Fier g0 o oy, 93°[F 9% TGHT @9 @ @0 AT 9oid [Jas
IR @1 A w2 IR RA, AR FoE FoA AfRST @t w1 e
Q3 fEIPTW AEIE SRS FHIF &) BB I7FIS P OIF ‘Time Management’
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RA AHIE oke ewgs| FwmeEr @ b faed ¢ T Qodk@, a3

LICERERIGRIGIRG GG

>. 48 O AT TAE A6 SIS JAC AW, ZorR FINT [OeSIT, AT
w@iq weid, AR JE A niiy Tonf

. IR e Fio: T GRf 2459, o B 2009, @ficeaE Sgfo/mvot oA
3o7ifm|

. AIEIIET e e T3 G, FIAE T3 @3t {3 IR-TE T3 o7,
Sf3-@IET a7 JI¥ It Zo7if™

8. A Frer: “nheAR” (afb etors PifiEs o T wiilY), dfomiw &fe
TR, TAER TR-2TZCR O IS F 3051

¢. Tiearo o R0 8 FFFa Wy e, RO 77 (v-b- 6T, e [eamy,
7Y, CTF (SIS, el (Greeies o7l

Priority Matrix pdf download link(printable):

https://docs.google.com/viewerng/viewer...

4 - o: Fea-wig efy

GF EITTT 9 O @5 FITT 9T [ O S4@T FIE N
GRET T T & @ @ IREA-

=
o1 GPIL PIGT Gl

2 v-q T I6 IT AT,

ol g TG-A17 9

81 9l

T SR 2@ 6 ARG FFEeE Ma w[b o@ @aEd) 9397 Tams
I Ao HREd, wRfb 9 za [Fah okt Ii-Riss $o7 I3 937 BF
99 @09 @T ®T FEARRET Gt T, @el GfF, IT ARET T i
EARFGENS JWd ICT G| QRS RQGTE PR TAD HIREH 9R 9F3 TOF
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https://docs.google.com/viewerng/viewer…

(AT Q377 FOfR ATEd TGS ] S G MeeTa, ¢rdf ¢oiel 6 8 (@B ARGH
DI DI IRENS JWF IT ORI

Q3T A witers 03 A H1REA-
o 5 @I DI SRl SiR?
Radl ©oF FIC- al, IR JIAR FIAR ©F IR

Q3R [ P18 G138 9F F91 IR M I, FI s QO ©f o7 FIETF | 90T
F91% Qe faw fofF (@it 3% @ wiE @03 G feTd |, 9358 B9 oAt

Q917 e Tt ¢t 3@ QRIS e 0 SHAMASE e 3@ L@ 911
fofd &R SET (®0F @I I G Meedl 9397 (G 8 T ARFRE! I
BB FAE CISEIR PRI @ IARE AT Gt

RIGH! I 7T (A0 AP BT =1 I ¢fet, FIF ottt el fR3-1 QIRITo picd!
3R Freslo oIEs ©b Yoo IF8 IFFET: 92 20! P /I o F o
f1FceT? SR, WIS IR 92 SRDE @[T ©FImE ST 9™ 793 Re1® Fa4t
FAET

> IT ARFYET T OFR S_ET TWEE 97| 7% 8 oy, [, fofq
et Yo @R AR, @ TIIET AR T NG O I, IS 2o!
(OIE HAES dl QeENR ©RE T% A

» (G ~AIE I (O BIPR 8 (Afvid Aqpay SRHTRR 1, AT (OIFIE FAC02
X
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» T ST E Sandy works’ O T @Fgl | FIeT, @t T4 47 7FHIF a1

> I T/ A A 9T 55 e, I @00 REAGAT AGT [Aw |

oft 3 o fofs @relfEe TGS WS eI 93 Fo FewFg| Fw e
©Ai6 $E CPCE, O @Y Fier O O GREd T 79 [pear =i
S T STIEAT TSGR T (1 T AIIR APEAT @IAM ORI AL
R+ Qi 3 wRfbe ot I8 I8 AT @ A @, a9k ewgsf FoewE
I CTE (I, OIRE qASIAy 7] FISF &y [ FZ01 TPl 9 A0 AR 01
SR STPeTo &y IR e ey 11 ¢ 2FIfEHT I Fe w411

HATIRT 0 9IF AR AFCR GRA A@A FE @00 A1f{F1 93 et SiFHo
G AR AR AR, FreR AAeE i oFg 8 A [y Fao
F ¢12 TGET L QIat I T I SARFGE (Rocks) QA G2 FIScedt
@E AR GRET TR O GIfF (@FF- S0 SIS AT 2T, I
WS, FASH & I (@I AW ST Pier I I3 To7ifw) {7 =R
IE, AR TP SFIE I F& 1 S AT (Pebbles) I G F1S
QT AT SfoTMa F002 F (FIAA- AL, BIFE-I6E, hsF-nnst g
AT JG)| AR I (Sand) 8 FF (Coffee) PR IR Friffems o3 @ 8¢
FQOIR IIRENE QRIEN AR, @OER 9Fg @ I (FIF- @PRR,
AR, AR To7f)1 93 o FioeE aR I M @elfes sTameE AR
A f1, O A @ FieE T A P22

1510 QT IR ST NERFE @45, RIS, 361 8 Rt soiced {5
(FICS O @OCTAR I3 Seven Habits of the Highly Effective People’ I | Q3 I3
fofd soitod sivet e a T APRIT ooy @ AEHA FERRA| 93 & O
eI RCR- “First Things First”. SR, TIGE @Fg| e AT FI0 Q|
JISIE AR GTE @A AT G T Q-3 S @ Foiced &Fice
QAR THiRg IR SoiEie 1gow S_oiRdt @A, 3 5i3F AT Pickle-
Jar Theory’ AT ARHOI

o7 Ie0 92 ISR ARt Ryw R Po-eRae wEsdifld @ A,
I PIE RAN gyt @I i P eI A" JATTAT @ Rocks & Jar
a3 59 (o1 8B, Qi o HifF, A Rock =T Sand/Water @ I8 2@ TR
SR FOALIE 794 FE G0 I G I

[T PR FEER 93 93 Ko ©fe e oy 3% -
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TN AL P JIT BEG GIAP- (AT JQI GNP IR YR [P [k
P R

*% - 8: DIy 7191, 51RF 3%

533 7532 AT P0G OIS TOIO IAL.....” [T 7S]

RETE sffere, oEIR Fod8my FoiE i @ IR dfomms 28 & 961, T
38*q I07 [FeIx@ P IR, AN GRFSPR wifdal a oF 3@ ¥ @ IX,
f5g AffTaAlET RN W, AoIo SUar, FRE ITF| ©F TIEF FAIIF
FreIR MR, Of WA (@ AT A 5REF a9 I[io @

Time Log:

RFeI IMAET? T (A OF IE 8 T 0 AR SA+if Pt F@q, of @
ot IO BIG f1gd 9BiR Wl BikE @1 9% Jiw o AR TR
AICAGCACHT AT 1|

Time Log

Actvity

430
500
$3
»Ea_
63
700
73

Record what you do every half hour, for the whole day
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Effective Time Count:

BIZd S0 <@t BikaR 5 onwst oo 9o Fie asfito A $e1 2ok-
AN, IS, e, T, J13Fa, SifSfio/ SfeT IreT-wstt 93Fd A i A
QAQE AR FI02 W, 9@ [TFT FIF TR @3, o TIRMRoS @3
qieE SRRl 3eeige TR @)  ft 47 7wz ReR 40 IR

Effective Time= Total Time - Maintenance Time

QI GITET B3 2% X8 IO, JofPThR @ FIGeE ARG FAC03 J OF
@I ST IR AIAGAF biIkd! @D BI3d T @A 01k IM e @
DI A, 9t Iofee Ok 1@t IM GIoE Bika =7 8 61, @O
DIZS = 58 T, O OfF IP(B© GIRT @, 8- 8= do IDN 93 AWLF3
QAITE T, P2 AT FIe Ao A, G i AT F6 APEH
G itz IR, QGFF IRIFIT FE2 @S [ @ TN

Effective Executive:
QI Y o, 2ofEe DiRAps Adl el i it 5 F@?

Te3fb MEmd TESEs 93 B9 Iaod @oEE 33 W 3wiee 9o
R @4 PITR Figad gIFRIGaR o Iite i FFele zeaF a9 o b
o~

Record actual time use
Identify where your time is spent

Manage time
Identify & remove unproductive or
time-wasting activities

Consolidate time
Set aside uninterrupted blocks of time

within available discretionary time

[ 28k

51 Record time: ¥FOI AT (¥ IGIZ BIZH o Froi@ IO W AR B
R e oA, 937 400 (T 94, @FIF @A I AR THRSENE 78 FAR

(Time waster)|
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31 Manage Time: I3 SGPUIF Fec I @ Ma1 deet G2 Fioe@F sfict &1

(X) o= 714

Ol Consolidate Time: AN 4 §IIF 8 SAET SIAT T 8 ST AT &
I IS A 7P, T WA FIEA (SRS IF FA0 ARA ql, CIRENE 9Pp
L IR BIZT AR PP F0SEI0 IBR 7T FE 4

Time Blocking:

TAET © AR ARFCE AFF @ TIZF FONCGI0 I O TARLENE W IS
AR FI IEIE, 9F 1 AR 2T Biz 3w o offfvm Tpie w3t wieE
O *FT WEAT 28 IOR F4q Siifd I F90 5iF, Of F77 AFART fefcd 9 To-
do List’ (ofs T34 W63 2oz TizH IR, s 2fofe sy meeify @it siew 36

IE O M oF I, 900 IE ACH FIFHC QI IIG 391 IR, 97 988 7

391 513 3R 93 2T BiF Mg, w™ie *fi®a IR -

Time

Maon

Tue

Wed

Thur

Fri

Sat

Sun

8:00

5:00

10:00

11:00

12:00

01:00

02:00

03:00

0400

05:00

S
R
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TIME ACTIVITY

8:00 AM

8:10 AM 1%"‘"""5

8:20 AM | COFFEE BREAK

8:30 AM

8:40 AM SPR&P&R@D WFTWARE BUDLET
8:50 AM

9.00 AM | CALL FROM SARA =V DISCUSED BUDGET
9:10 AM | Discussed Resume w/ng

9:20 AM | DROVE T0 BULDING 'D*

230 AM
Q40 AM
@:50 AM

1WE$KL‘I' ITAFF MEETNG

OIF A WIF (AT (A @, TR WO ST 9 353, 58 izt of w51
4I5 FRMR 13 S T 475 F900 AR AN 9FF REW F@ 5@ GIRA , T
G} GG IE AT FRFOG AP0 9F PR (IAAR))|

e IO P! FARPGHIF fH3 - TR @1, 5139 395, §- § o0 Qo 5 93%
ferfeeTe

- (4o @ORT ISR ETS I AFT Sl TR #1910 - AT oy
31 @A OfF REW, 92 70! AT F OIS 7 fTPos o AE| §-g o6
- AR FT P I 7F7F, OF o651 97 BT IR 20=- SIRMET 2Aoro!
TR RO @ ATF wFIIE IoeE M I 391, @F Ao 797 I a
AN G M §- foicba3 5139-s3ike oHfq <% Bikd 3

(o1, TS WA &9, 35 (o7 IS @@ AGA....
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%% - ¢: “Chunking”

AP AN AT TO TIPS (1@ &, IR FART GFAR @EFYT 47
FHACO A qf, OftE &1 9% CINEd JgEs 96 < @i 9 +d oraat 23
G [ AEBAr FIET, IAH oai=|

S| CEISIE G a<:

qE 4, @ AT A, G0 R PR #ite ¥ F300 @1 9o @R
AT T A @ OF I AF fF @A 93 8@ 9ifa 93 FF0 “[czd qil
P31 I GFOT IAP™ WA fored ¥ 300 @, F38 9o I8 &9 [Foid o7
PIRA, 93 ©F (O ICNRI 92 TR ACGRET PIETIE! PIFHET At 9Fed
fro s fofd F1 FRETA? TAIF PR 76 G- NFiod 513 e, Sfd $6f
IV IR WF 90! a0 @F FERREA | T DI NG @LETT , @ TAPE
it @31 4R @ BT 9= s=foivg A M MeeTd Baet GFias) /t &, S Jfeifer

q4q, ©fq 2oiferia feerd o1 a9 MaifeErd 2oifer ©Rio2- Pomodoro Technique |
(ATt i oAt |

©f U3 G eI QAR FI@N @R 7 41, 90 %1 F1e [@ Bt F30 I3,
g ¢ /AT Foat IS 9@ I Fa437 FFq1 TG IO o2 9t 3@

PO ATIEA3

>. IC GFT0 FIET (0T 1T 31, R 1, cefiess ¥ 3t Io7i™) 2o 4|
2. AIRIZE $9 9=t 9o 2¢ /AT *19 9o =76 a1

0. RWoF FET 9FAENT ¢ AT 97 @19 O ot

8. ¢ A0 &= fAal

¢. ¢ AT 3w + ¢ {FfA% @ = vo [ATG W3 ciieat JRETa/oME 93
@ AR 8 IF [T T

v, SR IR TREA I d¢-vo FfAGI & [Fa1
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The Pomodoro Technique

O JOLOLO0LO

Choose Sat your tims Work ¢
) task 1o 25 minutes 1ask 1 S minute 15 or 30

; minutm
| Repeat 4 times —-‘

‘CITIEIR @ 9 1 FIRA, @I / I00ORY 7, F&RIN 9ol 3@ @
G fafeat Abeaifee ﬁ‘@"wbﬂﬂfﬁ/\ Q I AFTE F3d @ ARl IR
&34 @ @S Q@ IR 012 92 AJA 9§q g F1 SHR I WP [ 9
F9F R 3@, @F4- {59, T s, P QF SO 7w o/ %
OTS T4, G el PSIR Y@ BT, (AG WA, B/ PP/ A A1eF, el 31,
GRIR 337 {531 FIG A o1 918 20 AE

g T, ‘¢ /G F@e 97 Ay I

FRIFI I, ROWF @39 @1F IS 9o 0 @ ¢ {AG Jqa@st €@
IO @ T RETRR @TRT 2 Rl 7o 33t =am)

QIR Sifas g (of, FIF @1 Fics S 92 GBI FiceT Ao AEFq!

I B-FAfAT # (2- Minute Rule):

RE 92 F0 S@EY FE@A @HCTEIR I3 “Getting Things Done” 93 4T (GfoG
T 3 FARET e =1 Ao 41eT @ I I AR TOLF FIGI FIO
R A g 2 B oo

>, @ FEb F90 X G 5 7937 «et, G6 @ a1 @8 9§ @ @A
@A IR 9t fOq ORI 9mi, e Soo IR I/ATR I, IS 77 IFEAD0
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Y@ Pel, QF (°13 I3 21, JIeT FIATRE @A CTAIEA Al (e SR IHE

SO FE I 051 93 FIELE AR AL FEF AE $88 I F, TAPTS CGI8
I, (T IAE 8 3 CH ZGIR ITHE|

2. @ I F300 2 [T @R 793 areet, i Jig : /A0 $E3 o $941 @@ -
oy @36 I3 1400 pitd, X BAG 9 o139 s forgq; w+ifq goq Jroio
BitzA, ) AT @36 qield (@ oy FFa; alfd 96 I3 NS ¥ FI© o1,
ot X R0 9F I3 e q; dfoma Skt I8 GleiEmE Srer™ FA0o BItkT,
% q1, ©9y (TeIAR ot G @ G303 IRA @F I IYA; TP A0
O FHCO B, TG R PO o A8 Agd| g 23 [A6 M@ @ It 9P
IR, G162 IR T3 G978 T AT 3@, ITER

e ——

ST )
. 2Minute Rule |
If you can do it in less than ll
two min - do it now!

OIRE T @GN @2  [ATT 961 5 @R Sl I Tory 97 3@ M9 qt
RRIBEIEEIGE

o1 - v: e

Q A A AEST HAH 5T @ WAt $3wo 3z, of =@ b «@ff
fF? ST2w AR I, GF FIOHHFT TET IS ok 9F TI@ 7401

@ 23ei® it 3 IR -
>1 (e3fer Jrifbe:

AR AE AT @ AT 28 IR 53T 945 W07 s@fked, ¢t TR
G JF1 9L T @ & & @7 FF4, @l @ I 9F FoHRE)
Q33 FIOHIRT IR 9F2 I8 T UIAIRD FF4, IR AGFI0 I @
CTAIEA o FCER SRS ASE @Al
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"’J‘:-\ ﬁﬁ L /»X

a % S IAsK BATGHING ¢
=S
é‘.‘l
=2
=
8-
£
=
|
%

YR Q3 FIOMRT TIHVE IS TI@ 7 FEF 9N IE FR T3 TR
QeI AfSTA I I Fie JASt Jif5L F@ Tyt Fco e

S (FIF F: AT I AEISE T I AN IR @RI I [{PTS T AN,
O CIOER & 9 T3 R 9, THCRES @12 TR, F o Iqd|

J 3-T9349, SAGH 9%, ©ikIF, AOIER: Q4T Im Ao SaE e
@eTEE [Fi3 o =7, ol GEF TR GEeEs [FHiR 9 e gt e s
0T SR @ [{eiR 9FIE M @ed 1 wiEds 793 IBAE|

ol e RAfbar @beaif: @FF, F30F 997 IJIIF FIE 9AES ©F4,
ST PR APEET GIFP AT AT J {F IOl SN @l Q0! IR GFAR
IR @A

81 3o A oot foiedq, O G577 I IO B SIea@e 311, SEF0 @4
QTN fered peteo AGEA|

¢ QR IFEE Y& 9T G I A [ GFAE FEPIE! 7 e 7
@ @[, IAFNE g @ T @i, @R, w9 @lF FeF0T IS A @
TARR O (A

Y| AT Ao TEF T IR IR T fiw [y Wit wEims st
(Tt T, RSt Ot @61 RA@ S i Wit 4o A3, Gt 543
qq] PISF I 0 OF 77 FE @RI @F J8GFF ‘Add to Homescreen” M@
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https://journeyforlight.wordpress.com/?attachment_id=1142#main
https://journeyforlight.wordpress.com/?attachment_id=1150#main

G138 IR IO *IET (93 oot afF @7 IF), @ Gt TEs A, 9O &9
T STo@ 9Fals @Rie IsT- I A AfSo I I IS NG (T
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Effort-Impact Matrix:
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& (YA, @ IS FIHO AT I 8 JF JFIGR I AR & PeArpe]
TRER @M, (12 O A1 ‘Leverage’| @dA: A0, b #0000 TREQ F9 T
aret, e @tz  gwq Ffoes o8 e sTraot [T @1 o [REpar  ft
AR T AT, 93 FoeE? @ G2 0%, A AT bro% AT I@
RG]

» Hard Work:

QIR & G4, @I FITET FIC0 AT TI7 8 JF QP A, WREF Tefrpeas
R QA 92 4FR IS ET Hard Work’ | @J4: 19356 411 @it Resam
3 SFA foH, OR el o (@ 9D FHAIE F03 X!
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THE SWISS CHEESE APPROACH

Whenever you find yourself
with some free time, do a small
part of a larger task.
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