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1 

Plan your 
day 

5 

Do a  
quality Job 

4 

Delegate, 
Delegate, 
Delegate 

3 

Say no to 
nonessential 

tasks 

2 

Prioritize 
your tasks 

8 

Limit 
distractions 

7 

The 10 
minute rule 

6 

Divide large 
tasks into 

smaller tasks 


