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10 strategies for better Time Management

- Know How You Spend your Time - < sl (3l 488 e (o il -]
-Set Priorities- <lsl Y1 cpad -2

-Use Planning Tools- sl &l sl aladinl -3

-Get Organized - ~billl Je Jgpasll 4

-Schedule - <8l a5

-Delegate- « il -6

-Stop Procrastinating- laledl) csd 5 -7

-Manage External Time Wasters->_ &l < gl 5 la) -8
-Avoid Multi tasking - pleall 2223 ain3 -9

-Stay Healthy- 3xa dauay &) 10
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! Sue W. Chapman , Michael Rupured , Time Management - 10 strategies for better Time
Management , the the university of georgia cooperative extension college agriculture and
environmental science and family and consumé sciences , your local county extension
office at 1-800-ASKUGA1.2008 . p 2.
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