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Busyness is not the same as Productivity
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< Planning based on the Tasks

< Prioritization based on the Importance

& Scheduling based on the Resource

¢ Trimming based on the Limitation
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Necessary..

1
Urgent
And
Important

3
Urgent

But Not
Important

Critical

2
Not Urgent
But
Important

Not Urgent
And
Not Important

.. Distractive.. Wasted..
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Manage... Focus... Delegate... Minimize...
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