INCREASING PERSONAL PRODUCTIVITY
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Getting more out of your time without spending more of it

E3PROFESSIONALTRAINERS.COM

The distance between not doing
and doing Is greater than
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Ken Blanchard

the distance between
not knowing and knowing.
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What comes to your mind when we
talk about workplace efficiency?
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TIME IS USUALLY /
WASTEDIN-==
THESAMEWAY . -}
EVERY DAY. (3

PAUL MEYER

7 Time is the
. currency of

What are some of t
make increasing




ELIMINATE
TIME
BANDITS

Focus first on doing
the rig’r ’rhing,

then focus on doing
that thing right.
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Create a logical
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sequence and |

succession of tasks
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PROACTIVE
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What has to be done now?
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Most pressing doesn't always

most important.




Have ONE place
for Olr‘mfo




INTERRUPTIONS VS.
UNEXPECTED OPPORTUNITIES

| Opportunity |
NEXT EXIT ‘

Systemize RecurrlngTasks
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Invest time now that will save time later.

Male systems scaleable.
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to clarify what is not clear




Listen for the intent/meaning rather
than just hearing what is spoken.
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KEEP
CALM

AND

JUST SAY
NO

KEEP
CALM

AND

JUST SAY
NO

Don’t allow
perfectionism
to become
procrastination.

You may have
to choose what

WON’T

get done!
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KEEP
CALM

AND

JUST SAY
NO

Make it 2 Mindset!

Don’t over-fill
the funnel.




(806) 87-3474

randy@e3professionaltrainers.com

the way I use my time.

Getting more out of your time without spending more of it
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