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1.  Have a Goal1.  Have a Goal1.  Have a Goal1.  Have a Goal1.  Have a Goal1.  Have a Goal1.  Have a Goal1.  Have a Goal

© Robert Dale 2008 2



2. Know Where Your Time Goes2. Know Where Your Time Goes2. Know Where Your Time Goes2. Know Where Your Time Goes2. Know Where Your Time Goes2. Know Where Your Time Goes2. Know Where Your Time Goes2. Know Where Your Time Goes
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3. Get Organised3. Get Organised3. Get Organised3. Get Organised3. Get Organised3. Get Organised3. Get Organised3. Get Organised
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4. Externalise Everything in a Trusted System4. Externalise Everything in a Trusted System4. Externalise Everything in a Trusted System4. Externalise Everything in a Trusted System4. Externalise Everything in a Trusted System4. Externalise Everything in a Trusted System4. Externalise Everything in a Trusted System4. Externalise Everything in a Trusted System
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5. Always Think Next Action5. Always Think Next Action5. Always Think Next Action5. Always Think Next Action5. Always Think Next Action5. Always Think Next Action5. Always Think Next Action5. Always Think Next Action
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6. Schedule Meetings with Yourself6. Schedule Meetings with Yourself6. Schedule Meetings with Yourself6. Schedule Meetings with Yourself6. Schedule Meetings with Yourself6. Schedule Meetings with Yourself6. Schedule Meetings with Yourself6. Schedule Meetings with Yourself
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7. Build Context7. Build Context7. Build Context7. Build Context----Dependent To Do ListsDependent To Do ListsDependent To Do ListsDependent To Do Lists7. Build Context7. Build Context7. Build Context7. Build Context----Dependent To Do ListsDependent To Do ListsDependent To Do ListsDependent To Do Lists
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8. Know How Long Things Take 8. Know How Long Things Take 8. Know How Long Things Take 8. Know How Long Things Take 8. Know How Long Things Take 8. Know How Long Things Take 8. Know How Long Things Take 8. Know How Long Things Take 
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9. Inflate the Future, Don’t Discount It 9. Inflate the Future, Don’t Discount It 9. Inflate the Future, Don’t Discount It 9. Inflate the Future, Don’t Discount It 9. Inflate the Future, Don’t Discount It 9. Inflate the Future, Don’t Discount It 9. Inflate the Future, Don’t Discount It 9. Inflate the Future, Don’t Discount It 
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10. Take Time Off10. Take Time Off10. Take Time Off10. Take Time Off10. Take Time Off10. Take Time Off10. Take Time Off10. Take Time Off
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