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	Introduction


	Nothing is more satisfying than having a balanced and quality time with your family, friends, work, and other activities. Considering that every individual is bound to do different tasks every day, it is always important to have knowledge on proper time management. This enables a person to perform and accomplish important tasks without compromising the quality. 


	If you have been struggling when it comes to managing your own time, worry no more because this eBook would serve as your guide and steppingstone in achieving what your main goal is. This is packed with 20 time management tips that would definitely help you become the best person in your own ways. In addition to that, following the tips written in this eBook would ensure you that you would become productive in your work, which in turn would give you satisfaction that would exceed your highest expectation. 


	It is not that easy to deal with every day challenges of life most especially if you do not know how to balance your time. This eBook is created to help you manage your time without having too much difficulty. This eBook is your partner in turning your ultimate vision into reality making you feel as if you have all the time in the world to do the things that need to be done in a time frame. 


	This eBook gives you a kind of life that is worth living and most of all would let you experience what the real essence of life is when you have a proper time management. 
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	Tip 1: Make your own Time Diary


	Time management is never an easy task. If you want to manage your time effectively, then making your own time diary would be a great help. You can take a certain week and then plot what you do each day. It is very important to be honest and if you watch 25 hours of watching TV each week, there is a need to write it down. 


	This is among the most painful awakening ways for some people because you should include everything. This would be very upsetting to see the ways on how unstructured time people let themselves. On the other hand, it is very much hard to make wise decisions when it comes to using time wisely most especially if you do not know what you are doing with your own time right now. 


	Time diary is one of the most effective ways in order to monitor all the things that you have done. This plays a major role in time management knowing that you would become even more aware when it comes to the things that you need to prioritize. This is very much helpful in having a balanced time with your work as well as with your family and friends. 


	Expect that time diary would allow you to use your time wisely, which in turn would make your life worth living in. This would let you become even more productive and at the same time have a time to go along with your family and friends. You would definitely experience a new kind of life that would always bring the kind of satisfaction that you are aiming for. 
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	Tip 2: Say “No” to Distractions in Any Ways You Can


	We cannot deny the fact that distractions are everywhere. These major factors greatly affect time management. Different people probably share the same problems when it comes to finding the most effective ways to manage their own time. 

OEBPS/Images/cover.jpeg
=%

for TIME MANAGEMENT

@
" AL )
s

8






OEBPS/Images/image-1.jpeg





OEBPS/Images/image.jpeg





