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management ? Where does the time go? ? How effectively do you use your time now? ? Summary ? Getting Your Priorities Right: How do you spend
time? ? Life planning ? Turning tasks into goals ? Giving yourself a break ? Conquering the tyranny of the urgent ? Summary ? Planning How to Use
Your Time: Planning tools and techniques ? Diaries and planners ? The list system ? Making and using a schedule ? Monitoring the plan ? Summary ?
Dealing with Overload: Have you really got too much work? ? What to do about the overload ? Negotiating your workload ? Saying ?no? to more
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