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15 Minutes From Overwhelmed
To Organized

WHAT’S REALLY TAKING UP YOUR TIME?

Think about the tasks you handle throughout a typical week.
Not just the big projects, but the recurring, day-to-day work
that fills your calendar and your headspace.

Use the space below to sort
those tasks into two categories:

Tasks you enjoy,
are good at, or
genuinely want to
keep doing.

Tasks you avoid,
procrastinate on,

don’t enjoy, or
wish someone else
could take off your

plate.
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