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NOT  
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• CRISIS SITUATIONS
• PRESSING PROBLEMS
• DEADLINES
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• PREVENTION
• RELATIONSHIP  
	 BUILDING
• NEW OPPORTUNITIES
• STRATEGIC pLANNING
• RECREATION

• INTERRUPTIONS
• SOME CALLS/EMAILS
•	EASY BUT TIME-
	 CONSUMING TASKS
• FIXING OTHER’S 		
	 POOR PLANNING

• TRIVIA
• GOSSIP
• TIME-WASTING 
	 ACTIVITIES

DEAL  
WITH THESE ASAP

PLAN  
FOR THESE

DELEGATE
OR ELIMINATE THESE

ELIMINATE
THESE DISTRACTIONS


