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Resources

Web Sites & Links
. for a Time Management Checklist.
* Tips on how to get the most out of your time are offered at:

Books

* MacKenzie, Alec, The Time Trap: The Classic Book on Time Management.
AMACOM Books, 1997.

* Moskowitz, Robert, How to Organize Your Work and Your Life — Proven Techniques
for Business, Professional, and Other Busy People. Doubleday, 1993.

 Allen, David, Getting Things Done: The Art of Stress-Free Productivity. Viking
Press, 2001.

* Covey, Stephen R., The Seven Habits of Highly Effective People. Simon & Schuster,
1990.

* Lakein, D., How to Get Control of Your Time and Your Life. New American Library,
1996.
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http://teamshare2010/sites/LifeBeats Best Practices/LifeBeats Links and Apps/Time Management Checklist.docx
http://www.mindtools.com/page5.html

Good Day!

Now that you've learned time management, enjoy your day!

Check Signals

pre-task analysis

WHAT PRECAUTIONS SHOULD I TAKE?
CAN |1 DO THE JOB SAFELY?

Focus - Start to Finish

Visit LifeBeats on Elements at www:\\lifebeats for more
Information on time management.
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