


Effective Time Management
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Procrastination

lgnoring the task, hoping it will go away

Underestimating how long it will take

Overestimating your abilities and resources
Telling yourself that poor performance is okay
Doing something else that isn’t very important
Believing that repeated minor delays won’t hurt you
Talking about a hard job rather than doing it

Putting all your work on only one part of the task




Perfectionist — Focused on excellence at the expense
]cc)ftgett)mg tasks completed on time. (Focused on the
uture

Postponer — Focused on having fun and avoiding
difficult tasks. (Focused on the immediate present)

Politician — Focused on social commitments and
others needs — can’t say no. (Focused on externals)

Punisher — Focused on own perceived shortcomings
and failures. (Focused on the past)



Overcome those obstacles!

Set goals
Specific
Measurable
Achievable
Realistic

Time-based
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Overcome those obstacles!

Prioritize
Do
Delegate
Delay

Delete
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Overcome those obstacles!
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Continued QuickBooks tips

Track your deductible expenses

Create an Excel spreadsheet or use an accounting software to keep track of
your expenses throughout the year

Don’t mix business and pleasure

Keep separate bank accounts for personal and business so there’s no
confusion come tax time and/or if you are audited

Get professional help

Take the burden off of your shoulders when it comes to taxes and other
important financial matters






Can you really control your inbox ?




Scottrade

Shop NBC

Sirius

Skype

Snapfish

Sound Professionals
Spark People
Sports Tickets
Staples
Stenograph

Swin

Synced Messages
Taxes

Taylor medical
TAYLOR SCHOOL

] Corleone's Ristor:

Last week

L] Sarah_Nageotte@

L] Chase
J e-statements@m.

L] Chase

August

[ Residence Inn By
May

] MetLife Dental Cl

Your Reservation Confirmation for Corleone'’s Ristorante

Taylor Insurance Info
Your Auto Loan Statement is available online
M&T BANK: ACCOUNT STATEMENT AVAILABLE

Your credit card statement is available online

Reservation Confirmation #95883963 for Residence Inn

Your recent Dental Claim is ready for review




Can you name the app?




Trello (i0S/Android)

ake notes, organize
professional projects



zation

INTUIT

i

Android) Tax Bot (i0S/Android) Mint (iOS/.
Expense Repc anagement
Scan, track, organize ay bills, check credit




JotNot (i0S/Android)
Secure Password Manag
Store passwords, receip

ge Translation



Apps for your on-the-go organization

2 O B

Traffic/Navigation Online Transportation Gas Prices
Realtime traffic reports, navigation  Oftentimes cheaper alternative Search and compare gas prices
based on traffic/best route to taxis or shared bussing




What time management tips
dolyoulhave?

Proghramszs Apps?

Suggestions®  Questions?






