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Time Traps & Wasters
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Ronni Eisenberg and Kate Kelly identified many time traps as following:

- Interruptions.

The Two P's: Procrastination and Perfectionism.
The Two T's : Telephone and Television.

Losing Things.

Neatness Counts at Home.

Neatness Counts at the Office.

Procrastination is the thief of time.

Telephone Callas.

T.V.

50

13
14
15
16
7
18
19
20
21
22



10-
11-

13-

lebe el Codlulg gl cilauas

Unorganized meetings.

Unorganized committees (to kill time, a committee meetings is the perfect
weapon).

Unexpected visits.

Inability to say No.

You can't say (yes) to everything without getting over your head. Decide what

you must do-and want to do-and say no to all other requests. Perhaps because of
the value we place on relationships, many of us assume that our only options are
(yes) or (maybe) . Learn to protect your time. (No» is a complete sentence-no
explanations required! If someone else can handle the request as well or better than
you, delegate.
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