
Divide your activities into the following categories:
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C O N Q U E R  Y O U R  C A L E N D A R

STEP 1:  Triage your activities

Things only I can do: Things I should delete:Things someone else can do:



Go through the list, plot each item into your calendar, and create an 
automated repeating appointment so it shows up in your calendar on a 
weekly basis.
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Y O U R  I D E A L  L I F E

STEP 2:  Plot your "only I can do" activities in a calendar
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C O N Q U E R  Y O U R  C A L E N D A R

For more on time management and ideal week planning, check out my 
signature program Conquer Your Calendar!


