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There are six simple and effective ways to use your time efficiently, which will make it
possible to extract the maximum benefit from the hours we live and significantly speed
up your efficiency.

1. Highlight the most important. Often we try to avoid difficult or unpleasant tasks.
These are the things you should do first. For incentive, you can reward yourself for
such an approach.

Do not spend time on minor things and things that you think are not important.
Persistently and aggressively go to the goal. This is the most effective way to use time.

1. Set deadlines for yourself to use time efficiently.

The closer you finish your work, the faster you will achieve your goal.

1. Fully concentrate on what you are doing now.

Doing one thing, often let thoughts move slowly towards other tasks, that must be
performed at another time. Cultivate discipline, you do not need a lot of willpower.

1. Be sure to capture the thoughts that come to your head.

Even at night, have the opportunity to record thoughts and ideas. If valuable
consideration comes to you in the process of work, transfer it immediately to paper and
do not lose.

1. Train yourself to participate only in business with maximum profit.

Spend a few minutes to honestly analyze what you spend time on. The most productive
watches should benefit you and not someone else.

1. Use travel time and expectations.

At the airport, at the reception, in a traffic jam, do a good job. This will save you from
nervous anticipation and remind you of current affairs. Read important materials, listen to
useful audio recordings, make calls to the right people.

People who achieve the greatest success do not lose a moment of their time. Become a
man for whom time is the most valuable resource. Learn to manage your own and other
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people's time, because it is beneficial for you and for your business.


