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Scratch off
to-do list

Time is money and money makes the world go ‘round… right? 
But when there’s work, grocery shopping, hitting the gym and family 

involved, managing your time can feel like 
a daunting task.

Check out the list below for some time management tips.

your

Make a schedule and to–do list to stay organized.

Prioritize your to-do list for better efficiency. Pick 3-5 
priorities you can give your full focus to each day.

Set a time limit for each task to avoid holding up your list by spending 
too much time on one thing.

set goals that are S.m.A.R.T.: Specific, Measurable, Attainable, Relevant 
and Timely.

Don’t procrastinate and try to avoid distractions.


