Maximizing
your time

List the task you need to complete
Include deadlines ﬂ
|[dentify the most urgent tasks

Organize by importance

Place tasks in correct quadrant

Assess your productivity /’



https://www.youtube.com/watch?v=Z459cW8C3i0
https://www.youtube.com/watch?v=WFc08j9eorQ
https://www.teamtn.gov/dcs/divisions/training.html

