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Time Quadrant
Decide Task by Task which CATEGORY your Task goes in

! Planned Work Periods
! SPLIT large projects into small CHUNKS
! Do COMPLEX tasks FIRST 
             or work during your PEAK performance hours
! PRIORITISE 1 – 2 – 3
!      FINISH ONE project BEFORE starting the next
!      Keep a NOTEPAD of IDEAS – on paper or computer
! Be Project-Specific BEFORE sitting down at the computer
! FILTER your Email – just deal with the important stuff 
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