Effective Time
Management

My 3-5 year vision My top initiatives that
will drive my vision:
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Action plan for the short term

Time frame:

Purpose (why it is important): What success looks like: Measure of success:

Milestone 1 Milestone 2
By date: By date:
Milestone 3 Milestone 4
By date: By date:

il .

Define your SMART
goals each week

My “Stop doing” list:
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Specific. Measurable. Attainable. Realistic. Timely.
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