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On ________________________ I’m going to _________________________________________ 
 
Action Steps: _______________________________________________ In calendar: __________ 
 
__________________________________________________________ In process: ___________ 
 
__________________________________________________________ Completed: ___________ 
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Paper 
 
Finished  
 
 
 
 
 
 
 
 
Office Notebook 
 
 
 
 
File Systems 
 
 
 
 
 
 
Fast  
 
 
 
 
 
For  Others 
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 Future  Short Term 
 
 
 
 
 
 
 
 
 
 
 
 
 
60-Second Prioritization Technique 
 
 
 
 
For This Moment Technique 
 
 
 
 
Future Long Term  
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