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Until we can manage time, we 
can manage nothing else.”

                    -  Peter F. Drucker
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time management
noun

1. Time management is defined as effectively using the minutes, hours and 

days available to you in order to best accomplish your goals in the most 

effective way.
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task management
noun

1. Task management is the process of managing a task 

through its life cycle. It involves planning, testing, 

tracking, and reporting.
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procrastination
noun

1. Procrastination is the process of putting off doing 

something until the last minute.

An example of procrastination is not working on a project at all 
until the day before it is due.
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goal
noun

1. The definition of a goal is something you aspire to do or 

wish to do or a goal can refer to scoring a point in certain 

sporting events.

Your Dictionary



•
•
•
•









over scheduling
noun

1. The definition of over scheduling is adding too much to 

your calendar.  More than you can or wish to do.  Over 

scheduling can refer to having no free time.
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under scheduling
noun

1. The definition of under scheduling is having nothing 

added to your calendar.  All of your plans are held in your 

head and it looks like all you have is free time.
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reward
noun

1. The definition of a reward is something given to a person 

for the accomplishment of something

Cris’ Definition





•
•
•
•







overwhelm
verb (used with object)

1. to overcome completely in mind or feeling
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to-do list
action

1. A compiled list of all the items normally living in 

our heads of things that need to get accomplished

Cris’ Definition







•
•
•
•
•



•
•



•





1.
2.
3.
4.
5.
6.
7.
8.





…

-



mailto:Info@OrganizingManiacs.com
http://www.organizingmaniacs.com

