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Tips

Assign all your must-dos with an A, should-dos with a B,
could-dos with a C, then ditch or delegate your Ds.

Number your As in order of priority, then start at Al

Never do a B item while there is still an A to do.
[Good tuck! If you can stick to this, we'll buy you a drink]

Group your similar tasks, such as phone calls.
Aim for no more than six tasks per day.

Ran out of pad?
No sweat, just call or email
and we'll send another one.
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