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How	  to	  Get	  More	  Done	  in	  Less	  Time	  	  



F T I	  

	  
(Failure	  To	  Implement)	  	  



The	  4	  Keys	  to	  Overcome	  F.T.I.	  	  

1.  Inspira;on	  	  
2.  Organiza;on	  
3.  Training	  	  
4.  Support	  	  
	  



“Desire	  is	  the	  #1	  ingredient	  for	  success”	  	  
-‐	  Zig	  Ziglar	  	  
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Would	  You	  Like…	  	  

•  To	  have	  a	  clean	  desk	  every	  day?	  	  
•  To	  get	  MORE	  done	  every	  day?	  	  
•  To	  reach	  more	  of	  your	  goals	  faster?	  	  
•  To	  have	  everything	  you	  need	  in	  one	  place?	  	  
•  To	  be	  the	  most	  organized	  person	  you	  know?	  
•  Be	  able	  to	  operate	  from	  ANYWHERE?	  	  	  
	  	  
	  
	  



The	  Daily	  Time	  Capsule	  	  
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Project	  File	  Examples	  	  

New Admin 
Assistant  
Position 

Trade Show 
  

Mailing Program  New Website  



Systems	  Files	  	  

        GPS  
Goals  
Business Plan  
BTW Assessment  

MARKETING 
  

SALES  

OPERATIONS LEADERSHIP  ADMINISTRATION  



Computer	  Calendar	  



Handheld	  Device	  	  



D.E.A.L.	  	  

•  Delegate	  	  
•  Eliminate	  	  
•  Automate	  
•  Liberate	  	  



“Time-‐Out”	  

Take	  -me	  throughout	  the	  day	  to	  re-‐
focus.	  Iden-fy	  “-me-‐robbers”	  	  

with	  your	  planner	  	  





Q & A 

Please	  type	  in	  your	  ques0ons	  now	  	  
	  

	  
	  


