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Sounds like this should be a headline for a news article instead of a time management article
doesn®it? Perhaps this should be a mejor headline though Bbecausethere are many cuprits lying
in wait to steal from you and unless yau are aware of them, youd soon fall victim to them These
bad-boys are everywhere and it bodes well for you to take heed.

They@e called E Time Bandits!
They came in many different disguises and this is what they can look like:

People Bthat®@right, yaur very own coworkers, or even yaur boss, just dropping by whenever they
havea need to askyau samething, or qistto run samething by you E quickly@yeah, right.

Email Db sue, checking email all day long may give yau a sense of simulation and even
importance, but at what cost?

Phone Dthis toal is there for yaur canvenience nat theirs. Why is it then that you are canstantly
dropping what YOU are doing to pickit up whenever IT rings?

Procrastination Dit® been referred to as @e ultimate thief of time.OMe all do it, but how much
and to what degree do YOU do it?

Hmmmmm, on the suface, they all look soinnocent don®they? So what, you checked your email
twice now in the past 10 minutes. What® the big deal? The big deal is these innocent little thieves
add up to huge amounts of time.

And what exactly do these constant interruptions cast you?

Experts agree that it can take up to 15 minutes to retum to yaur task at the same levd of focus you
were at prior to the interruption. By the way, that 15 minutes does NOT include the actual time of
the interruption.

How many times in a day do yau get interrupted by these Time Bandits? Several 1dbet.

Do yau ever get to the end of yaur workday wondering how it is that you @orkedCall day but got
nothing accomplished? Get out your cdcuator because yau may want to do same math here. The
numbers will probably shock yau.

So, what can you do to stop these nasty thieves from stealing your valuable time?

Work uninterrupted as much as possble. That means yau need to change the way you allow these
Time Bandits into yaur day. Here are some Gdf-defenseQips to help yau out.
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Put a @o Not DisturbGsign on the door. Ask others for same time and space soyau can get
that projector task completed.

Unless yaur job is to only answer email B auit checking it canstantly. Schedule specific times
throughout the day to work on yaur email and limit the amount of time yau@ going to spend it.

Let your vacemail pickup yaur calls soyou can get work done.

Quit putting off what you krow needs to get done. If it® important for yau to carplete it Bthen
doit! The dread of doing it takes up more time and energy than actually doing it.

With a bit of practice yau can soon take cantrol over the outcame of yaur day rather than falling
vicimto these Time Bandits. Even slowing down one of them will gain yau tons of time to get yaur
work done.

And isfDMORE TIMEGMhat you need?

Now, get onwith yaur day!

Georgina Forrest, yaur Organizing Expert, provides office organizing savices, cansuting and
training workslops to busy professonals. She shows them how to get cdmcantrol of their

worksacebone pile at a time. Sign up for her FREE audio caurse, 7 PAINLESS TIPS TO GET &
STAY ORGANIZED BFOREVER! at http:/sworganizing.ca

Want to use this article? You can, as long as yau include the entire article intact, along with the author profile at the
end of the article. Thank yau.
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