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Hey doll, I'm glad you decided to grab this free 

guide to help you manage your time better.  But 

before I go any further, Read This:

I have found when I make a to-do-list and take 

action quickly, I am able to get more things 

done. For example, If  I need to do house-hold 

chores, I do the top priority things first like, 

wash dishes, make up beds and etc.  

So, don't sleep on to-do-lists, get busy

Now, let me tell you how I get more done, every night before 

bed, I make my to-do-list and I make sure I list my top 3 

things that are priority and must get done.  I tend to do those 

first thing in the mornings.  I always say if you don't write it 

down, it doesn't get done. 
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So, let's do this together:

(Family) 

List Your Top 3 Priority Items

1. 

_______________________ 

2. 

_______________________ 

3. 

_______________________
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Now, that you have your top list, now you 

would do this for 3 main areas: Family, 

Personal, Business. 

It's not enough to just list the items, you must 

designate specific times where you will 

complete each task. I always say if you are in 

business, do your most income-producing tasks 

in the morning and leave the house-hold chores 

for the evening.

*Put You on your Schedule*
Don't forget that while you are completing all 

your tasks, to take some time out for yourself. 

So, that means to put you on your calendar.
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Task to be done      Time needed         Completion time 

                             for tasks            (when it will be done)

Family

Personal

Business
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I am a Life & Business Coach, and I help busy moms 

start and grow their business, generate additional income, 

while creating harmony within your household.  

You can stay connected with me on Instagram & 

Facebook! Visit my blog for new blog posts. 

www.latersablakely.com

About LaTersa

http://www.facebook.com/latersadblakely

