The Time is Now




Are you always

trying to catch
up?




"Biological Prime Time
=Allow for Interruptions

=Start tomorrow, today




Stay

"Prioritize - Master To Do List

Focused
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1 Cat.  -|Client -|To Do -|Depart Priority -

2 $ |Adams / Deelstra Charge add'l $10K on Aug 9
18 F Barnes Make follow up call after Aug 11
19 |1 Barney NCL final
20 F Barney Email confos and invoice
211 Bennett/S Air add and TG upgrade
22 |1 Bennett/v Air add and TG upgrade
23($ Bindrup 2019.09.20 Final due to NCL
24 2Do Bindrup Air for Jan 2020 Cruise M
25 D Bindrup Online check in - print docs - NCL 25-Jan-20 L
26 % Boyer 2019.12.20 Final due to NCL
27 Q Boyer pre/post cruise pkg - depart April 2020
28 $ Boyer / Redfearn 2019.12.20 Final due to NCL
29 Q Boyer / Redfearn pre/post cruise pkg - depart April 2020
30 TG Boyer/Roxie Upgrade insurance with Final payment 12.20
31 |1 Brim/West Costa deposit
321 Brim/West Tg deposit X2
33|$ Cardall 2020 07.01 Final due to Carnival
34 D Cardall Online check in - Print docs - CCL 24-Sep-20 [L
35 Q Cardall pre/post cruise land pkg Sep 2020
36 TG Cardall Upgrade insurance w/Final 7.01.2020
37|D Christensen Mail PCL docs 16-Aug-19 H
38 $ Chugg 2019 09.20 Final due to NCL
39 2Do Chugg Air for Jan 2020 Cruise M
40 D Chugg Online check in - print docs - NCL 25-Jan-20 LL
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1 /Cat.  :|Client -|To Do Priority -
24 2Do Bindrup Air for Jan 2020 Cruise M
39 2Do Chugg Air for Jan 2020 Cruise M
48 2Do Denning Open claim with TG after Aug 12 M
63 |2Do Jones Book air with Viking depart Mar 2020 M
70 2Do Marble Book air with Viking depart April 2020 4
71 2Do Mecham Aulani pre cruise and air H
72 2Do Mecham x5 Air for NCL Cruise - pre post hotel in HNL H
73 12Do Pugmire Transfers and Tours in Rome H
84 2Do Stanger/Hartley Book air with Viking depart June 2020 H
89 2Do Tew Air for Jan 2020 Cruise It
93 |2Do Thornley Air for Jan 2020 Cruise M
94 2Do Vellinga send check for Expo booking after Aug 16 M
95 2Do Wagner check on Scootaround refund M
100 2Do Sparrow Pre and Post xfers and tours in Rome and Nice H
101 2Do Chavez Call Katie about hotel issue in HNL H
102/2Do Larsen/Pete & Judy [Submit insurance claim on June cruise H
103 2Do Larsen/Pete & Judy |Submit insurance claim on July cruise H
104 2Do Hutchinson Ins options H
105 2Do Allen/Vellinga Check on tour in Switzerland - pre cruise H
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109

110
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1 Cat.  s|Client To Do Depart Priority -

5 D Adams / Deelstra Colette Docs 6-Jan-20 I

7D Allen / Ed & Patty  |Online check in - print docs - PCL 16-Sep-19 M

14 |D Arnell x3 Online check in - print docs - DCL 25-Mar-20 L

16 D Barnes Online check in - print docs - RCCL 30-Jul-19 H

25 D Bindrup Online check in - print docs - NCL 25-Jan-20 4

34 D Cardall Online check in - Print docs - CCL 24-Sep-20 L

37 |D Christensen Mail PCL docs 16-Aug-19 H

40 D Chugg Online check in - print docs - NCL 25-Jan-20 It

44 D Cooper Online check in - Print docs - CCL 24-Sep-20 L

51 D Frazier Online check in - Print docs - CCL 24-Sep-20 It

55 |D Fridal Online check in - Print docs - CCL 24-Sep-20 It

59 D Hodson Online check in - Print docs - RCCL 6-May-20 P

61 D Hutchinson Viking Docs 16-Aug-19 H

66 D Knowles Online check in - print docs - Costa 10-Dec-19 M

77.|D Readel Online check in - print docs - RCCL 16-Aug-19 H

82 D Sorensen Online check in - Print docs - CCL 24-Sep-20 o

91 D Tew Online check in - print docs - NCL 25-Jan-20 Ju

93 D Thorney Online check in - print docs - NCL 25-Jan-20 [L

98 D Walker Online check in - Print docs - CCL 24-Sep-20 L
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I
Stay

"Prioritize - Master To Do List
=See it and Do It
*The 4 Ds of Task Lists

Focused




- Only you can do it. Follow the 2-minute rule (if

_ et minUteS, o nOW)
[

This is not creative procrastination! These

are things you have to do, but don’t have to do them
immediately.

4 DS S)f " DELEGATE Can someone else do this? If so,
TaSk L]Sts Give clear instructions

Provide expected outcomes (deadlines)
Get out of the way

*DELETE sk two questions:

What deserves my time today?
Who can manage without me?




*Email
Control

. . =" Appointments
Distractions PP

*Work Space




