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@ Time management strategies are often associated with the recommendation to set personal goals. The

literature stresses themes such as:

® "Work in Priority Order" - set goals and prioritize,
® "Set gravitational goals" - that atiract actions automatically.

These goals are recorded and may be broken down into a project, an action plan, or a simple task list. For

individual tasks or for goals, an importance rating may be established, deadlines may be set, and priorities

assigned. This process results in a plan with a task list, schedule, or calendar of activities. Authors may

recommend a daily, weekly, monthly, or other planning periods, associated with different scope of

planning or review.

@ Average Time Spent on Activities for All Persons,
for Participants and Participation

4y

m Sleep = Personal = Meals = Commute
care
= Work = Schoolwork Housework Caring or
nursing
Child care Shopping Tertiary activities

Based on "2021 Survey on Time Use and Leisure Activities"(Statistics Bureau of Japan)

(htto://www.stat.2o.in/data/shakai/2021/index.htm)

@

Matrix of importance vs urgency that Stephen Covey and Dwight D. Eisenhower used in deciding where

to invest their efforts.

Urgent

NOT Urgent

important uadrant 1.

Urgent and important
(Do)

uadrant II.

Not urgent but important
(Plan)

Not important | Quadrant III.

Urgent but not important
(Delegate)

Quadrant IV.

Not urgent and not important
(Eliminate)
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