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Appendix 6c
Day 3 – Time thieves
	What
	I
	Company
	Home

	Unclear importance, priorities, goals
	 
	 
	 

	Trying to manage multiple things at once
	 
	 
	 

	Lacking clarity in existing activities
	 
	 
	 

	External chaos
	 
	 
	 

	Lots of paperwork
	 
	 
	 

	Lots of reading with little benefit
	 
	 
	 

	Forgetting
	 
	 
	 

	Lengthy searches
	
	
	

	Phone interruptions
	
	
	

	Visitors
	
	
	

	Dedication, inability to say “no”
	
	
	

	Lack of awareness
	
	
	

	Trying to know all the facts
	
	
	

	Lack of self-discipline
	
	
	

	Failure to complete tasks
	
	
	

	Striving for perfection
	
	
	

	Distraction from surroundings
	
	
	

	Lengthy meetings
	
	
	

	Dysfunctional delegation
	
	
	

	Poor preparation
	
	
	

	Poor communication
	
	
	

	Too much communication
	
	
	

	Dealing with private matters
	
	
	

	Tendency to procrastinate
	
	
	

	Waiting times
	
	
	

	Late arrivals
	
	
	

	Rushing, impatience, lack of focus, health problems
	
	
	

	Indecision
	
	
	

	Briskness
	
	
	

	Unclear competence
	
	
	

	Lack of control
	
	
	

	Neglect of problems
	
	
	

	Inadequate relationships
	
	
	

	Low motivation, passivity
	
	
	

	Lack of prevention
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