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Habit 3 of 7 Habits of Highly 

Effective People

• Put _____ Things First
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Time Management Matrix
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Time Management Matrix

• Pleasant 

activities

•

• Interuptions

• Mail, call, 

meeting

• Planning

• Organizing

• Build 

relationship

• SALES

• Sales Deadline
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Results of X balance

• a

• a

• Stress

• Burnout

• Crisis management

• Always putting out fires
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Results of X balance

• Short-term focus

• Crisis management

• Reputation-chameleon character

• See goals and plans as worthless

• Feel vic timized, out of control

• Shallow or broken relationship
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Results of X balance
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• Total irresponsibility

• Fired from jobs

• Dependent on others or 

institutions for basics
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Results of X balance

• Vision, perspective

• Balance

• Discipline

• Control

• Few crises
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What is Urgent and Important 

to Your Business?
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The Powerful Tool
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Prospecting

• My Market workbook as given during 

training
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Weekly Sales Scorecard
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Weekly Sales Scorecard
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Only Knowledge in Action is Power

• Fill up the prospect list and the scorecard

• You must complete 40 points a-day for the 

scorecard


