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SWOT AND PRIORITY BASED PLANNER

SStrength O Opportunity
WWeaknesses T Threats

Ranking (High/ Low)

Date

Importance 5,4,3,2,1Urgency 54,3,2,1 Priority ab,c,de

S.| To Do-Description of

No. work

T

Importance

Urgency

Priority

Action Plan

By

When

Make photocopies of this chart. Fill this form every week. Just note down what you want to do

and then fill the remaining columns. Review your progress.
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The more you sweat in peace the less you bleed in war.
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Hours or | Energy Level

block of | Very | High | Medium | Low | Sleep
time | High

Morning
05

06
07

08
09

10
11

12
Afternoon
01

02
03

04
05

Evening
06

07
08

09

10
Night

11
12

01
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DAY PLANNER --PRIORITY BASED

SR.

NO.

WORK LISTING

PRIORITY

TIMING - BLOCK (FROM - TO)

INTEND TO DO TODAY

A B

6-9

9-11

11-1

1-2

2-4

4-6

6-10
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PRIORITY

A. MUST DO

B. SHOULD DO

C. MAY DO
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Office Routine Chart
Self Designed Job Description Based on Experience
S.No | Nature of work Reporting Routine
Mon|Tue|Wed|Thu| Fri | Sat
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Name of Delegatee

Individual Delegation

Date of

Delegation

Nature of Work/

Communication

Done |Remarks
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l4-o /o
Delegation Planning
Routine Work
Title oftask | Priority | Delegateto | Name of Week/ Days /Months

Symbols to be used in six columns
d: When delegated
c: Expected date of completion
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Project Delegation Chart

1 S—b’wlg

When More Than Two Persons Are Involved

Name of Persons (Delegatee)
with targets date

Nature of Work
(Steps)

Logical
Sequence
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Time Management for Dummies, Jeffery ] Mayer, IDG Books,CA 94404
Time Management, Geoffrey Moss,Thomson, Chennai 600029
Effective Time Management, John Adair, Talbot Adair Press, London
First Things First, Patric Forsyt, MDIA +Pitman, London
Managing Time,David Fantana, Excel Books, New Delhi
The Effective Executive-Peter Drucker

Dittmer, R. E. (2006). 151 quick ideas to manage your time. Franklin
Lakes, NJ: Career Press.

Felton, S., & Sims, M. (2009). Organizing your day: Time management
techniques that will work for you. Grand Rapids, MI: Revell.

Hindle, T. (1998). Manage your time (1" American ed.). New York, NY:
DK Publishing.

Hoover, J. (2007). Time management: Set priorities to get the right things
done (1™ ed.). New York,NY: Collins.

Mackenzie, A., & Nickerson, P. (2009). The time trap (4" ed.). New
York,NY: AMACOM.

Mancini, M. (2007). Time management: 24 techniques to make each
minute count at work. New York, NY: McGraw-Hill.

Morgenstern, J. (2005). Never check e-mail in the morning: And other
unexpected strategies for making your work life work (Fireside ed.). New
York, NY: Simon & Schuster.

Siess, J. A. (2002). Time management, planning, and prioritization for
librarians. Lanham, MD: Scarecrow Press.

Tator, R., & Latson, A. (2011). More time for you: A powerful system to
organize your work and get things done. New York, NY: AMACOM.
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“Time+Management+Muslims” PDF Books

http:/ / www.icap.org.pk/ Workshop—on—time—management/

Articles and resources on Stress and Time Management:
http://managementhelp.org/personalproductivity/time-stress-management.htm

Several time management articles and ideas from MindTools.com:
http://www.mindtools.com/pages/main/newMN HTE.htm

Wall Street Journal article reviewing time management strategies:
http://tinyurl.com /yf6sjrc
Time Management N}n/ja — blog about time manag7ment, productivity,

and goal setting: http:/ / timemanagementninja.com

Buttoned Up — an organizational blog; search keywords like “to-do
list” and calendar : http://getbuttonedup.com/category/work-everyday-life/
From Love to Know, here is a page of printable time management
charts: http://stress.lovetoknow.com/time-management-chart

Desktop iCalendar Lite —a PC desktop calendar (free; paid version also
available)l http://www.desksware.com/desktop-icalendar-lite.htm

Efficient Calendar Free — a PC desktop calendar that’s similar to
Outlook (free; paid version also available):
http://www efficientsoftware.net/calendar/freeedition.htm

VueMinder Lite — a PC desktop calendar (free; paid version also
available): http://www.vueminder.com/

Evernote — software that lets you save things you'd like to remember
later (free): http://evernote.com/evernote/

Remember the Milk — software to help you manage your tasks (free;
paid version also available): http://www.rememberthemilk.com/
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Reverb — software to help you manage your projects and tasks (free):
http://reverbapp.com
ManicTime — software to help you track your computer activities (free;
paid version also available): http://www.manictime.com/
RescueTime — software to help you see how you're spending time on
your  computer (free; paid version also  available):
https://www.rescuetime.com
http://d1.islamhouse.com/data/en/ih books/single/en Time Management.pdf

httpt/ / www.cubefoundation.org/ resources/ e-libary/

http://zohrasarwari.com/2013/01/5-time-management-tips-for-muslims/
http://www.amazon.com/Powerful-Time-Management-SKills-
Muslims/dp/0982312539

http:/ / productivemuslim.co / maximize-use-of-your-time-with-
these—tips—from-the-seerah

http:/ / www.muslimness.com/2011/08/ 20-time-management-tips—-
for-muslims.html

http://www.soundvision.com/tags/time-management-0
http://www.soundvision.com/tags/productivi
http://www.icap.org.pk/wp-content/uploads/cpd/BookYoucanclimbup.pdf

https: //www.google.com /webhp?sourceid=chrome-
instant&ion=1&espv=2&ie=UTF-8#q=Al+Huda+Basheer+Juma

https: //www.alhudapk.com /audio/category-3 /assorted-lectures /tanzim-e-
awgat.html
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