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Page A — Time Blocks & Activity Planning

Mon| Tue Wed Thu Fri Sat Sun Status

Time Blocks

A 05:00-07:00

B 07:00-09:00

C 09:00-11:00

D 11:00-13:00

E 13:00-15:00

F 15:00-17:00

G 17:00-19:00

H 19:00-21:00

I 21:00-23:00

J 23:00-005

24



Daily Planning

Work Listing — What | Intend to
Do Today

Time Blocks

Work/Task/Projects

Delegated

Timing Blocks

[From — To]

10

11

12

13

14

15

16

17

18

19

20
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Important

Not Important

How to Set Priorities

Not urgent
Quadrant| Quadrant Il %
Crisis & Deadlines Planning & Prevention
Quadrant Il Quadrant IV

Interruptions

Time Wasters
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Muhammad Basheer Juma FCA

Family Business Advisor | Self-Management Expert |
Author | Speaker

Professional Background

m Fellow Member, Institute of Chartered Accountants
of Pakistan (ICAP).

m 40+ years’ experience: PwC, Andersen, Ernst &
Young.

m  Former Country Managing Partner, EY Afghanistan
(2009-2017).

m Established Andersen and EY offices in Kabul,
Islamabad, and Lahore as advised by the leadership.

m Founded Islamic Financial Services and Training
departments at EY Pakistan.

International Development Experience

m Led major USAID, UNDP, and DFID assignments in
Afghanistan.

m Managed $50 million USAID book distribution audit
project across 6,000+ schools.

m Conducted audits for Afghanistan-based
international organizations.

Current Focus Areas

m Family Business Advisory: Succession planning,
governance, generational transitions. Online
attendance at family board meetings.
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m Self- and Time Management Training: Enhancing

personal productivity and workplace effectiveness.
Online training through National and International
Programs.

Nonprofit Consultancy: Board of governance and
performance optimization.

Digital Education: Creating impactful content for
professional development through enhancing core
skills learning.

Published Works

30+ books in English and Urdu.

1,000+ educational videos on YouTube channels
(Basheer Juma, FBC-Family Business Community,
Charities University)

International bestseller: "Highway to Success"
(Originally in the Urdu language).

Specialized guides on family business, time
management, and nonprofit performance.

Global Impact

Delivered presentations to 533 participants from 53
countries in 2021 for eight weekly events.

15 TV programs on QTV (ARY Network).

100+ pro bono presentations to universities and
institutions.

Based in North America - serving clients worldwide

28
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Core Philosophy

"A family business is more than an enterprise—it's a living
legacy that must be nurtured with intention, integrity, and
vision."

Contact:

Website: basheerjuma.com

Email: basheer.juma@gmail.com

YouTube: https:// youtube.com/@basheerjuma
Available on Amazon KDP, Payhip.com, and
eKitaab.pk
https://payhip.com/TimeManagementClub
https://juma24.gumroad.com
https://eKitaab.pk

basheer.juma@gmail.com

Basheerjuma@gmail.com

Facebook, LinkedIn-Basheer Juma

Books, Booklets, Videos and Digital Products

=~ 0 o 2 = » - &
& X o | 2 .S =] iz 1
WY | =8 | % Qe | g Bb g
e | &R |8 | A8 |2 | FE
B > &
Amazon.com n n
Draft2Digital-Hub n n
Payhip.com ] ] [ [
Gumroad.com u u n n
eKitaab.pk n
YouTube and Facebook n n
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Books
Workplace Skills

Guidelines for Managers
Improving Performance
Soft and Critical Skills for Muslims

Self and Time Management

Highway to Success

Progress and Success through Time Management
My Planner

Now or never

Organize Life and Manage Time

Time Management for Muslims

Personal Organization

Strategies for Empowered Self-Management
Strategies for a Productive and Purposeful Life
Self-Management Book- Excel Sheets

Family Business Community

m  Family Business Constitution Template
m  Muslim Families' Business Constitution
m  Harmony in Heritage
m A to Z of Family Business
m Strategies for Thriving Family Business
m  The Role of a Mediator
m  Beyond Wealth
m  Family Business Blueprint-Workbook
m  The New You in the New Year
m  Entrepreneurial Checklist
m  Family Businesses Best Practices
m Family Business Sustainability Guide
Nonprofits
m Essential Guide for NGOs and NFPOs
m  NGOs 100 Assumed Findings
Students
®  You Can Climb Up
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Fellow Member-Institute of Chartered Accountants of Pakistan
Former President-
Ernst & Young Ford Rhodes Sidat Hyder-Afghanistan
(EY Afghanistan).

basheer.juma@gmail.com
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Comments by the dignitaries.
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“Please accept my heartiest congratulation on this very fine effort
in respect of an important aspect of our daily business life. I am
sure that this book will be a success beyond your expectations.”
Humayun Murad

Chief Executive

ORIX Leasing Pakistan Ltd.

“...the book has been found to be useful and we have no doubts
that it could not be a guiding force for all those who know the
importance of time management, positive thinking, art of
communication and secrets of success in life.”

T. A. Jafri

Director, Sales & Marketing

“...the book appears not just well-written but also with good
command over the subject matter. I am sure that it will be
immensely useful for me, as for all professionals. I am also
fortunate to have an electronic copy of the English version of the
book. We are planning to have a training session on this subject
in our Organization...”

Naveed Ali Baig

Managing Director

Innovative Computers Pvt. Ltd.

“...anice book containing very useful articles, I... found it to be
very useful and interesting. I strongly feel that this book must be
circulated amongst the managers at all levels for their benefit in
particular and for the benefit of the Organization as a whole.”
Rear Admiral Mahmood Ali

H.I.(M), SBt.

Commander Karachi

Pakistan Navy

“I found it most interesting and useful. We will use the book in
two ways:
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1. obtain copies of the book from the publisher for use of our
staff; and

2. use the ideas given in it to develop our training program.”

Dr. Junaid Ahmad
Managing Director, National Management Consultants (Pvt) Ltd.
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