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1) Select a 2 week period that will most accurately reflect a regular course of business activity.

2) On the form you will also find 5 columns:

briefly identity the task that is being completed,

the type of task it is (D = Daily, W = Weekly, M = Monthly, A = Annual, O = Other)

the length of time allocated towards this task. This should be not in terms of 30min for example.
Is this a revenue producing task (prospecting presenting or closing) or an admin task

How do you rate yourself on this task, Below average, Average or excellent.

Goal to be spending the majority of your day on revenue producing tasks that you are excellent
at!
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