Complete this table by hand for a week. Simply mark one stroke in the appropriate box every time one of the
\ listed items occurs to you. The completed table will give you a renewed clarity about where your time is being
consumed - and particularly what the common triggers are which pull you off focus. Make copies of this form and

BUS' Ness S|m ) l|ﬂcat| N distribute to your colleagues and staff - then discuss the results.
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HOW CAN WE MAKE IT SIMPLE? What areas can we address to make our work, and others’,
EASIER TO DO EASIER TO USE EASIER TO UNDERSTAND?



