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Track how work time is spent and identify activities that

could be changed, delegated or reduced.

What this guide covers

 Record and categorize daily activities.
= Analyze interruptions and low-value tasks.
» Choose adjustments and review them over time.

Who this is for

For business owners reviewing their workload.

Putting the ideas to use

Run a time audit and set realistic goals; specific time
savings are not guaranteed.
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