Name

Short Answer

1. How can setting clear goals improve your time management?

2. Why should you break a big project into smaller steps?

3. Name one tool that can help you stay organized and explain how you can
use it effectively.

4. What can you do to avoid procrastination when facing a task you don't want
to start?

5. Why isitimportant to regularly assess your time management and organization
strategies?
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