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	TIME WASTERS INVENTORY
	
	

	TIME WASTERS
	APPLIES TO ME
	

	
	FREQUENTLY
	RARELY

	Telephone calls
	
	

	Daydreaming
	
	

	Lack of planning
	
	

	Procrastination
	
	

	Long lunches
	
	

	Messy work area
	
	

	Failure to set priorities
	
	

	Starting but not finishing tasks
	
	

	Socializing
	
	

	Delaying making decisions
	
	

	Waiting for others
	
	

	Inability to say (no(
	
	

	Lack of confidence in subordinates
	
	

	Giving unclear instructions
	
	

	Poor desk filing system
	
	

	Poor listening skills
	
	

	Interruptions
	
	

	Unwillingness to face difficult situations
	
	

	Correcting errors and redoing work
	
	

	Paperwork
	
	

	Lack of goals
	
	

	Meetings
	
	

	Emergencies
	
	

	Worrying about personal problems
	
	

	Other
	
	





© 2005 Whitewater Strategies, Inc.                             
         Page 1 of 1

