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Time management is the most important thing to run a better life, free of
exhaustion and stress. When a lot of tasks gather for a day, and you
have only 24 hours to get them done, you surely get stressed. But there
are many ways that can help in time management and analyzing daily
tasks. Among them is the 80/20 rule that is also called the Pareto
principle. It explains that 80% of output will result from 20 % of input.
This rule is very helpful in making you focused on your tasks. Here is
how to use it:

Set goals using 80/20 rule:

1

Start setting goals for your daily routine first.

2

Now, start applying the 80/20 rules for the accomplishment of these
goals.

Eat the frog:

3

It's not like eating a real frog but doing such a task that is more complex
or hard to do.

4

Start doing such a difficult task first, as it will save time for the other
easier tasks.

Focus on the main goal:
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5

Keep your focus for the major goals that you want to achieve.

6

Set one big goal and start working on it with focus. Do not indulge in
gossips and distractions. Use the 80/20 rule wisely for such goals.

Identify your distractions:

7

To manage time effectively; you need to identify all the things that are
distracting you from your goal.

8

Start by eliminating these distractions from your life eventually.

9

Meet the deadlines of your tasks without focusing on these distractions.

Apply the 80/20 rule:

10

Now it is the perfect time to apply the 80/20 rule. Focus on the critical
and important 20 percent of your task that will be favorable for you.

11

Your outcome and success will depend on this 20 percent of the effort
that you’ll be making.
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12

Examine your work to identify which 20 percent of the tasks you need to
be doing.

13

Keep the basics of this rule in your mind and remember your ethics and
values and make decisions accordingly.

14

Start doing tasks that you do not like as your 20 percent, as they will be
relating to a bigger picture and a greater outcome.

15

Hire people for completing those 20 percent tasks if you lack them.

16

Try to give your best effort for the 20 percent, and you'll achieve the 80
percent outcome eventually.

17

Include only urgent tasks in the list of the 20 percent tasks you have to
do.

18 Use a prime time for these 20 percent tasks to finish them. Get these
tasks done within that time limit, and you'll get 80 percent results for
sure.
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