TIMELENDERS

SHAPING PASSIONS INTO A FORCE FOR GOOD

STRATEGIC TIME MANAGEMENT
MASTERCLASS

YAMEENUDDIN AHMED
CEO | TIMELENDERS

Time flies and you’re the pilot. It’s up to you how you want to navigate it.”
— Yameenuddin Ahmed
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INTRODUCE YOURSELVES

« Naome

» Profession [/ Organization?
« How long have you been with the organization?
. Graduation [/ Post Graduation

« How did you come to know about Timelenders?

- What are your three major time management challenges?

« Hobbies
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Yameenuddin Ahmed ¢§:0w

« Personal & OD Trainer, Life Coach, and Organizational & Family Business Consultant

« CEO Timelenders

« 22+ years in training, coaching & consulting

« Got the opportunity to facilitate multiple Fortune 500 and Forbes Global 2000
companies

« Honored to be invited to Umm-ul-Qura University Mekkah-tul-Mukarramah in 2017

- We have positively influenced over 100,000 people from 85+ Nationalities
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1000+ Organizational clients from all walks of life from Asia, Africa, ME, Europe & NA

Extensively Traveled to various parts of the world, including Pakistan, Southeast Asiq, the
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TRAINING NORMS & GUIDELINES
FOR PARTICIPANTS

« Timings

- Mobile/cell phones

3-7
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Timings

TRAINING NORMS & GUIDELINES
FOR PARTICIPANTS

.

ox

o

Mobile/cell phones Questions & Answers Workshop Language

21 =5

Design of the folder Getting the most out of Reference manual Quizzes
this workshop vs. textbook
3-7
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GENERAL INSTRUCTIONS

« Pre-workshop questionnaire
« Names for certificates

« Blank sheets

« Name on the manual

« Valuables

« Regulating cooling

« Assistance

- Soft copies of the presentation are available on the welbsite
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Imagine this — a ticking clock, not counting the hours, but the weeks
we have in our possession.
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Have you ever
considered measuring
your life in weeks
instead of years?
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® YOUR LIFE SLIPS AWAY UNNOTICED? @’g@goﬂ X

Week of Your Birth Year (Stqrting from Your Birth) > Q @@-
Week @f@
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® Your Life Slips Away Unnoticed?

lIready gone!
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HOW DO PEOPLE LIKE AHMED DO IT?
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The Art of Never Being Late



NP 5 oﬂ(f
C%J%’} o
LJ NG C?_J

b dr'{%il

STRATEGIC TIME MANAGEMENT L%adf
TECHNICAL DEFINITION

BUFFER

“This is the margin of time incorporated into an activity

which accounts for delays that can be anticipated.”
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WHY PEOPLE DON'T KEEP BUFFERS? %%dfé
®» Arrogance (1/Me) “ e

® Then What? (will happen) “E€x | 7”
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WHY PEOPLE DON'T KEEP BUFFERS? Lb&%d

®» Arrogance (1/Me) “ e

® Then What? (will happen) “§x |/ §”

® SoWhat? (Allis OK!!) “log S I
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HAKEEM M SAEED

Sk Jan 1920 — 17 Oct 1998 - NI, PhD
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HAKEEM MOHAMMAD SAEED

10,00,000 Prescriptions 80,000 Pages writing (Islam, Hikmat, Ladies, Children,
Travelogue, Medicine, Politics & lot more)
Governor Sindh — 1993 - 1994

glp A Vice Chancellor — Haomdard University - 14 August 1985 — 17 October 1998
5%:@(;') Director Hamdard Laboratories — 14 August 1948 — 17 October 1998
J(j")cj'fv €.j|—©_» Board of Directors — Few universities
‘f\_‘ﬁ?’ p_[f@ @ Treasurer — Dar-ul-Uloom Karachi
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Total Late Time of Tokyo Metro in 2014 >

285 Stations ’ ds')gfpo
13 lines
11 million+ passengers/year

The total late time of all trains in 2021

was
00:30
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GK-BOOK
The Gatekeeper of tasks
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SOME POSSIBLE ENTRIES DR {531\{{,%@
« Telephone numbers and addresses with accompanying notes. Q G@—F’..r@f&@e@—
AP 79 PAS
» General reminders like buying a battery for your watch or buying a stapler for your office. -l é @J_', 2 g‘ﬂ,"‘%
"
- Reminders regarding appointments with people. V@(‘Zg%%ﬁj
G
« Picking up milk for your home. é Jd

Grocery lists.

Expenses.

Putting down how much you jogged the other day.

 Jot down a winning idea that came to you while you were stuck in a traffic jam.
« An excellent proverb or a verse from poetry that you would like to refer to later.
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FILLING OF INFORMATION
FROM THE GK BOOK
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Health Log
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To-do Lists
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INTERACTION OF THE GK P45, Co®biesd
T e T

BOOK WITH THE TO-DO LISTS ‘R’ gEie e
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Master To-Do List (MTL) »Jédcja = Q./

o ‘G805
Life’s Master Plan (Your Long-Term Goals & Visions) T Eg o .r.
I

3 ‘ﬂ. @@

Current Year To-Do List (CYL)

Current Month To-Do List (CML)

Current Week To-Do List (CWL)

Today To-Do List (TTL)
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COMPILATION OF THE TODAY
TO-DO LIST

Previous Day’s
Today To-Do List (TTL)

Current Week To-Do List (CWL)
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COMPILATION OF THE @»3@%3-'% 4
WEEKLY TO-DO LIST "C—%’.’é—;

Previous Week’s
Current Week To-Do List (CWL)

Current Month To-Do List (CML)
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COMPILATION OF THE MONTHLY  S%%:56
TO-DO LIST ft)—gﬂg

Previous Month'’s
Current Month To-Do List (CML)

Current Year To-Do List (CYL)
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COMPILATION OF THE YEAR S
TO-DO LIST b

Previous Year's
Current Year To-Do List (CYL)

Master To-Do List (MTL)
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INTERACTION OF THE GK XL,
BOOK WITH THE TO-DO LISTS ‘&g Ealpicast

Master To-Do List (MTL)

Life’s Master Plan (Your Long-Term Goals & Visions)

Current Year To-Do List (CYL)

Current Month To-Do List (CML)

Current Week To-Do List (CWL)

QP9 PO P

Today To-Do List (TTL)
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Life’s Master Plan « 50 Books

Current Year To-do List « 20 Books

Current Month To-do

et » 2 Books (with 300 pages & 400 pages each)
is

Current Week To-do List « 75 pages of book A« 100 pages of book B

Today To-do List * 11 pages of book A+ 14 pages of book B
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Notes
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Sep Mon Tue Wed Thu Fri Sat Sun Notes
D24 4 ° S >

0

3 am
30
4 0
am =
5 0
am 30
0
6 am =
7 am 0
30
8 am 0
30
9 am 0
30
10 am 0
30
11 am 0
30
0
12 pm =
0
1pm =
0
2 pm =
0
3 pm 30
0
4 pm %
0
5pm =
0
6 pm =
0
7 pm =
0
8 pm =
0
9 pm =
0
10 pm =
11 0
pm 30
12 0
am =
1 0
am =




Sep | Mon | Tue | Wed | Thu | Fri Sat | Sun Notes sep/oct| Mon | Tue | Wed | Thu Fri Sat | Sun Notes
2024 30 31 01 02 03 04 05
0
3am 0
300 3 am 30
0
4am 30 4 am
0 30
5am 30 5am 0
0 30
6 am 30 € am 0
; 0 30
S ER S am |0
8 am 0 30
30 0
0 8am
9 am 30
30 0
10 |o dam =7
am 30 10 0
11 0 am |30
am |30 11 0
12 0 am |30
pm |30 12 |0
1 L pm |30
pm |30 0
5 1pm %
2
0
30
pm 2 pm 30
0
3 0
pm |30 3PM 55
0
0
4 4 pm 0
pm |30 S
0 5pm
5 30
pm |30 0
6 pm =
6 |90 0
pm |30 7 [Pl 30
7 0 8 pm 0
30
pm |30 ,
8 0 - pm 30
pm 30 10 0
9 L pm |30
30 0
A 11 pm
10 0 30
0
pm |30 12 am 30
0 0
11 pm
300 lam =3
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Sep Mon Tue Wed Thu Fri Sat Sun Notes
2024 23 24 25 26 27 28 29
A
3am o Actiqrar-AtmedAbbasi
0 050-1234567
4am o Personal Development Coaching,
0 Rove, Deira
5am =
0
6am 30 AZ:Nayyar Abdul Rab
7 am 0 055-7654321
30 Business Consulting Meeting
8 am 300 1031, Business Rny Dubai
0
9am e A |
10 am 300
11 am 300
o A2
12 pm B
Lom |2 | 1:40 am
i 30 to 220 p
0
2 pm =
0
3 pm =
0
4 pm w
0
5pm =
0
6 pm =
0
7 pm 5
0
8 pm =
0
9pm =
10 pm 300
11 pm 300
0
12 am 30
0
1 am 30
0
}r)'z(’o@ 30
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3 CARDINAL RULES OF DS

- Don’t give an appointment to anyone without looking at your DS.
- Don’t start your day without looking at your DS.

- Always have the active week on the left side.
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2024

Mon
23

Tue
24

Wed
25

Thu Fri
26 27

Sat
28

Sun
29

Notes
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Al:Mr.Abrar

3am

30

050-1234567

Personal Coaching Session,

4 am

30

Office 2208,ABC Towers, DXB

5am

30

6am

30

e

7 am

30

8 am

30

9 am

30

30

30

Time Restricted

Q2

30

30

30

Time Restricted

Q1

WALK Q2

30

30

30

30

30

30

30

30
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THE CONCEPT OF TRQl

The degree of success of a person is directly
proportional to how well he can convert his Q2s
into TRQ2s and treat them as ‘TRQIS".
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DR. ABDUL BARI KHAN

To provide excellence-driven healthcare
free of cost to please Allah (swt)

* Founder — Indus Health Network

« Network of 100% free hospitals across Pakistan
* 17 hospitals,

« 52 Primary Care Clinics,

4 Rehabilitation Centers

4 Regional Blood Centers

» Largest Pediatric Oncology Center

« 10,000+ Children treated for Cancer
- 450,000 patients/month,

* 10,000+ team members

* 100% paperless

- Budget - PKR 57 billion for 2024

INDUS HE?SPITAL
HEALTH NETWORK
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Dr. Amjad Saqib
Founder — Akhuwat Foundation
Zero interest
5.5 Million Families
PKR 235 Billion disbursed (Sep,2024)
58% Males [ 42% Females
99.89% Recovery
857 branches

3,500+ Staff
301 Schools & 3 Colleges

47,000+ students

500,000 patients of Hepatitis & Diabetes
treated free of cost

8,500 Volunteers
Qarz-e-Hasanah,

o :
i%&ir:%@—lg Edugotlon, : A poverty-free society built on the
\'J{J%J' S Medical services, principles of compassion and equality.
?@‘Ig-ﬁéq@._r» clothes bank,

I_z_faé—@ g Khawajasira Program,

3'(~‘>(’\’>Q</\J Low-cost housing interest-free loans
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Dr. Abdur-Rahman As-Sumait (ra)
Founder — Direct Aid Foundation

31 Countries (in Africa)

5,708 Masajids

25,000+ wells

80,000 Orphans sponsored

4 Universities

65,000 Undergrads

4 Radio Stations (2496 programs in 19
countries)

3 Hospitals

320 Dispensaries

5,800 mobile health programs
/700K tons of Aid provided

304 schools established

17 Islamic institutions (Madaris)
51 Million copies of the Quran distributed
4,000 da’ees developed

71 Women Vocational Centers
/7,800 Team Members

1T million+ accepted Islam

One Man = One Nation

1947-2013

To help Africa free from ignorance,
poverty, and disease.
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Prioritization is the process through -
which you decide what activity or
task to do by analyzing its relative

importance and urgency.
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Azm (Determination) is a character
trait that works like fuel and gives
you the energy to move toward your
vision despite challenges on the way.
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WHAT IS THE MEANING OF THE WORD
“IMPORTANT"?
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Things that are important are
seldom urgent, and things that
are urgent are seldom
important.
g "
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é) s, Dwight D. Eisenhower
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IMPORTANT - VS - URGENT
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THE HABITS OF

HIGHLY

EFFECTIVE
PEOPLE

XN GUIDED JOURNAL
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g?g-lﬁ '%r INSPIRED BY THE WISDOM OF
&Tdf'@.go STEPHEN R. COVEY
f@@_@ g'EE_r»‘Q‘«@ BY SEAN COVEY, New York Timas bestselling author
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Urgent Not Urgent

Important

Ql
Important
Urgent

Q2
Important
Not Urgent

Q3
Not Important
Urgent

Q4
Not Important
Not Urgent
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IMPORTANT >

(TECHNICAL DEFINITION)

IMPORTANT

Anything that takes us towards our
‘Vision’ is called ‘important’, and
anything that doesn't take us
towards or takes us away from our
‘Vision’ is called ‘not important'.
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Activities taking closer to the Vision
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EXAMPLE

VISION:
| would like to be physically healthy, intellectually developed, emotionally balanced and

spiritually connected to Allah (swt)

Balanced diet

Regular walk and exercise
Reading books
Understanding Quran
Managing anger

Spending time and sharing with family

Offering timely prayers

Daily recitation of Quran and regular Zikr

b
ow
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(\

Activities taking away from the Vision

Smoking
Over-eating

Late night parties / movies

Bad company of friends
Irregular sleep timings

Managing poorly when times get tough

No or irregular prayers

No Recitation, No Zikr, Not going to Masjid
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THE RELATIONSHIP BETWEEN
IMPORTANT & ENJOY
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A MISTAKE MOST PEOPLE MAKE IN
PRIORITIZATION

They tend to prioritize activities that they
A N enjoy, and they tend to unprioritized
“ r,\ % activities they don’t enjoy!
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TWO STEPS TO CHANGE




STEP #1 b

Consciously Working on our
Intellect through knowledge,
experiences and observations
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STEP #2

» Targeted Duas and company
of Pious People for Allah (swt)
to change our Hearts
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Urgent Not Urgent

Important

Ql
Important
Urgent

Q2
Important
Not Urgent

Q3
Not Important
Urgent

Q4
Not Important
Not Urgent
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URGENT (TECHNICAL DEFINITION) Q% LJ 0—>Q¢3 :
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Urgent
Urgent is defined as anything if not done in the present, most
probably cannot be done later, even if you are alive and able.
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HOW TO DETERMINE IF
SOMETHING IS URGENT OR NOT?

If | do not do this activity now (in present), can | do it later if I'm alive and able?
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Not Urgent Urgent
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CLASSIFY WHAT IS URGENT AND NOT URGENT C;

o @J_'d
Watching a live

Sleepin .
PINg cricket match

Gossiping

@5 cC-'_OGp Not Urgent Not Urgent
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CLASSIFY WHAT IS URGENT AND NOT URGENT

Doing exercise Seeing a particular car on

Seeking forgiveness
the other side of the highway

from spouse

Not Urgent Not Urgent
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CLASSIFY WHAT IS URGENT AND NOT URGENT

Hugging your child
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Not Urgent

Going to a sale which is
ending today

Sale

ENDS TODAY

Urgent

39

Picking up a call
when phone is ringing
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NOW...CLASSIFY WHAT IS IMPORTANT OR
NOT IMPORTANT

é

cr)

Doing exercise

Not Urgent

IMportant

Q2

A

Seeing a particular car on
the other side of the highway

Not Important |mportant

Urgent Not Urge ‘A

Ql Q2
Important Important
Urgent Not Urgent

Q3 Q4
Not Important Not Important
Urgent Not Urgent

Seeking forgiveness
from spouse

Not Urgent

Imp

Q2
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Sale

when phone is ringing
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Urgent Not Urgent

Important

Ql
Important
Urgent

Q2
Important
Not Urgent

Q3
Not Important
Urgent

Q4
Not Important
Not Urgent
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EXAMPLES OF 4 QUADRANTS 69
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Checking an email from a client that senta %5%3?0‘5}_@%375
request that has to be responded within two \/><D—F§ ,_(;XQ%_F
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Responding to an email till 3 pm to get a deal ’ J°_ G W

on mobile phone that | do not need C QC
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Responding to junk emails '”“'%%‘%%S"’—@&@‘E
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PONY # 1 THAT MOST PEOPLE HAVE...

If something is hot urgent, it means it is not necessary to do it now!

1. My son needs counseling, but it is not necessary to do it today because | can counsel him any time later.
2. A report is due to be submitted on the 20th of the month, and today is the 11th, so it is not necessary to do it
now.

: 3. I need to do proper visioning and road mapping for myself, my family and my business, but | will do it later.
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PONY # 2 THAT MOST PEOPLE HAVE... é df

Everything that is urgent, must be entertained!

1. Man! Today it is a Pakistan vs India match, and | must stick to the TV.

2. My friends are going to dine out, and they're at my home, so it is a must to go out with
them.

3. Ol It is my client’s dinner party, so it is a must to attend it no matter if it gets late!
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Urgent Not Urgent

Important

Ql
Important
Urgent

Q2
Important
Not Urgent

Q3
Not Important
Urgent

Q4
Not Important
Not Urgent
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PRIORITIZING STRATEGIES — HANDLING Ql chdf
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1. What to do when faced with a simple QI?

Just Do it!

2. What to do when faced with two Qls simultaneously? A simple QI1?

Prioritize: Analyze which one is more important, or Which one has higher consequences if
not done? E.g. Two assignments, and both are due at the same time. What will you do?

JngQC_>
Cdé..f
Loé C-’Qc—>
p% ﬁp N
?-‘ Q QAQQ TN

'7 TIMELENDERS
Q Adca \ SHAPING PASSIONS INTO A FORCE FOR GOOD




PRIORITIZING STRATEGIES EOX .
HANDLING Q1 S D

‘S
3. What to do when faced with a Q1 and a Q2 activity? d@%ﬁ%@
AL
b
Urgent Not Urgent
S QN Q2
o Important <_> Important
£ Urgent / Not Urgent
5
S Q3 Q4
] g' Not Important Not Important
1(WAS = Urgent Not Urgent
XY S
RN
SCHOIIE _— - |
CCB_F:&,.&{}\QCQ Prioritize: Do the analysis of if you do not do Q2 now, what are the chances of it to
;Fq&:%j’ﬁ@ﬁ% é move into Q1? And if it moves into Ql, will the consequences be more than the
gf@r “& ‘E's A ’.(’/\ consequences of the existing Q1?
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Urgent Not Urgent

Important

Ql
Important
Urgent

Q2
Important
Not Urgent

Q3
Not Important
Urgent

Q4
Not Important
Not Urgent
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PRIORITIZING STRATEGIES — HANDLING Q2

3. What to do with Q2 activities?

Prioritize: Do the analysis of if you do not do Q2 now, what are the chances
of it to move into Q1? And if it moves into QI, will the consequences be
more than the consequences of the existing QI1?
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“The degree of success of a person is directly
proportional to the number of hours hefshe

puts into Q2 activities in a day.”
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PRIORITIZING STRATEGIES — HANDLING Q4 -

3. What to do with Q4 activities? Activities that are neither
Not important (not taking you closer to your visions)
Not urgent (there is no need to do them now).

Drop them! Eliminate them from life! They're eating your time and
resources! They're time killers! Mostly derived from those roles in life that
do not add any value to your life.
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3. What to do with Q3 activities? Activities that are not - ----------- o emm— -

-

important (not taking you closer to your visions) but v
urgent.

Filter them! They are usually
distractions/disturbances because of the urgency
factor in them. You may not be able to eliminate
JP) A them 100%, but you can control them by pre-
G> emptively designing filters for Q3 activities in your life.
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1. What to do if people generate them?
« Learn and develop the ability to say “No”
« Educate them on your goals and priorities
2. What to do if things generate them?
ﬁlpr « List down the sources of such Q3s
55(720‘@]3 « Think about how you can save yourself from those
f\@fq'ﬁ)‘ distractions as much as you can
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HOW TO PRACTICE SAYING “NO™"! _E?J,E’b/

 Clearly understand what is really important to you and what is not. 1 q-dlﬁ

« Appreciate the person for trusting you but communicate to them clearly why you can't help.

- Politely say no to the request/task, not the person.

- Just saying no makes very little difference, but explaining the reason does make a significant difference.

 Without violating the above, be as resolute as the other person is pushy.

« Establish a pre-emptive no and let people around you know that you're hyper-focused on the most

important roles of life and trying to reduce your obligations in other areas of life.

 Be prepared to miss out because saying no always leads to a missed opportunity. It's a trade-off, and
' you should be wise enough to know what's really important to you.
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“Your ability to say no lies in your ability to say

yes and honor it 100% of the times.”

04

"J«f?" AT
X
ep,]cb NG XL el’q
e, X
5 e BN

N
Q.ﬁl"@:’ @P VRN

an, Gh TIMELENDERS
\/ 6: J = a —\ﬂ !) w@gJ H —\ﬂj.A 5 2 SHAPING PASSIONS INTO A FORCE FOR GOOD



HOW A SENIOR GOVERNMENT %
OFFICER PUT A FILTER? "l

Welcome! d
The matter that has brought you to my office, could it have been discussed via
email?
If yes, please be kind enough to send me an email, and if no, please read on:
Could the matter be discussed over the phone?
If yes, then please call me, and if no, please read on:
Could the matter be discussed during my office hours between 12:00 pm to 2:30 pm?

If yes, then please come within that time and if no then please do step in!
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INTERNAL & EXTERNAL Q1S %&J?J%J

Internal Qls

Ql situations, which arise because:

« We have ignored a Q2 activity.
« We have delayed a Q2 activity.

« We have not found a possible Q2 activity and done it.

External Qls are those QI situations, which are not internal Qls.
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Motor areas Central sulcus Sensory areas and related

Primary motor cortex association areas
Premotor cortex Primary somatosensory |

cortex - Somatic
Frontal eye field Somatosensory sEtisation

association cortex Bl

Broca’s area
(outlined by dashes)

Prefrontal cortex /
Working memory —— /
for spatial tasks , v

A

Gustatory cortex | . .
(in insula) |

Wernicke’s area
(outlined by dashes)

Executive area for
task management

Working memory for————
object-recall tasks—/

Solving complex,
multitask problems

Primary visual
\ cortex s
— | AN Visual —Vision
: association
area =

Auditory
association area

i —Hearing
Primary
ﬁl auditory cortex |
ép (a) Lateral view, left cerebral hemisphere
5 4 <e
a%czzﬁg:? B Primary motor cortex [] Motor association cortex [l Primary sensory cortex
d@—g_l._éz‘j}_: ~ [[] Sensory association cortex [ | Multimodal association cortex
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Decreased protein synthesis; N’ _Nni%af® NN S
fattvl:g;sa?ﬁdbg?cllefs;:?r:gg A . intestinal movement (digestion); Q %F’, r@—r‘z,ﬁ&@@;@—
! RO _ " immune and allergic response /.]L@ /@ﬁ S f$ I _/.]é.a
e e B e
Vo
XA
| _ Increased metabolism;
Increased blood e.g., faster heartbeat,
pressure " [aster respiration
Localized inflammation S
] p (redness, swell:?dg. hga)t " Faster blood clotting
i & Q and pain
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@?‘é: PRI sugar for energy
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O! God, give me the serenity to accept my External Qls
O! God, give me the courage to change my Internal Qls

O! God, give me the wisdom to know the difference

VRN
TIMELENDERS



o Sp 2

S on b S e
e Y

KB il s e f (53 ST i <133
| JJ% lw)///)..-«“ <

/L"/vu—/b;{h‘fﬂ/dj/,o

,{Ug:_‘—a——(;/;uzd//)w

JSOxY L)/gbv—"

/tﬁ,();u‘/../b@f?é—»
/lL../ l/fﬁ&/}l/&‘/

U'U/‘" /:..-f
H/ /&é—w/z‘/;/
LC éy J;,jofulw

it ﬁ-uu/b,f,,r

VRN
TIMELENDERS



Important

)
C
©
)
e
o
Q
£
)
o
Z

LINK BETWEEN QUADRANTS

Urgent Not Urgent
Ql Q2
Q3 Q4
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CONSCIOUS & SUB-CONSCIOUS MIND

Conscious Mindmm—moH o oumw—o

 Thinking & Planning
« Analyses
« Short-term

memory
Sub-ConsciousMidée-—rm—m—m e

» Thinking Patterns / Mental routines
 Core beliefs, Ideological

foundations
- Emotions & Feelings
- Involuntary body functions .
Qp) A * Habits

C—> - Relationship Patterns
dﬁ*ﬁj \.) - Addictions
v _} * Long-term memory
3%63 (’f‘ » Protective Reactions
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MULTI-TASKING & MULTI-PROCESSING  &95%=
Multi-Tasking ¢k
Human multitasking is an apparent human ability é_@f}‘ﬁ
to perform more than one task, or activity at the d

same time. An example of multitasking is taking a
phone call while driving a car.

Multi-Processing

Human multiprocessing is the ability of the human
brain to process more than one thing or activity at
the same time. An example of multi-processing is
when your brain registers the sound of AC in the
room and the voices of kids outside the room, and
you're writing fast while your brain is registering
between-the-line messages during a lecture.
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MULTI-TASKING & MULTI-PROCESSING B e

Multi-Tasking el "_@d’j
Human multitasking is an apparent human ability Multi-tasking Multi- processm’ de

to performm more than one task, or activity at the
same time. An example of multitasking is taking a
phone call while driving a car.

Multi-Processing

Human multiprocessing is the ability of the human
brain to process more than one thing or activity at
the same time. An example of multi-processing is
when your brain registers the sound of AC in the
p room and the voices of kids outside the room, and
2 e ’e> you're writing fast while your brain is registering
é) Fil Qbetween the-line messages during a lecture.
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There is no such thing as multitasking. Just ‘task-switching’ ’ ﬁl

back and forth till you get exhausted. C\ E‘.* = (7>
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The Myth of Multitasking

A

QupaTY OF
Wot¥ DONE

AMOUN‘\' oY
MULT\TASK\N G

A= Looks simple, but actually gets results.
B = Looks busy, but actually wastes time.

JamesClear.com
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THE INTERNATIONAL BESTSELLER
Tiny Changes,
Remarkable Results
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An Easy & Proven Way OVER
to Build Good Habits [ sl

COPIES
& Break Bad Ones SOLD

James Clear
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DISCRETIONARY MENTAL ROUTINES \’>Q B i
(DMRS) @5931_ A

Sub-Conscious Mind
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1. Breathing

2.Blinking of Eyes

3.Sucking Milk
4.Crying

5.Smiling

SN
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SN 2\

TYPES OF DMRS

1. Changing the gears
2.Cycling
3.Swimming

4. Writing

5.Typing

INSTANT

1. Remembering the face
of a person
2.Remembering the

place of an accident

REPETITIVE

1. Arithmetic
2.Thoughts about a

particular person

3.About a place or thing

4. About a community
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Whatever we feed to our subconscious mind and nourish it > é‘@f;‘ 35-3’_“3%
with repetition again and again, will one day form our @'E'\_IQ’ - I_@_f»r‘\
personality. ¢3 '@ﬁgj
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OUR BEHAVIOR SEEG

CONSCIOUS
THOUGHTS

INSTINCT
DMRs

MOTOR
DMRs

g{l%%_[ze_'@% TH;J:SHT Our behavior is the prisoner of our DMRs.
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Watch your thoughts, because they become your 8
WORDS
Watch your words, because they become your
ACTIONS
Watch your actions, because they become your
HABITS
r\> Watch your habits, because they become your
D Q(% CHARACTER
é)
<5‘1 (7) Q Watch your character, because it becomes your
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Once our mental routines are
developed, they work with
uniformity.
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Mark Twain

When a person cannot deceive himself, chances
are against his being able to deceive other people.
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UNIFORMITY OF DMRS

Disorganization
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S WORDS
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LET'S TALK ABOUT THE DMR
OF KEEPING ONE
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LET'S TALK ABOUT THE DMR
OF KEEPING ONE’'S WORDS

Which one is difficult to climb?

Y X

1000 2500
meters meters
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OF KEEPING ONE’'S WORDS q;_lm?}gg\c
What should we need to do to develop the ability to é @J_'df'
climb the 2500 m mountain? to climb? L

Practice on the smaller ones
to develop the ability

2500
meters
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THE DEVELOPMENT THAT HAPPENS ON THE SMALLER
MOUNTAIN WILL HELP US SCALE THE BIG ONE.
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So, if we want to develop our ability
to fulfill our Azm and increase our
consistency, we need to work on
our promises with others.
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One-sided promise 4

Two-sided promise &f M

Promise between two or more groups Ut
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Une day your lite will tlash before your eyes,
Make sure its worth watching
- Gerard Way
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Dr Amjad Saqib
(Sitara-e-Pakistan, 2010) S st el
Founder of Akhuwat Foundation
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AKHUWAT

— oA

Vision

“ A poverty-free society built on the principle

of compassion and equity”

Dr Amjad Saqib
(Sitara-e-Pakistan, 2010)
Founder of Akhuwat Foundation
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AKHUWAT V7 =, ,a! R BB

Progress Report till the month of February 2024 -

PROGRESS INDICATOR TOTAL
Total Benefiting Families 3,364,481
Total loans disbursed — Males 3,474,985
Total loans disbursed — Females 2,657,890
Amount Disbursed PKR 220 484,820,801
g'p Percentage Recovery 99.89%
J’_> &’ Fg.a_) Active Loans 649,916
C %61 —> (\ L, Outstanding Loan Portfolio PER 32,594,974, 144
\-) l ] (l)
jlp Fil % Nurnber of Branches 857 |
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China Factory Workers \’>Q J ‘.;,ig:i' ‘r’é‘/\J

E dto S| theJob = 93ePet
ncouragea to sieep on tne Jo 03&@"?%!'93
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SN
'“@'IL-?- @b’Q @ Workers nap during their shift at a computer hardware factory in
PR A ing -
PP 4 T),‘] the manufacturing city of Dongguan, China
3@-@&9— A @P,é& Reference: NBC News — 8:57 AM ET, 11 December, 2014
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A sleep on the job by order of the boss ® @ Bzl g et

Chinese factory workers given half hour nap after lunch g o ‘J'd @:‘9/:
breaks @ [l “aly
; 1, g b 6 C Ea

d|b,

@ﬂ%c'_,ﬁ ?_. © Zhan Youbing

§d£{§jpr * Chinese electronics factory workers Peasant-workers at a plant in

@‘daél;}eze?@ Guangdong, China

3'{1)&)(]9". Fj‘@} é Reference: Richard Shears For The Daily Mail — 01:23 GMT, 11

1&5‘@%@? L’Q@\ December, 2014 T N\
A1 ALY IS LA


http://www.dailymail.co.uk/news/article-2869364/Asleep-job-order-boss-Chinese-factory-workers-given-half-hour-nap-lunch-breaks.html
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Answer — Quiz A on the to-do id@jp_r%gg@g
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1. True N. b oﬁ%’\& rG;
2.False 19 b XA

3.b 13. b

4.False 14. False
H.False
15. C

o.True
7 Eqlse 16. True

] 8.False 17.a
A 0 e 18. True
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Answer — Quiz on DS

l. False
2.b

3.d

4.0

b.o
6.True
7.b

8.0
O.False
10.C
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BUKU BESTSELLER DARI PENULIS THE MONK | » . J C_} A
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Miliki Pagi,
Tingkatkan Hidup Anda

“Buku-buku Robin Sharma membantu orang-orang di seluruh dunia /’I\
untuk menjalani kehidupan yang lvar biasa® — PAULO COELHO
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Each one of you will choose someone to whom you would share the Q
summary of your learnings. Let us look at the following research: \) (' (‘ l/
Explanation Effect: Why You Should Always Teach What You <'9 ﬁl 0—>
Learn CC ﬂ; ('l'>
5% 4  Lecture Jb (qr df
10% Y Reading
20% v Audiovisual
Retention 3px ¥ Demonstration
¢ Discussion
75% v Practice Doing
0% ¥ Teach Others
Reference:
https://medium.com/@michaeldsimmons/these-studies-show-the-
incredible-power-of-teaching-to-learn-8b023ac4e556
TN



https://medium.com/@michaeldsimmons/these-studies-show-the-incredible-power-of-teaching-to-learn-8b023ac4e556
https://medium.com/@michaeldsimmons/these-studies-show-the-incredible-power-of-teaching-to-learn-8b023ac4e556
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