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Adapted from MOR Associates

	What are your highest work priorities (program, administration, management, leadership, etc.)?















	What actions, meetings, or tasks do you need to move your top two or three priorities forward?
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	Who else do I need to involve, communicate with, gain approval from, get buy in from to make these priorities move forward?  













	What are the dates and timelines for moving your priorities?
What are the calendar entries for meetings or actions that you need to make?
















	What are the specific tasks you can delegate to advance these priorities and to whom?
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