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Your list should be organized, prioritizing what needs to be done,
what should be done, and what you want to get done. [0 J [ [J [
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000000000 Agoal calender and a written agenda are also
goodideas. 1 D D0 OO0 O0O0OODOOOOOOOOOOO
OOo0odo 2.Carryaroundapenand paperJ OO OO0 To
remind yourself of any ideas or important questions that pop into
yvourhead. 0 0000000000000 OOOOOOOO
Jdodoboooooodooooboouoood 3.Avoid
interruptions UJ [ O 0 Keep both telephone and online chatter to
minimum ,restrict your breaks to a ten minutes maximum ,and resist
the temptation of checking email or the latest headlines on a new
website D D OO0 OD0O00O00OO0O0OO0OOOOOOOO0OO
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OO000000O 4.Pace yourself L1 O 01 O First and foremost,get
enough sleep.second,walk around and stretch at least once an hour
to give your neck,wrest,eyes a rest.third,keep health snacks around to
munchon. OO OOODOOU0OOO0OOODOOOOODOOOO
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J0o0dobododoodooboooooodadd 5.Surround
yourself with positibe people 0 O O 0O O 0O O 0O O O O Hang out
with cheerful, goal-oriented people, youll not only get plenty of



encouragement, you can also get some handy tips. O U 0O 0O 0O O [
Jododododododouooooodouoodo
Jo0d0od0ododododoUuond e.Breakdown your
tasks 1 UJ OO O OO OO Dont try to trackle large tasks all at once,
Instead,split big projects into smaller, more manageable parts. [J [
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OO0O00000 7.Createareward system [ U 0O O OO O By
giving yourself modest rewards for your progress,you creat an
incentivetofinishyourtask. J O 0000000 Oooododn
Jo0o0dododo 8.Cleanup the clutter 11 I 0 I Clean off
any extraneous materiel:irrelevent notes,toys,books you never use.
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0000 9.Limityourwebsurfing O O OO OO OO Make
surfing the web one of your small rewards by determing a set period
oftme. 00O 0OO0O0OO0OO0OO0OOOOOOUOOOOO
[ O By implementing these simple 9 steps, youll notice an
Immediate change in how much you can get done. And guess what?
The more effective you are, the more respect and recognition youll
earn from your boss and colleagues, and that will translate into a
happieryou 0 U 0000000000000 O0OOO0OO0O
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