
TIME MANAGEMENT TIPS 

U s e  t h e s e  t i m e  m a n a g e m e n t  t i p s
t o  h e l p  y o u  s t a y

r e s t e d ,  h e a l t h y ,  a n d  p r o d u c t i v e !

Write it
down.

Declutter. Delegate.
Have a set
reply time.

Stay
focused.

Break it
down.
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