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Set a �xed time to do your 
daily work and adhere to it

Designate a comfortable 
space for work

List and prioritize 
your tasks

Take short breaks

Inform your supervisor 
and colleagues about 

your work time

Make sure to have 
everything you need to get 

the job done

 Use di�erent
 communication methods
to contact your colleagues

Be sure to eat healthy, 
exercise and sleep well


