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| have the same 24 hours in a day as you do, but 1 have made specific choice that allow
me to make the most of every day. and still feel happy and relaxed. 31

Pick the most important.

32 Focus on spending time that for you is fun and productive. 1 chose the life
of an adviser because | like to work with companies, but don't want the life of a big
company CEO. My choices are based on the lifestyle 1 want.

Combine your activities.

Many people go crazy trying to figure out how to spend time with friends, family, work,
play,etc. 33 Find ways to enjoy them in a combined manner. Build your social
life around people your work environment.

Find people in your company who share common interests and develop your
career(J O )around the people and activities you love.

34

You would think learning, takes more time from you, but actually there are always new
ways of doing things that can save you time on daily tasks, freeing you up for the most
important. Always be looking for a new way to gain back an hour here or there.

Lighten up.

The world won't come to an end in most cases just because you left a few things undone.
Celebrate progress and keep refining(J [J )toward a happy productive existence.
35 Every completion is a small victory that adds up in a big way.

A. Speed up.
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B. Be an active learner.

C. Stop trying to balance time between them all.

D. Make choices about what is meaningful in your life.

E. The things you do well usually give you greater joy.

F. Perhaps these tips will help you make the most of your time.

G. This is why making lists is important in any productivity handbook.
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