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Greetings.

Summer is the time to kick back, embrace the heat and enjoy being

outside. Who wants to spend time getting organized? Too bad for many
of us, we have too many responsibilities to consider taking time off for fun

and spontaneity.

The first SIMPLE step to time un-management is to Slow Down. Don’t
feel that you have to complete every task now. In order to commit that
concept to your being you need to first plan your schedule and then your

tasks.

Planning now at the beginning of the summer will help you enjoy the

warm weather to its fullest so you are ready for anything that winter has

in store.

Susan Walko
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Below are some items for which people often forget to leave time in their
schedule:

Making time for yourself during the week

Lunch preparation

Preparing clothes for work/school

Getting kids ready for school

Housework

Traveling to/from work

Home repairs

Planning for the next day

Answering e-mail

Returning phone calls

Home paperwork

Outlook. Call to disciiss.




