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' Sameer's tips to reduce Face Time T

1. Plan your time: Before you can respect others' time, it is imperative
that you value your own. Chalk out your work list for the day, in
advance, and do not take on more duties (uniess extremely imporiant)

to please your ego or assuage your guilt.

2. Set a deadline: Leave at a set hour every day, as far as possible.
And leam to say "No”, politely yet firmly; don’t worry about offending
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