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‘An in-tray is a great
stress-reliever if used
properly, avid Allen,
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£0 In the tray.
a4 stackable acrylic trays.

£9.95 gach, Mujl

Order, order...
® Halve your papenwork Ma forster,
author of Get Everything Done (Help
wolirself, £7.99), recammends using th
Halving” rule 1o file papers.'Divda your
papEnNGc D two piles - accounts
and "everything else”, for nstance: Hale
each pile again and agam, and vou'l finad
your papers naturally fail under different
headings; and can be filed or ditched.
® Red for stop, green for go Colour
code your paperwork wath coloured
stickers Tor/nigh. mid and Jovw prorty,
® Don't let your inbox get swamped
Flie vour emals at the end of every day
ror- ® Develop a home-time ritual
Desk organiser with pad, - al . Bafore you grab your coat; tdy your

= o desk and make a list for tOmormow,

® Contacts book PR Dee MoCourt says,

) update my book every day, and | wite

In pencil o notes can be changed easily’ >
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