
B E  O R G A N I Z E D  A N D  P R O D U C T I V E
U s e  o n l i n e  to o l s  fo r  co l l a b o ra t i o n ,  to - d o  l i s t s ,  a n d  p ro j e c t  
m a n a g e m e n t .  T h e re  a re  l o t s  o f  f re e  p l a t fo r m s  o n l i n e  w i t h  
rev i ews  o f  s i d e - by- s i d e  co m p a r i s o n s  to  fi n d  w h a t ’s  r i g h t
 fo r  yo u r  te a m .

M A I N TA I N  CO N TAC T  A N D  STAY  O N  TA S K
Vi d e o  co n fe re n c i n g  i s  a n  awe s o m e  to o l  fo r  s t ay i n g  co n n e c te d  a n d  
co n t i n u e  v i r t u a l  fa ce - to - fa ce  co m m u n i c a t i o n .  T h e re  a re  m o re  
o p t i o n s  eve r y  ye a r.  S e a rc h  fo r  t h e  b e st  a d d - o n s  fo r  yo u r  
co m p a ny  a n d  b u d g e t .

M A I N TA I N  WO R K- L I F E  B A L A N C E
I t ’ s  i m p o r t a n t  to  i d e n t i f y  t i m e -wa st i n g  d i st ra c t i o n s .  ( Lo o k i n g  a t  
yo u ,  N e t fl i x . )  To  s e p a ra te  h o m e  l i fe  f ro m  wo r k  l i fe ,  co n s i d e r  
d e fi n i n g  yo u r  d e s i g n a te d  wo r k s p a ce  a n d  st i c k i n g  to  i t !

I N C R E A S E  H E A LT H  A N D  H A P P I N E S S
E m p l oye e s  w h o  te l ewo r k  ra te  h i g h e r  i n  h a p p i n e s s  t h a n  t h o s e  w h o  
d o n ’ t .  H oweve r,  m e n t a l  a n d  p hys i c a l  h e a l t h  a re  a l ways  i m p o r t a n t .  
D o n ’ t  fo rg e t  to  exe rc i s e  a n d  e a t  h e a l t hy.

E CO - F R I E N D LY  F O R  A  B E T T E R  P L A N E T
B y  te l ewo r k i n g  yo u  a re  re d u c i n g  co n g e st i o n  a n d  c a r b o n  e m i s s i o n s .  
( T h e  E a r t h  t h a n k s  yo u ! )  Co n t i n u e  t h e  g o o d  wo r k  by  u s i n g  t h e  b u s ,  
b i k i n g ,  wa l k i n g  a n d  c a r p o o l i n g .


