
Get more time-saving tips at our Resource Center: 
Staples.com/Resources

TRUST
Searching for deals eats away time.
Staples oers competitive pricing and easy ordering, saving
both time and money. And since time is money, it’s like we’re
saving money and money.

1 hour saved
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1 hour saved

WFHSitting in trafc is not only frustrating, 
it’s time consuming, aka time wasting. 
Try working from home one or two days a week. Keep track 

of how your time is spent and show your boss the ROI.
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45 mins saved

DELEGATE
Unplanned tasks pop up, keeping 
you from fnishing planned tasks.
Ask someone else to give you a hand with either the 

unexpected task or the planned one. Just ask them 

in a way to let them know they’re helping you. Here’s 

a secret – people like to help other people.

PSSSSST!
Can I get a hand?

Sure!
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Check printer ink

Order snacks

Confirm delivery for 3/14

Coffee with Dan & Lauren

Turn clocks back an hour

15 mins saved

PRIORITIZE
You have too many tings to do – where to begin??
It’s easy to freeze at the sight of overwhelming tasks. It’s just as easy to 

figure out which is most important, which is second most important and 

so on and then simply start at the top. Consider using a task management 

system such as Wunderlist.
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PLAN
 AHEAD

20 mins saved

PLAN
Planning feels like it takes 
more time tan actually doing.
Planning each day takes time. And it wastes time when 

one day’s plans aren’t accomplished. Save some time by 

planning for the entire week instead of each individual day.
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HOUR
How to Find the Extra 

You’ve Been Looking For
You’re busy. As if we have to tell you, right? We know it, we get it and 

we want to help. Check out these common time-wasting problems and 

potential solutions to help you find that extra hour in your day.
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