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Disclaimer

This eBook has been written to provide you with information about being
more efficient at work and at home. Every effort has been made to make
this eBook as complete and accurate as possible. However, there may be
mistakes in typography or content.  In  addition, depending on the format in
which  you  are  reading  this  book,  things  like  page  numbers,  alignment,
sentences,  and  other  formatting  may  be  skewed.  I  apologize  for  this
inconvenience. Hopefully everything displays very well and looks great on
whatever device you are using. Also, this eBook provides information only
up to the publishing date. Therefore, this eBook should be used as a guide
and not as the ultimate source.

The purpose of this eBook is to educate. The author and the publisher do
not warrant that the information contained in this eBook is fully complete
and shall not be responsible for any errors or omissions. The author and
publisher shall have neither liability nor responsibility to any person or entity
with respect to any loss or damage caused or alleged to be caused directly
or indirectly by this eBook.

Thank You.
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Introduction

Productivity is a word that tends to get thrown around a lot. However, most
middle managers only use it in sentences asking the average employee to
hunker  down and get  to  it.  Few people  really  give you  tips  on  how to
achieve that quality of being. That is, the type of mentality that will allow
you to be able to produce great results consistently from your work. 

In the modern world, productivity is a common ideal. It doesn’t have to be
the measure of much work you can accomplish in your job. Productivity can
also be about  completing the things you  need to  do at  home,  or  even
during your leisure time. True productivity is the ability to get more things
done in the same amount of time or even less time.

Without further ado, here are 101 quick productivity tips that you can apply
to your daily life. Please note that that in this e-book the word “work” is
used. However, in reality, these tips can be used to organize your home
and social life as well. And so, we begin.
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