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Increase Your Productivity with These Daily Habits 
 
Everybody wants to get more done and feel like they accomplished 
something at the end of the day. While there are millions of different tips for 
productivity out there, you can increase your productivity levels by 
changing a few daily habits. Here's how you can improve your productivity 
by changing the following daily habits. 
 
Arrive Early, Stay Later 
If you live in a congested city, you can save some time and beat traffic by 
starting your day earlier. When you're not wasting your time sitting in traffic, 
you can start working on your most essential tasks sooner. Your ability to 
save hours not sitting in traffic will drastically increase your productivity. 
Make it a habit to arrive early and stay a bit later, and you'll notice an 
increase in your productivity. 
 
Plan the Night Before 
Spending just 15 minutes before you go to bed creating and prioritizing 
your to-do list for the next day will give you a head start the following day. 
After you create your to-do list, spend a few minutes marking the tasks that 



 2 

are important to remind you that those tasks have to be done to push you 
forward in achieving your goals. 
 
Have Lunch Outside the Office 
While small, this habit can have a huge and powerful effect on how you 
work for the rest of the day. Using your lunch to get out of your work 
environment can refresh your creativity, significantly reduce your stress 
levels, and help you re-focus when it's time to get back to work. Consider 
taking a short walk to help clear your head and think about what you want 
to accomplish the rest of the day. 
 
Minimize Distractions 
Distractions are everywhere. If you work from a computer, you have the 
temptation of checking your social media and surfing the Internet, among 
other things. There are plenty of tools that can help you minimize these 
distractions. If you work in an office with a door, place a ‘do not disturb' sign 
up, so your coworkers know not to bother you. 
 
Always Keep Your Goals in Sight 
After you’ve set your goals, keep them in sight at all times. You want to 
write your goals down and keep them in a place where you will end up 
seeing them throughout your day. Being able to see your goals throughout 
the day will give you the motivation to get tasks done that move you closer 
to accomplishing them.  
 
Changing these five habits will move you toward being a more productive 
person. Keep track of your results and watch as the small daily victories 
start to transform your life.  
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