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1. Have a'back up person
- contact in your absence

2. Turn onout of office
~ message on your email

_ 3Leave 'gn_ou‘t'gé'ing«“ |
_.-::Sayingyéu are NOT
~ answering messages or
fe;t;Ufning-:email iin_tﬂ you'“-:_:»"

return o



_.4 DON‘T answer emaﬂs B

o Vo1cema1ls or texts Whﬂe .

_ you are on vacanon
"ﬁi-iﬁ:enJ oymg time W1th famlly |
orJust takmg a day for ":,;:"
| yourself " '

~ YOUDESERVE



