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Read the tips below. The, answer the following questions given.
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Only kaep things : Den'tkeepany | Reducethe
you really needon {

and near your desk

amounit of paper
that you use

Just keap o bottle of
plain waler on a your

desk.

Clean your desk
at the end of

@very day.

You can slarl eoch
new day with a clean
andlidy space.

Exercise 1: Choose True or False for these sentences.

You should put everything you will possibly need on your desk. True False
You should only have one pen or pencil. True False
It's a good idea to have a bin close to your desk. True False
The camera in your phone can help you remember things. True False
You should clean your desk once a week. True False




Exercise 2: Complete the sentences with a word by dragging it from the box.

smartphone

wall

tray

desk

bin

space

1. Put your rubbish in the

2. Put things you want toreadin a
3. Take a photo of important things with a

4, Putimportant noteson a

5. Clean your

6. Start each day with a tidy

every day.

Exercise 3: Drag the ideas in the correct group.

Keep pens and pencils in a
jar

Leave your desk untidy at
the end of the day

Keep some food on your
desk

Check your note on the wall
everyday

Take photos of things you
want to remember

Keep some papers on your
desk

Don't




