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EXERCISES

Preparation
Complete the sentences with a word.

desk smartphone folders tray
space noticeboard bin scanner

Put your rubbish in the e

Put things youwanttoreadin @ e .

Keep information on your computer in o
Make digital versions of text with a

Yake a photo of important things with a -

or camera.
Put important notes on a
LRl PO i every day.
Start each day with a tidy
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