Recognize that you are running late

Accept that it's a temporary challenge

G)[ Acknowledge the Situation

Identify essential tasks to complete

Delegate or postpone non-urgent tasks if possible O[ Prioritize Tasks

Inform relevant parties about your delay

Apologize sincerely and provide an estimated arrival time = Communicate

Identify potential solutions to save time

Consider alternate routes or transportation methods

@[ Focus on Solutions

Take deep breaths to calm your mind and body

Focus on breathing techniques to reduce stress

o[ Practice Deep Breathing

Staying Calm
When Running Late
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Refrain from blaming yourself excessively

Avoid Negative Self-Talk ](9 Maintain a positive mindset to stay focused

Plan Ahead =

Learn from the experience to prevent future delays

Create buffer time in your schedule for unexpected situations

Remember that being late occasionally is normal

Keep Things in Perspective ]O Don't let minor delays disrupt your overall day

Improve time management skills to be more punctual

Practice Time Management ]O Set realistic deadlines and stick to them

Reflect on what caused the delay

Reflect and Learn ]@

Learn from the experience to avoid repeating the same mistakes
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