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Foreword

In today's fast-paced world, where the demands of professional life are ever-
increasing, achieving a harmonious balance between work and personal life has
become more crucial than ever. The importance of work-life balance cannot be
overstated, especially for Chartered Accountants who often navigate intense
workloads and high expectations.

| am glad to see that, recognizing this need, The Professional Skills Enrichment
Committee of ICAIl has come out with a publication "Beyond the Numbers:
Work-Life Balance for Chartered Accountants," a comprehensive guide
dedicated to fostering a balanced and fulfilling professional journey. This
publication, meticulously developed by the Professional Skills Enrichment
Committee under the esteemed leadership of Chairman, and Vice Chairperson,
embodies ICAl's unwavering commitment to the holistic development of its
members. The committee, in its inaugural year, has demonstrated remarkable
dedication in addressing a subject that is pivotal for the well-being and sustained
success of Chartered Accountants. | extend my heartfelt appreciation to the
committee members for their tireless efforts in bringing this project to fruition.

"Beyond the Numbers" it is a reflection of ICAI's vision to support its members in
every aspect of their professional and personal lives. The chapters within offer
invaluable insights and practical tips on managing stress, setting healthy
boundaries, and promoting overall health and well-being. This initiative
underscores ICAl's pledge to equip its members with the tools necessary to thrive
in both their careers and personal lives.

To the readers, | hope this book serves as a guiding light in your journey towards
achieving a balanced and enriching life. May you find inspiration and practical
wisdom within its pages.

Best wishes for a fulfilling and balanced future.

CA Ranjeet Kumar Agarwal
President, ICAI






Preface

In our rapidly evolving professional landscape, the pressures of balancing work
and personal life have become increasingly significant. For Chartered
Accountants, who often face demanding schedules and high expectations,
achieving work-life balance is more than just an ideal—it is a critical necessity for
both personal well-being and long-term professional success.

Recognizing this essential need, the Professional Skills Enrichment Committee of
ICAIl has crafted a guide titled "Beyond the Numbers: Work-Life Balance for
Chartered Accountants". This publication is designed to offer practical advice
and strategies that empower Chartered Accountants to navigate their
professional responsibilities while maintaining a healthy, fulfilling personal life.

As the Professional Skills Enrichment Committee embarks on its inaugural year,
addressing the topic of work-life balance reflects the committee’s strong
commitment to supporting the overall well-being of our members. This guide is
the result of extensive efforts by the committee members, who have worked
diligently to ensure that the content is relevant, actionable, and tailored to the
unique challenges faced by Chartered Accountants.

| extend my heartfelt gratitude to the leadership of ICAI—CA Ranjeet Kumar
Agarwal, President, ICAI, and Vice-President, ICAl—for their unwavering support
and guidance in publishing this handbook. Their commitment to the holistic
development of our members has been a driving force behind this initiative.

My special thanks go to CA Garima Nagpal for contributing in this book,
CA (Dr.) Dheeraj Sharma, Co-ordinator, Working Group, CA Sagar Singla,
CA Ashish Sachdev, and CA Mohit Garg for their significant contributions and
insights, which have greatly enriched the content of this handbook. Their
expertise and dedication have played a crucial role in shaping this publication
into a valuable resource for our members.

| would also like to express my gratitude to Vice Chairperson of the Professional
Skills Enrichment Committee, and other committee members for their continuous
efforts and commitment to the committee’s initiatives. Additionally, | acknowledge
the tireless efforts of the Dr. Sambit Kumar Mishra, Secretary, Professional Skills
Enrichment Committee, ICAI, whose dedication and hard work have been
instrumental in bringing this publication to fruition.



| am confident that "Beyond the Numbers: Work-Life Balance for Chartered
Accountants" will serve as an invaluable resource for ICAI members, enhancing
their expertise in this domain and helping them achieve the balance they
deserve.

| commend everyone involved in the creation of this handbook for their
continuous efforts and wish all readers productive learning and a more balanced
life.

Chairman
Professional Skills Enrichment Committee
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Balancing the Scales: A Journey to
Mastering Work-Life Harmony

Ravi Mehta was a young, ambitious Chartered Accountant working with a top
company in Mumbai. At 35, he had already achieved significant success, having
climbed the corporate ladder faster than most of his colleagues. Ravi was known
for his dedication, attention, and unmatched ability to find solutions to complex
problems. However, along with this success, Ravi was struggling with a challenge
that many professionals face: maintaining a balance between his career and
personal life.

The Beginning: A Day in Ravi’s Life

Ravi’s typical day started with waking up from incomplete sleep. He would wake
up at 7:.00 AM and begin preparing for the day ahead. By 9:00 AM, he was
already at the office, ready to tackle a mountain of tasks. His work often required
him to stay late into the evening, reviewing financial statements, reporting to
overseas investors, and ensuring that every detail was accounted for.

At home, his elderly mother Sharda Devi, his wife Shalini, a teacher, and their
two young children were his anchors. However, they saw little of him. Shalini had
grown used to Ravi's late-night returns and early departures. Their children, aged
five and seven, were beginning to understand that their father's job kept him
busy, but they missed him terribly.

Ravi was also a fitness enthusiast, or at least he used to be. His gym sessions
had become infrequent, replaced by meetings and last-minute reviews. His health
began to suffer; he gained weight, felt constantly fatigued, and his stress levels
were high. The few times he made it to the gym, he couldn’t focus, his mind
racing with thoughts of work.

The Hobby: Rekindling a Passion

One of the few activities that brought Ravi immense joy (outside of work) was his
love for painting. As a child, he spent hours creating vibrant landscapes and
intricate portraits. However, as his career demands grew, his brushes and
canvases were pushed aside, gathering dust in a corner of his study. Ravi often
missed the peace that creativity and painting brought to his life, but he convinced
himself that he simply didn’t have the time.
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The Breaking Point: A Personal and Professional Crisis

Ravi's breaking point came during the busy season. He was working on a crucial
project; some reports demanded his undivided attention. The pressure was
immense, and he found himself working 14-hour days, even on weekends. The
exhaustion was overwhelming, but he felt he had no choice. His career depended
on the successful completion of this project.

One night, as Ravi was driving home after another long day, he received a call
from Shalini that his elderly mother had collapsed at home. Shalini’s voice was
strained with worry as she informed Ravi that she had already called an
ambulance and was on her way to the hospital. Ravi’s heart sank. He knew that
his work was important, but at that moment, nothing mattered more than his
mother.

At the hospital, Ravi was confronted with a harsh reality. His mother had suffered
a stroke and would need intensive care and rehabilitation. The doctors explained
that her recovery would be slow and that she would require constant attention
and support.

Ravi realized that he had been neglecting his family, his health, and his own well-
being. The office work, the long hours, the endless work demands—none of it
seemed as important as being there for his mother and his family.

The Turning Point: A New Approach to Life

This incident was a wake-up call for Ravi. He decided that things need to change.
The first step was to have an honest conversation with his senior. He explained
the situation and requested some flexibility in his work schedule. Fortunately, his
boss was understanding and supportive, allowed him to work from home for two
days a week.

Ravi also made a conscious decision to prioritize his health. He started waking up
early not to check emails but to meditate, exercise, and rekindle his love for
painting. Every weekend, he spent a few moments in front of the canvas, allowing
his thoughts to flow freely. This creative outlet became his sanctuary, helping him
approach each day with renewed energy and focus. He also made changes to his
diet, opting for healthier meals that would sustain him through long days without
leaving him feeling drained.

At home, Shalini became the pillar of strength that held the family together.
Despite her own worries, she took on the role of caregiver for Ravi's mother with
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love and compassion. Shalini's dedication was unwavering; she managed the
household, took care of the children, and provided emotional support to Ravi. Her
relationship with her mother-in-law deepened as she spent hours by her side,
helping her with physical therapy exercises and ensuring she felt comfortable and
loved.

Ravi was deeply moved by Shalini's resilience and care. He realized that he
wasn’t alone in this journey and with Shalini by his side, they could overcome any
challenge. He began to share the responsibilities at home, making sure to spend
time with his mother, helping with her rehabilitation, and being present for his
children.

At work, Ravi began to delegate tasks more effectively. He had always been a
perfectionist, believing that he needed to handle everything himself to ensure it
was done correctly. However, he realized that trusting his team and empowering
them to take on more responsibilities was not only good for them but also
essential for his own well-being.

The Results: A New Balance

The changes Ravi made had a profound impact on his life. At work, he found that
he was more productive and focused. By delegating tasks and managing his time
better, he was able to complete the audit on schedule without sacrificing his
health or his family time. His colleagues noticed the change in him and were
inspired by his ability to balance his professional responsibilities with his personal
life.

At home, the difference was even more significant. Shalini and the children were
happier, and Ravi's bond with them grew stronger. He was no longer the distant
father and husband who was always too busy; he was present, engaged, and
supportive. His mother’s health gradually improved, and the experience brought
the family closer together.

As for his passion for painting, Ravi found that it became more than just a hobby.
It was a form of therapy, helping him manage stress and maintain a clear mind.
The colours, the brushstrokes, the act of creation—everything about painting
brought him a sense of peace that he had long forgotten.
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The Lessons: What Ravi Learned
Ravi's journey taught him several important lessons that he continues to live by:

1. Prioritize What Truly Matters: No job is worth sacrificing your health or your
family. It's important to set boundaries and prioritize what truly matters in life.

2. Delegate and Trust Your Team: You don’'t have to do everything yourself.
Trusting others and allowing them to contribute not only lightens your load
but also helps others grow.

3. Take Care of Your Health: Physical and mental health are crucial for long-
term success. Regular exercise, a healthy diet, and time for self-care and
calm is essential, not optional.

4. Pursue Your Passions: Hobbies and creative outlets are vital for
maintaining balance. They provide a break from work and help rejuvenate
your mind and spirit.

5. Communicate Openly: Whether it's with your employer or your family, open
communication is key. Don’t be afraid to ask for help or to share your
challenges.

6. Be Present: Work will always be there, but moments with your loved ones
are fleeting. Make time for them and be fully present when you’re with them.

Conclusion: Inspiration for All

Ravi’s story is a testament to the fact that work-life balance is achievable, even in
the demanding world of Chartered Accountancy. It requires conscious effort,
prioritization, and the willingness to make changes when necessary. For every
Chartered Accountant facing similar challenges, Ravi’'s journey offers hope and
inspiration. It's a reminder that while the demands of the profession are high, so
too are the rewards of a balanced and fulfilling life.

Context for the Book: Navigating the Demands of Chartered
Accountancy

The world of Chartered Accountancy requires precision, responsibility, and often,
intense pressure. It is a profession that demands the highest levels of dedication
and expertise. However, as the story of Ravi illustrates, the demands of the job
can often lead to an imbalance that affects not only the individual but also their
families, health, and overall well-being.
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This book is designed to address these challenges head-on. It is not just a guide
on managing workloads or improving productivity, but a comprehensive approach
to achieve a balance between professional success and personal fulfiiment.
Through real-life stories, practical tips, and expert advice, this book will explore
the many facets of work-life balance specifically tailored for Chartered
Accountants.

The content is structured to help the readers identify the signs of imbalance at an
early stage, equip them with strategies to regain control and provide inspiration to
maintain this balance in the long term. Whether you are a seasoned professional
or just starting your journey in Chartered Accountancy, this book offers valuable
insights to help you navigate the complexities of the profession while ensuring to
lead a fulfilling, healthy, and well-rounded life.



Chapter 1
Work-Life Balance and Life Quality

1.1 Introduction

One of the crucial topics that people face nowadays is the organization of work
and personal life within today’'s working world and increasing pressure. The
management and working schedules or working responsibilities of Chartered
Accountants and other professionals are usually demanding and have time-
specific tasks and chores to complete. This chapter therefore entails introducing
the aspect of work-life balance and what goes beyond the concept, its
significance, evolution, and centrality in the lives of working finance
professionals.

1.1.1 Defining Work-Life Balance

Work-life balance is the process of attaining a healthy strike between work and
other important aspects of life. It implies the proper allocation of time, effort, and
other tasks, to do the work and personal chores in the best possible manner. As
a matter of fact, professionals need to strike this balance as their jobs are often
rigorous. While working on a project, they occasionally require working more
when the deadline is near and office hours are long. It therefore becomes even
more important to adequately balance their working and family lives.

Having a sound work-life ratio has a positive impact on the physical and mental
health of anyone. It also lowers stress levels, increases job satisfaction, and
leads to higher productivity and better relationships. The digital environment in
today’s world complicates the boundary between work and personal life, hence it
has never been more important to draw the line. With more people working from
home, having flexible working hours, and dealing with international markets, the
nine-to-five, working in time has become a thing of the past. Thus, the remaining
factor is self-discipline for a better life, which probably has made it important to
establish order for a better life.

1.1.2 Historical Perspective

There can be noted striking differences in the idea of managing the work and
personal sphere to correspond to the change in values in society, the economy,
and advanced technologies.
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Around the 1950s, employees started focusing on better conditions and rules at
work. People began to talk about relevant work schedules and work
requirements. At lots of places, working eight hours a day and having weekends
off became the norm. This gave employees more time to spend with their
community and manage personal goals. With the beginning of the 2000s, society
changed a lot as more families had both parents working, technology advanced
and corners of the world were more connected. This changed how work happens.
The traditional structure of working from 9 to 5 diminished with the onset of new
digital technology letting people work flexibly from home and across different time
zones. While this gives people more freedom, it also makes it tough to keep work
separate from personal life. This leaves people more stressed out and tired.

Nowadays the focus on healthy work-life balance has shifted with the help of
organizations' good work-life policies, people’s changing choices, and
expectations. People are also trying to manage their time better, set clear
boundaries, and focus more on personal goals. This way of thinking makes
people happier and helps the company do better.

1.2 Work-Life Balance for Professionals

Chartered Accountants and finance professionals often find it hard to manage
work and personal time together. Their job requires them to be careful, work
hard, and put in long hours, especially during peak seasons like financial year
end, tax season, and audit days.

Helpful tips and ideas to manage work-life balance:

1. Time management: Put the tasks in order based on urgency, priority, and
importance. Try using calendars, to-do lists, and apps that keep track of
time to keep up with the work. Set aside specific time for focus hours,
meetings, and breaks to keep the work schedule steady.

2.  Drawing Lines: Set aside specific time for work and personal life. Inform
colleagues and clients about these limits. For instance, don't look at work-
related chats when you're with your family or late at night to make sure you
have time just for yourself without any interruption.

3. Flexible Working Arrangements: Try to have more hours for personal life
as soon as work is completed by indulging in a hybrid setup of work from
home whenever possible. This helps you deal with personal tasks better,
creating a good mix of work and life. Example: If you wind up work earlier,
then you can spend more time with your family.
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4.

Delegation: Try assigning jobs to your junior team members. It helps to
manage the workload, brings up leadership qualities, and gives your team
more power, helping them feel confident and get better at their jobs. For
professionals, it's important to assign minor tasks to their subordinates for
their learning and work management.

Health and Well-being: Put your body and mind health at the top of your
list. Work out, eat healthy food, and sleep enough. Acts like meditation and
yoga can help you relax and focus better. Consistent efforts are the key to
good health.

Keep Learning and Growing: Don't stop learning about your job. Stay up
to date with trending areas in your field. This will make you better at what
you do and help you to work in smarter ways. In the end, this could help
you have a better balance between work and your personal life.

Interesting Facts

1.

Mixing Work and Life: The research carried out by ICAEW revealed that
70% of the accountants interviewed believe that one can see the best of
both worlds regarding work and personal life. But they are not easy to get
as you have to struggle for it and your organization has to support you as
well.

Technology as a Helper: Technology does help in easing cases of work-
life balance. Like online accounting programs to do the accounting, apps,
and tools to manage and coordinate projects and work online help to make
some tasks faster and do away with dull and recurrent office chores.

Being Present at Work: Doing things to stay focused during the day can
lower stress. Quick exercises like taking deep breaths, sitting still for short
quiet breaks, or walking while paying attention to your surroundings can
help you concentrate better and feel good overall.

Always Getting Better: Trying to always improve can lead to better ways
of working and carve out more productive time. Track your schedule of
work, envision change, and then find and implement the most suitable
routine.

1.3 Conclusion

Getting a good work-life balance isn't easy. It's something you must keep working
on and thinking about. For finance professionals, this means juggling a tough job



Work-Life Balance and Life Quality

while still taking care of themselves and being happy. This book looks at different
ways, tools, and ideas to help people in finance deal with how crazy life can be
these days. It tries to show how to make work and personal life fit together better.
By getting the basics, one can start to make their life more balanced and
satisfying.



Chapter 2
Checking Work-life Balance

2.1 Introduction

Work-life balance begins when you know yourself and take a good look at how
things are now. This discussion will show you different ways to check if you're
balanced, find areas that might be off, and choose what's important to make your
work and personal life fit together in a way that feels good to you.

2.2 Ways to Check Work-life Balance

Tools to check yourself help you see how your work-life balance is doing. They
give you a clear way to look at different parts of your life and see how they mix
with your work. Here are some common tools people use to check themselves:

5.

Wheel of Life: The Wheel of Life paints a picture of your life breaking it
down into different areas like your job, health, connections with others, and
personal development. You rate each area based on how satisfied you feel
with it. This creates an image that shows how balanced your life is.

Example: Picture your life as a wheel with spokes for each area. If some
spokes are shorter than others, your wheel won't roll. This tool helps you
figure out which parts of your life need more attention.

Work-Life Balance Quiz: Online quizzes and surveys ask about your job
hours, stress personal time, and how content you are in different areas of
your life. These tests give quick tips and insights to get better.

Example: A quiz might ask how often your job stresses you out or how
much quality time you spend with your family. Your answers help pinpoint
areas where you might need to make required changes.

Time Tracking Apps: Time-tracking apps or diaries can make you realize
and track exactly how you use your time each day minutely. This data can
reveal patterns like pulling too many hours at work, not giving enough
attention to hobbies, or frittering away free time.

Example: Tools like Toggle or Rescue Time can tell you how many hours
you spend related to work versus personal activities. This info helps you
tweak your schedule to get a better balance.
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Thinking Exercises: Simple exercises to think about yourself like writing
prompts or guided questions help you look inside at your feelings, what
stresses you out, and what makes you happy both at work and in your
personal life.

Example: Writing down what made you feel good or stressed each day
gives you ideas about the changes you need to make to get a better
balance.

2.3 Spotting Imbalances

Once you gather info from self-assessment tools, you need to find areas that
aren't balanced. These imbalances can pop up in different ways such as:

1.

Time Allocation: Is the time spent at work much longer than the time
spent on personal work, beautifying or relaxation, and so on?

Example: If you go to work five days a week and spend most of your nights
at the office while missing out on favourite meals with the family or gym
classes, then it is about time you reconsider your working schedule.

Emotional Well-being: Are you too tired to do anything after work
because your job causes too much stress?

Example: Always feeling overly wanting to do things you like or hang out
with friends can mean your job is sucking up too much of your emotional
energy.

Physical Health: Are you missing workouts, good food, or enough rest
because of your job?

Example: When you skip meals or don't go to the gym because of work, it
can mess up your health and make you less happy.

Personal Growth: Have you put off any goals to improve yourself or
things you like because work stresses you out?

Example: If you've stopped investing in hobbies you enjoy or learning new
things, you might need to think about what's important to you.

To see these problems, you need to be real with yourself and open to seeing
where you need to make changes. Keep in mind that having everything perfectly
balanced isn't going to happen; instead, try to have a life that feels good, and you
can keep up for a long time.

1
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2.4 Setting Priorities

Setting priorities means putting your actions in order based on what you care
about and want to get done. Here's how you can choose priorities that count:

1.

Values Clarification: Find out what is precious in life. It can comprise
items such as relations, health, doing a good job at the workplace,
changing for the better, and even more.

Example: If family time is on the list of priorities, you might ensure that you
will be leaving work early enough so that you can join your family for
dinner.

Goal Setting: Once you know your values, establish measurable and clear
goals that you can align for the workplace and your home. It must be
added that these goals should be something one is capable of doing and at
the same time these should be challenging enough to help one to
progress.

Example: Let's say ensure going for a workout at least three times a week,
so you can focus on your health to be a priority while performing your work
responsibilities.

Action Planning: Divide goals achievable in small steps. Set goals which
are doable and break them down into small steps. Determine what you can
do on a daily, weekly, and monthly basis to gradually achieve work-life
balance in your life.

Example: If you want to enhance your health, it is recommended that you
should plan for your meals and physical activities.

Review and Adjust: Check on your goal frequently. It could therefore
come at a time in your life when what you consider important in life
changes and thus may require a change in balance.

Example: That is when you are beginning a new hobby or you start a new
job you should look at your schedule once more. This is good because it
can assist you in finding some time for your new hobby without destroying
your schedule.

2.5 Case Study

Neha who is a Chartered Accountant in her 30s also expressed more concern
and self-reported support for work to family conflict. She said she would self-
assess her life condition by using the Wheel of Life. Here's what she found:

12
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. Career: Neha thought her job was pretty good but she noticed she was
working way too much. She often stayed late to finish her work on time.

Tip: Neha got better at giving jobs to others and keeping track of her time.
She also set rules for when she worked.

. Health: Her health was worse than she thought it would be. She didn't
work out much and ate a lot of fast food because she was busy.

Tip: Neha started to make meals ahead of time and put workouts in her
schedule. This helped her eat better and exercise more often.

° Relationships: She noticed her friends and family weren't as close to her
anymore. She often said no to plans at the last minute because of work.

Tip: Neha began to plan special times each week to be with family and
friends. This made sure she had good moments with people she cared
about.

o Personal Growth: Neha realized that she no longer did things that made
her happy such as reading books as well as gardening.

Tip: She included allocating her time on weekends to do hobbies that made
her balanced and happy.

Views on her life were followed by Neha choosing to focus on getting balance
back in her life. She was discussing with her clients to have her work hours more
regular, besides joining a gym class twice a week, and ensuring that she spent
quality and sufficient time on weekends reading and taking care of the garden.

When Neha starts to symbolically prove what she is interested in, she becomes
less stressed, gets along with people, as well as regains the meaning of her work
and life.

2.6 Conclusion

Updating our work-life balance isn’t something that is done merely. It is a process
in which you start watching yourself and make a shift, when necessary. It's
possible to use tools to regulate and ascertain determinations concerning things
to work on and what is valued. This is efficient in helping you do something to
design your life into something more meaningful and fulfilling.

13



Chapter 3
Quality of Work Life

3.1 Introduction

In the contemporary world where knowledge is the key to smart jobs, it also calls
for higher engagement of employees’ brains. From the responses received, CAs
as well as other finance professionals put in duty time of more than 60 hours a
week. This can make it difficult to perform hobbies, and personal interests, and
even do their job effectively.

To be happy at work and feel good overall, it's key to balance work with other
parts of life. A good life needs both love and work to be in sync. As our economy
changes to focus more on knowledge, the way we experience work has changed
a lot too.

Meaning of Quality of Work-Life

Quality of Work Life (QWL) has to do with how good a job setting is for
employees in an organization. Earlier, employees were expected to finish work in
a good way. Now, the focus is shifted to the wants of employees too. Employees
want different things these days, so jobs are changing to make work life better.
It's not just about money and having a place to work anymore. Now, we also think
about how people feel and what they need to be happy at work.

QWL is becoming more important to manage people at work. It's about making
the work environment more human-friendly, treating each person as an individual,
and changing how things are run to meet what employees need in their hearts
and minds. When QWL is good, productivity improves and people have more
satisfaction with their jobs because they are more involved with what they are
doing.

QWL entails many aspects of a person’s work, such as wages and promotions,
job security, and the environment and relations with other employees and
colleagues. It tries to create a job setting that works well for employees, making
sure their work means something and makes them happy.

3.2 What Quality of Work Life Includes

QWL has many parts that look at different things that employees need such as:
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Compensation: People need to get paid for their work. There should be a
good balance between skills, hard work, and pay so people feel satisfied at
work.

Hygiene and Safety: It's important to have a safe place to work without
dangers. Working reasonable hours, keeping things clean, and having
clean air all help make a healthy workplace.

Job Security: One should feel like his job is safe and not worry all the time
about losing the job in the future.

Joh Design: Job design needs to be set up in such a way to meet what the
organization needs but also to give employees interesting and satisfying
things to do. To make work life better, it's key to let people make some
choices, have some control, get feedback when they need it, and use
different skills.

Social Integration: Employees should feel like they belong and are valued
at work. Building strong teams and getting rid of unfair treatment helps
everyone fit in better.

Social Relevance of Work: Organizations should invest in CSR activities
and do some good for society. As they use resources in the way of
infrastructure and human capital from society. They should make
employees feel good about themselves.

Career Opportunities: Organizations should help employees get better at
their jobs and move up. This helps both the employees and the company
grow.

3.3 Principles of Quality of Work Life

N.Q. Herrick and M. Maccoby found four main ideas to make work more human
and improve how people feel about their jobs:

1.

Security: Employees need to feel safe in their jobs. They shouldn't have to
worry about losing their job or not having enough money.

Equality: Work and pay should match up fairly. No one should face unfair
treatment, and profits should be shared in a way that's right for everyone.

Individualism: Employees need chances to grow both as people and in
their jobs. They should have a say in how fast they work and how they do
things.

Democracy: Employees should get more power and responsibility. They
should be able to take part in making big choices.
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3.4 Quality of Work Life (QWL) for Chartered

Accountants

Quality of Work Life (QWL) means how good a job setting is for people working in
an organization. For Chartered Accountants, QWL includes things like job
security, work conditions how people get along, and organization culture. Let's
take a closer look at how QWL affects finance professionals and some easy tips
to make it better:

1.

Workplace Setting: A good work setting is key to liking your work. Make
sure your work area is comfy, has good light, and helps you get your work
done. If you work from home, set up a different office set up to avoid any
usual distractions.

Interpersonal Relationships: Build strong bonds with colleagues and
clients. Good interactions can make your work more enjoyable and less
stressful. Regular team activities and open talks can help create a
supportive work environment.

Organizational Support: Bosses should see how important QWL is and
put rules in place to support it. This means giving chances to learn new
skills offering help for mental health, and pushing for a good balance
between work and life.

Personal Growth: Do things that help you grow and feel fulfilled. This
could be doing hobbies helping others or hanging out with family and
friends. For CA trainees, it's very important to balance study time with fun
activities to stay motivated and healthy.

Performance and Productivity: A good QWL makes professionals do
better work. When people feel like they matter and get support, they care
more about their jobs. For Chartered Accountants, this means they make
fewer mistakes, work faster, and make clients happier.

3.5 Ways to Make Work Life Better- As an Employee

To improve QWL, both employees and employers need to try. Here are some
good ideas:

1.

Work When You Want: Letting people choose when they work, like coming
in early or late, or doing longer days to get a day off, helps them balance
their job and personal life.

Job Redesign: To make jobs more fun and challenging and meet
employees' higher-level needs.
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10.

1.

Opportunity for Development: To give chances for career growth gets
employees excited and boosts their loyalty.

Autonomous Work Groups: Teams that run themselves let employees
make choices, which improves their duty and involvement.

Employee Participation in Management: To include employees in big
choices through group talks, idea boxes, and other ways to join in makes
work life better.

Job Security: Making sure jobs are stable helps improve work-life quality.
When people know their jobs are safe, they work better and feel more at
ease.

Equitable Justice: Being fair with discipline, promotions, and job tasks is
key to keeping work-life quality high.

Rewards and Praise: Noticing and rewarding good work gets employees
excited.

Direct Interaction: When bosses and employees interact, it helps in
building trust and makes employees feel sure about things.

Career Discussion: To show employees that the employer cares about
where they're headed, it's good to talk about ways they can grow in their
jobs.

Challenging work: To keep employees interested and happy, it's smart to
give them new activities to do and chances to learn.

3.6 Factors affecting Career Satisfaction

A bunch of factors can make your job better or worse, like:

1.

How You Think: Your confidence, skillset, experience, excitement,
motivation, attitude & curiosity play a major factor in deciding your
satisfaction at work.

Where You Work: It's very much important to have a place that's safe and
good to work in, no matter if you're using machines or talking to people.

Chances to Grow: Jobs that let you learn new things, provide challenging
work, and get better at what you do make work life way better.

What Your Job Is: The tough parts of your job and what you have to do
can change how good your work life is.
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5.  Other People: How you get along with the people you work with, your
bosses, and the people you help makes a big difference in how your job
feels.

6.  Stress Level: Dealing with mental, physical, and emotional stress matters
a lot for a good QWL.

7.  Career Prospects: Chances to move up and grow in a job keep
employees motivated.

8.  Challenges: Work that pushes and engages employees helps them stay
happy and driven.

9.  Growth and Development: Employers need to give chances for growth to
keep their best employees.

10. Risk and Reward: How much risk and reward balance out affects how
happy people are at work.

3.7 Conclusion

A good QWL has an impact on employee motivation and their ability to handle
work and personal life well. It helps to reduce stress, make people happier at
work, and improve productivity. Organizations that care about QWL can bring in
and keep good employees, which leads to doing well in the long run. A business
that gives chances to match employees' abilities and goals flexible hours, and
extras like working from home shows good QWL. More perks such as health
plans and different kinds of time off also help employees feel safe and okay.
Good QWL helps to bring in and keep skilled people, reduce work delays, and
boost how well the whole organization does. By caring about QWL, businesses
can make a workplace that helps people grow in their personal lives and jobs
leading to doing well for a long time.
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Chapter 4
How to Handle Stress

4.1 Introduction

Stress is always present in the modern world with heaping burdens to attend to. It
affects our productivity at work and disrupts our schedule at home. The surveys
revealed that accounting professionals noted high levels of pressure linked to
time, expectations from the clients, and precision. Handling stress is about the
right things to do to know what causes stress issues, how to handle it differently
and incorporate some relaxation into your day. Stress well managed makes one
healthier and leads to a happier life.

4.2 Spotting Sources of Stress

One must be able to identify stress agents before learning how to handle stress
properly. Stress can be work-related, family problems or issues, or anything that
is happening in the environment. Here's a list of common things that stress
people out and how to spot them:

4.2.1. Job Stress

. Too Much Work: Waking up to numerous chores and realizing that there is
little time to complete all such work results in the feeling of being
overwhelmed.

. No Say in Things: It is rather confusing when in a workplace you can
hardly influence something or have a say in decision-making, which, of
course, causes stress.

. Fighting with People: When one cannot get along with some of the co-
workers, or even the immediate superior, working becomes very
uncomfortable.

o Worrying About Job: Having uncertainty regarding the job that one would
be holding or the future of one’s profession, causes stress.

4.2.2. Personal Stress:

. Relationship Problems: It is very common for emotions to be affected by
an argument with a family member, a friend, or a partner.

o Money Troubles: Money concerns, owing someone money, or not having
a fixed source of income can affect anyone.
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. Health Problems: Especially when you’re sick or struggling with your
mental health; it just makes all of life more difficult.

° Big Life Changes: Getting a new home, a divorce, or losing someone can
break you down.
4.2.3. Environment Stress:

. Loud Places and Crowds: Being in noisy areas or squished with too
many people can make you feel on edge.

) Getting to Work: Long drives or being stuck in traffic can start your day off
on the wrong foot.

J Physical Environment: Uncomfortable work or living spaces can affect
your mood and stress.

4.3 Ways to Deal with Stress

After you know what stresses you out, it's key to develop good ways to handle
stress and stop it from taking over. Here are some proven methods to think
about:

4.3.1 Being Present and Meditating

Mindfulness: Live in the moment without judging. You can try activities like
breathing deep checking out your body or walking with focus to chill out and relax
more.

Meditation: When you meditate often, it helps you to stay cool, pay attention
better, and lower signs of stress in your bodly.

4.3.2 Physical Activity:

Run, walk, do yoga, or swim; get your heart pumping. It is healthy psychologically
because, during a workout session, the body synthesizes endorphins that
improve moods and decrease stress hormones such as cortisol.

4.2.3 Healthy Lifestyle Choices:

Watch what you eat and consume several servings of fruits and vegetables,
whole grain products, and lean meats. Coffee, alcohol, and sugars are best taken
in moderation to prevent stress which is caused by their excess intake.

Get enough sleep. Ideally, when you go to bed at night strive to go for 6-7 hours
so that you may have ample energy and a sharp brain during your next working
session.
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4.2.4 Managing Your Time:

Reduce the amount of stress from the deadlines and too much work by improving
the management of your time. Learn what must be done to figure out what is
most important, set achievable goals, and then ask for help where you can.

4.2.5 Getting Help from Others:

This phenomenon can also be cultivated by asking those you meet in everyday
life, be it friends and family or coworkers and other acquaintances. Discussing
with others; information about what you think or how you are feeling or things that
are bothering you assists in giving you a better view of things.

4.2.6 Cognitive Behavioral Techniques:

Question negative thinking and swap it with more realistic and upbeat views.
Work on problem-solving to tackle stress and come up with good fixes.

4.4 Ways to Relax

Adding relaxation methods to your day can cut down on stress and boost how
you feel overall. Here are some cool ways to get relaxed:

4.4.1 Breathing Deep:

Try deep breathing by taking in air through your nose holding it for a bit then
letting it out through your mouth. Do this a few times. One can follow the
Pranayam rules too.

4.4.2 Relaxing Your Muscles Step by Step:

Physical Medicine and Rehabilitation (PMR) works by tightening and loosening
different muscle groups one after another. You start at your feet and go up to your
head trying to let go of tension in each muscle group.

4.4.3 Guided Imagery:

Picture a quiet and relaxing place, like a beach or woods. Think about what you
might see, hear, and smell there to help you chill out and feel less stressed.

4.4.4 Yoga:

Join yoga classes that mix body movements with slow breathing and focus
techniques. These activities help you relax and get more flexible.
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4.4.5 Massage Therapy:

Book regular or periodic massages to loosen tight muscles boost blood flow, and
help you chill out. You can even rub your own palm muscles and face muscles to
feel less stressed.

4.4.6 Walks in Nature or Outdoor activities:

Get outside, like walking in a park, planting saplings, or climbing hills. Being in
nature can make you less stressed and happier.

4.5 Case Study

Priya, a big-shot manager and money expert in a big Indian company always felt
pressured by tight deadlines, people’s expectations, and having to travel all the
time. Here's how she changed the way she dealt with stress:

. Finding Source of Stress: Priya wrote down things that stressed her out
in a notebook. She figured out that tight deadlines, staying late at work,
and not having time for herself were big problems.

. Dealing with Stress: She started doing mindfulness meditation every day.
She also practiced breathing exercises and took quick breaks during work
to recharge her energies.

o Getting Active: Priya made sure to exercise. She did yoga in the mornings
and went for walks on weekends to shake off stress and feel better.

o Making Good Choices: She paid attention to what she ate, chose healthy
food, and had less coffee to keep her energy steady all day long.

. Work-Life Balance: Priya drew a line between work and personal time.
She promised to hang out with her family more and do fun activities
outside of work.

Priya kept using these ways to handle stress, and it paid off. She felt less
worried, could focus better at her job, and just felt better overall. She figured out
how to take care of herself and keep a good balance between work and life even
when her job asked a lot of her.

4.6 Conclusion

A good balanced life calls for effective stress management in a person’s life. This
is achieved by determining what causes stress in your life, finding ways how to
handle stress, and ensuring you find time to rest within a day. This makes you
start feeling better as a person and lowers your stress level. To find what stresses
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you out, try keeping a stressful diary for a couple of weeks. Write down situations
how you feel, and how you react to spot what triggers your stress often. Knowing
this helps you come up with specific ways to handle or get rid of stressors when
you can.
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Chapter 5
Setting Healthy Boundaries

5.1 Introduction

Setting limits plays a key role in keeping work and life in balance and protecting
your health. This chapter looks at why setting limits matters, ways to set them up
and make them stick, and handy tips to handle what people expect from you at
work and in your personal life. Having clear boundaries limits work from taking
over your personal life and the other way around, which is good for your mind
and emotions.

5.2 Separating Work and Life

Work-life limits show where your job duties end, and your personal time begins.
Here are some ways to create and keep work-life limits:

1.

Set Your Limits: Ensure setting specific hours for work and personal life
and not mixing or overdoing either of them. Set healthy rules like you might
decide not to look at work emails after 7 pm.

Talk It Out: Let your boss, colleagues, and customers know about your
boundaries. Be firm but nice when you tell them what you need and try to
understand their side too. For example, tell your team you won't be around
for calls after 6 in the evening.

Limit screen time: Come up with some guidelines for using gadgets when
you're not working. Think about switching off work email alerts, picking
certain times to check your inbox, or having different devices for work and
personal activities. These stops work from consuming all the time and lets
you take a break from it.

Try Time Management Tricks: Put the most important work tasks first
during your shift to cut down on extra hours. When you manage your time
well, you feel less stressed and can leave work when you're supposed to.
Tricks like the Pomodoro method or blocking out chunks of time can help
you get things done.

Team Up and Share Tasks: Don't try to do everything by yourself. Ask
colleagues to help out and work together on big jobs. This keeps you from
getting stressed out and makes the workplace more friendly. Let's say
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you're swamped with a project - instead of struggling alone, reach out to a
teammate for a hand.

5.3 How to Say No Without Feeling Bad

It's incredibly important to know how to turn things down in order to protect your
time, energy, and what's important to you. There's always a way to say no without
feeling guilty:

1.

Check Each Demand Carefully: For each task, ask yourself how it aligns
with what you want to achieve, what you think is most important, and what
you are capable of doing. If something doesn't align with your main goals,
it may be best to let it go by.

Stand Your Ground: No means no to requests to do things that won't align
with what someone is doing or their personal life. Example: "Thanks for
thinking of me, but | just can't take on this job right now. I'm already
swamped."

Offer Alternatives: When possible, throw out other ideas or schedules
that may work better for you. For example, "l can't get this done by Friday,
but | could have it ready by next Tuesday."

Draw Lines Like a Pro: Tell people about your limits in a professional way.
Let them know you're saying no because of the work you already have or
things going on in your life. This helps others understand why you're
saying no and respect your boundaries.

Take Care of Yourself: Make self-care a top priority to stay strong and
confident when setting and keeping boundaries. Working out, getting
enough sleep, and doing things you enjoy can help you handle stress
better and stick to your boundaries.

5.4 Managing Expectations

Setting and managing expectations is important in reducing stress and
maintaining good relationships with others in personal life and at work. Here are
some ways to achieve this:

1.

Be Open and Transparent: Let people know what to expect of you, what
you will deliver when you will do it, and when you will be available. Never
promise more than you are capable of doing and be real about what you
can achieve.
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2,

Know What Others Want: Talk to your colleagues, customers, and family
to make sure you're on the same page. This helps stop mix-ups. Ask them
questions to get what they need and when they need it.

Talk It Out When You Need To: If people want too much or different
things, try to find a middle ground that works for everyone. Like, if a
customer wants a report super-fast, chat about a date that's more doable.

Draw Boundaries: Set limits at the start of relationships or projects. This
creates a base for getting each other and showing respect. Doing this can
stop fights and stress later.

Listen Carefully: Pay attention to what others expect and worry about.
Show you their point of view while also making clear what you can and
can't do. Talking well helps build trust and respect.

5.5 Case Study

Rahul, who works as an accountant at a big company in Mumbai, had trouble
keeping his work and personal life separate. He always had to meet tight
deadlines and go to lots of meetings with clients. Here's how he changed the way
he dealt with this problem:

Setting Limits: Rahul figured out when he worked best and put limits on
his work hours to cut down on extra time. He chose to work from 9 AM to 6
PM and told his team and clients about these hours. Rahul also made a
rule to stop checking emails after 7 PM unless something urgent came up.

Learning to Say No: Rahul started to turn down extra projects that didn't
fit with his department's big goals or what he could handle. For instance,
he said no to a project that would need work on weekends telling them he
wanted to keep a good balance between work and life. Instead, he decided
to focus on the most important tasks to stay on track and do a good job.

Managing Expectations: Rahul made project timelines and deliverables
clear to clients and stakeholders from the start. He kept communication
lines open to deal with any changes or problems right away. For example,
he set up regular meetings with clients to keep their expectations in check
and give them updates on how things were going.

Self-Care Practices: Rahul made sure to take care of himself by doing
things like running and meditating to cut down on stress and get tougher.
He signed up for a local running group, which didn't just help him stay in
shape but also gave him a chance to hang out with people. These habits
helped him recharge and keep a good attitude while dealing with work.

26



Setting Healthy Boundaries

By keeping with his boundary-setting plans, Rahul got a better handle on his work
and personal life. He liked his job more and had stronger ties with his team and
clients. He found he got more done during work hours and could enjoy his free
time without always stressing about work.

5.6 Conclusion

Setting boundaries plays a big role in getting a good work-life balance. When you
set clear lines between work and life, learn to say no, and handle what people
expect from you, you can guard your time, energy, and health. Discussions show
how important these methods are and how they can change your job and
personal life for the better. Further, we'll look at ways to use workplace flexibility,
boost health and wellness, build support networks, and learn from real-life
examples. All these things help to create a complete plan for keeping a good
work-life balance that lasts.
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Chapter 6
Workplace Flexibility

6.1 Introduction

These days, it's very important to have a good balance between work and life. A
major helping element behind achieving it is the flexible workplace. This chapter
looks at different ways to make work more flexible like working from home, having
flexible hours, and sharing jobs. It explores how finance professionals can utilize
some useful tips and ideas to make the most of these flexible work setups. This
can help them get more work done in less time and feel better overall.

6.2 Remote Work

Remote work lets employees do their jobs from places that aren't formal offices.
For CAs, who often work with detailed financial numbers and talk to clients,
working from home can be a good choice if done right. Here's how to make
remote work better:

1.  Tech Setup:

Good Internet: Make sure you have internet that doesn't disrupt. For
example, getting fast-speed internet can avoid network problems when
you're doing important work.

Computer Programs: Use professional accounting programs and team
tools like Microsoft Office 365 or QuickBooks to handle money info well.

Safe Talking: Use secure ways to chat like encrypted email or VPNs to
keep money info safe.

2.  Way of communication:

Rules: Tell people when you're free to talk. For example, let your team and
clients know your work hours and how you like to chat (email, video calls).

How Fast You Reply: Make rules and schedule about when to respond to
mails in a day.

3. Getting Things Done:

Care About Results: Instead of counting work hours, try to get specific
things done like making money reports or finishing tasks for clients on
time.
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Objectives and Milestones: Make your goals clear. Some examples are
finishing monthly finance audits or getting yearly tax papers ready. Keep
an eye on how you're doing often.

Workspace Setup:

Special Area: Make a work spot at home that helps you focus. For
example, get a comfortable chair and desk to work better.

Avoid distractions: Make sure your work area doesn't have things that
might take your attention away from your work tasks.

Mixing Work and Life:

Setting Limits: Keep your work time and personal time separate. Try
things like having set work hours and taking breaks now and then to avoid
getting too tired.

Daily Routine: Come up with a routine for each day. Include time to work,
exercise, and chill out. This helps keep your work and personal life in
check.

Regular Check-ins:

Virtual Meetings: Set up online meetings with your team often. Talk about
what you've done, share updates, and fix any problems. You can use apps
like Zoom or Microsoft Teams for these meetings.

Support and Feedback: During these meetings, offer help and ask how
everyone's doing with working from home.

6.3 Flexible Working Hours

Flexible working hours let employees change their schedules in a way to fits their
personal goals better. This can help CAs manage different tasks like client
meetings, deadlines, and things they need to do outside of work.

1.

Core Hours vs. Flexible Time:

Core Hours: Have set times when everyone needs to be around to work
together. Like, make 10 am to 3 pm the time for team meetings and talking
to clients.

Flexible Time: Let people choose when to start and finish work outside
these main hours to align their personal activities.
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2. Performance-based Metrics:
Results-oriented: Look at how good the work is, not how long it took. For
example, check how accurate the money reports are or if clients are happy.
Clear Metrics: Make specific goals to see if people are doing well, like
getting things done on time or hitting money targets.

3.  Communication and Coordination:
Open Channels: Keep communication lines open to sync up schedules.
Apps like Slack or Asana can help manage team schedules and keep an
eye on progress.
Coverage: Make sure important tasks are handled at all times even when
team members work different hours.

4.  Employee Freedom:
Self-management: Let employees handle their own schedules while
making sure they hit deadlines and keep their work aligned. For example,
give them some wiggle room with work hours if they keep on the
progressive pace of projects.
Trust and Responsibility: Create a work environment where people trust
each other, and employees oversee managing their time and getting
results.

5.  Test Runs and Comments:
Put into Action: Try out flexible hours bit by bit to see how it goes. For
example, start with a couple of teams before you roll it out to everyone.
Get Input: Ask employees about their thoughts to check if flexible hours
are working and tweak things if needed.

6.4 Job Sharing

Job sharing is when two or more employees split the duties of one full-time job.
This setup can give Chartered Accountants more freedom and a better work-life

mix.

1.

How to Set Up and Split the Job:

Task assignment: Spell out what each person sharing the job needs to do.
Like, one person could talk to clients while the other does the money
reports.

30



Workplace Flexibility

Accountability: Make sure both people sharing the job know what they
need to do and take responsibility for their part of the work.

Communication and Teamwork:

Working Together: Help job sharers talk to each other well to keep things
running. Regular meetings to hand over work can help keep everything
consistent.

Tools for Teamwork: Use apps like Google Drive or SharePoint to share
files and info easily.

Flexible Schedules:

Planning Work Times: Plan schedules so all important tasks get done.
For example, if one person works in the morning, the other could work in
the afternoon.

What People Like Think about what each person prefers and when they
can work. This helps make people happier at their jobs.

Learning and Growing:

Full Training: Give job sharers the training they need to do their work well.
This could mean teaching them how to use special accounting programs or
how to work with clients.

Always Helping: Keep offering ways for job sharers to get better at their
jobs and learn new things.

Oversee Quality of Work:

Looking at Both: Come up with ways to see how well both job sharers are
doing. Look at what they achieve together and what each person does on
their own.

Feedback Loop: Set up a way to check and tweak job-sharing setups
based on how well they work and how happy employees are.

6.5 Case Study

Probite Professionals LLP, a big-name advisory firm, ran into some problems
keeping their staff happy and productive as work piled up. To fix this, they started
doing things, like letting people work from home, choose their hours, and share

Working from Home: Probite Professionals LLP gave their employees
what they needed to work from home. They handed out laptops and
software tools and set up safe ways to talk to each other.
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Outcome: The staff felt happier and got more done when they could work
from home. Clear rules about talking to each other and measuring work
helped keep everyone on track.

Flexible Hours: The company lets people change their work times around
some main hours. They cared more about how much work got done than if
people worked at exact times.

Outcome: When people can choose their hours, it fits their lives better.
This made them less stressed and happier. Employees said they could
handle their personal life and work better.

Job Sharing: Probite Professionals LLP tested job sharing in teams where
work varied a lot. They taught and helped people who shared jobs and
made sure everyone knew what they had to do.

Result: When people shared jobs, work became more flexible and kept
going. Employees liked having a fair amount of work and being able to
handle their jobs and home life well.

Key Points:

Happier Employees: When Probite Professionals LLP started letting
people work in different ways, employees became happier and fewer
people quit.

Got More Done: Employees said they did more work and had a better
balance between work and home, which made work a nicer place to be.

Adaptability: The company showed it can adjust to flexible work setups.
This proved how good it is to meet different employees' needs and likes.

6.6 Conclusion

Flexibility at work, like working from home choosing your hours, and sharing jobs,
helps employees balance their job and personal lives better. It also makes them
happier. For working professionals, using these flexible work options can make
them more productive and satisfied with their jobs. It can also improve their life
overall. By using good strategies and learning from real examples, employees
can handle the changing work world and have a healthier balance between work
and life.
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Chapter 7
Health and Wellbeing

7.1 Introduction

There are significant impacts of good health and well-being on work-life balance.
A rigorous schedule and stressful work are frequent parts of the lives of many
working professionals. They should be vigilant about practices in every domain
that will help them support their body, mind, and surroundings. This chapter
considers areas where support can be given, along with some practical tips to
enhance well-being at work and home.

7.2 Physical Health

Physical health is very important in many ways for overall well-being. It affects
our energy levels, achievement of work, and the management of stress. Here are
the key ways to improve your physical health:

1. Exercise regularly

Exercise is a habit that should be practiced regularly. Walking, jogging, and
running build up your heart, whereas weightlifting strengthens your
muscles and bones. Stretching and yoga will provide one with the dexterity
to bend easily and show less stressful features. For sitting working
professionals, incorporating exercise into their day will keep body problems
at bay and give them more energy to face the day.

Example: Exercise for 30 minutes per day. You may be able to squeeze in
a lunchtime walk, or you can do a yoga session with an online instructor
after work.

2. Healthy Eating

It will help you stay healthy; try to include as much diversity in your meals
as possible with plenty of fruits, vegetables, whole grains, lean meats, and
good fats. Try to avoid foods that are highly processed with sugar and bad
fats that can make you tired and unproductive. If you're a CA who eats out
quite frequently or has weird meal timing, it may be really helpful to plan
and prepare balanced meals ahead of time.

Tip: Keep some healthy snacks—like nuts, fruits, and some yogurt—at
hand. This will make sure that you do not end up munching on junk while
working for endless hours.
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3.

Water Intake

Drinking sufficient water is essential to be full of energy and keeps your
brain in good condition. Try drinking at least 8 glasses of water every day.
If you forget to drink water because of continuous work, keep a bottle of
water on the desk to remind you.

Fun Fact: Not drinking enough water can make it hard to think straight and
mess with your mood. This is very important for those people who need to
be alert and focused on work.

Getting Enough Sleep

Good sleep allows the body and mind to recover and be clear. Get 7-9
hours of sleep each night for your brain to work well, as well as for your
body to stay healthy in general. A good sleep routine is easier if you go to
bed and get up at the same time every day.

Example: Shun your phone an hour before bed and all devices in general
for good sleep.

Regular Doctor Visits

Going to the doctor helps keep an eye on your health and catch problems.
Seeing healthcare providers often for check-ups and preventive care can
stop small health issues from getting bigger.

Tip: Make sure to book yearly health check-ups and vaccine shots to stay
healthy.

Comfy Work Setup

A comfy work area lowers the chance of muscle and bone problems and
makes you feel better. Fix your chair and desk to sit up straight and buy
comfy work devices if you need to.

Example: Put your computer screen at eye level and get a chair that
supports your lower back.

Dealing with Stress

Keeping stress in check is vital for staying healthy. Ways like being
mindful, taking deep breaths, and planning your time well can help loosen
up your body.

Tip: Take short breaks to relax or breathe to handle stress better.
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7.3 Mental Health

Mental health matters just as much as feeling good and getting things done. Here
are some ways to boost mental health:

1.

Ways to Reduce Stress

Try things like deep breathing, sitting quietly, or relaxing your muscles bit
by bit. These can help you deal with stress and think more.

Example: Begin your day by sitting for 5 minutes to start off calmly.
Balance Between Work and Life

Drawing lines between work and home life is key to a healthy mind. Don't
work after hours and make space for relaxation.

Tip: Pick certain times for work and personal activities and stick to them to
keep things separate.

Getting Help

Don't be shy to ask for help from workmates, friends, or experts when
things get tough. Talking about what's bugging you can make you feel
better and give you new ways to look at things.

Example: Join a workgroup or network where you can share stories and
get support.

Mind Tricks

Try mind tricks to challenge and change negative thoughts. This can help
you think more and bounce back better from hard times.

Tip: Think about your negative thoughts and try to swap them with good
ones. This helps you feel better about yourself.

Mindfulness and Meditation

Add mindfulness to your day to boost how aware you are, help you focus,
and make you stronger. It can make you concentrate better and feel less
stressed.

Example: Take a few minutes each day to do mindfulness activities, like
paying attention to your breathing or thinking about things you're thankful
for.
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6.

Professional Help

If you're always stressed or having mental health problems, talk to a
professional. Therapy and counselling can give you great support and
ways to deal with things.

Tip: Don't hold off until things get bad; asking for help can stop bigger
problems from happening.

7.4 Work Environment

The work environment has an impact on employee health and well-being. Here's
what to think about when making a healthy work environment:

1.

Physical Workspace

Make sure workspaces have good lighting, and airflow, and are set up
right. A comfy and useful workspace can boost productivity and avoid body
strain.

Example: Use desks that you can move and chairs that fit your body levels
to help work comfortably.

Workplace Culture

Create a helpful culture that cares about work-life balance and talking. A
good workplace culture helps employees feel happy and healthy.

Tip: To build a helpful work environment, try team activities and open
communication.

Flexible Work Options

Give employees options like working from home, changing hours, or doing
four-day weeks to fit their different needs.

Example: Let people work from home once or twice a week to help them
manage work and other life aspects.

Health and Wellness Programs

Start wellness programs like fitness contests, health workshops, and
counseling to keep employees healthy.

Tip: Check and update these programs often to make sure employees are
benefiting from them.
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Safety Measures

Put workplace safety first by fixing dangers, training people well, and
following safety rules.

Example: Do safety practice runs, mock drills and teach people what to do
in emergencies so everyone's ready.

Employee’s Engagement

Include employees in gaining opinions for decision-making and social
activities to boost job happiness and spirit.

Tip: Set up team events and ask employees how to make work better.

7.5 Environmental Health

Environmental health covers the physical and social parts of work that affect well-
being. Here's how to create a healthy space:

1.

Air Quality

Make sure you have good airflow and filters to breathe in a healthy and
clear space.

Tip: Check and fix air conditioners and heaters often to keep them working
right.

Noise Reduction

Put in place ways to make the workplace peaceful by using soundproof
materials and setting up quiet areas to make work easier.

Example: Try noise-cancelling headphones in open offices to avoid
distractions.

Natural Light

Let in as much daylight as possible in work areas to boost mood and
energy.

Tip: Put desks near windows or use special lamps if there's not enough
natural light.

Green Spaces
Add plants or green areas inside to help people relax and clean the air.

Example: Make a small garden or green spot in the office for employees to
chill out.
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5.

Safety and Security
Keep facilities secure and tackle dangers to create a safe place to work.
Tip: Often check safety rules and teach employees about security.

7.6 Striking a Balance Between Body and Mind

Health

Finding a middle ground between body and mind health is key for staying well
overall. Here are some ideas that work together:

1.

All-Around Wellness Plans

Give wellness plans that cover staying fit, eating healthy, handling stress,
and getting help for mental health.

Tip: Include wellness activities in the workday, like group workouts or
classes about being healthy.

Encourage Active Breaks

Push employees to take breaks often to move around, stretch, or do things
to relax.

Example: Start a 'move-around' rule where employees take quick walks or
do stretches every hour.

Food Learning

Give employees ways to learn about good food and healthy snacks to help
them eat better.

Tip: Have classes about eating healthy and put good food choices in the
work lunchroom.

Calm Thinking

Include activities that boast calm thinking like quiet time and stretching in
the work routine to reduce stress and help people focus.

Example: Set up weekly calm thinking reminders or give tools for people to
do it on their own.

7.7 Taking Care of Your Own Health

Getting employees to look after their health can create a good work environment.
Here are some ways to do this:
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1.  Health Check-ups

Give employees a chance to have health check-ups. This helps them know
how healthy they are.

Example: Set up yearly health events or let employees get health
screenings.

2.  Employee Assistance Program (EAP)

Offer private EAP services for talking to someone regarding mental health
help, money advice, and legal support.

Tip: Tell employees about EAP services and make sure they know the types
of facilities available under it.

7.8 Conclusion

Prioritizing health and well-being is essential for maintaining a balanced and
productive professional life. By focusing on physical fitness, healthy eating habits,
adequate sleep, and regular medical check-ups, individuals can sustain high
energy levels and effectively manage stress. Equally important is nurturing
mental health through stress-reduction techniques, work-life balance, and
seeking professional support when needed. Creating a supportive work
environment with ergonomic setups, wellness programs, and a positive culture
further enhances employee health and happiness. Ultimately, integrating these
practices not only fosters personal well-being but also promotes a vibrant and
resilient workforce ready to tackle challenges with vigor and clarity.
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Chapter 8
Creating Support Networks

8.1 Introduction

To have a good work-life balance, you need more than just managing your time
and being disciplined. You also need to create strong support networks to help
you deal with work problems and stay healthy. These networks come in different
forms, like family, friends, and professionals. In this chapter, we'll look at how
working professionals can build and use these support networks to live a
balanced and happy life.

8.2 Family Support

Family support often plays a key role in a balanced life. For professionals, who
deal with tough work schedules and lots of stress, having strong family backing is
super helpful. Here's how to build and get the most out of family support:

1.  Open Communication:

Strategy: Keep clear and honest talks with your family about your work
commitments, problems, and what's most important.

Example: If you must work extra hours on a big audit project, let your
family know ahead of time. This helps them get what's going on and offer
support or change what they expect from you.

2.  Shared Responsibilities:

Strategy: Split up household chores looking after kids, and other jobs with
your family to make things easier for everyone.

Example: If you're super busy with work, ask your family to help out more
at home. They could cook dinner or grab groceries.

3. Setting Limits:

Strategy: Make clear rules about when you work and when you don't. This
helps you have a special time just for your family.

Example: Pick certain times, like evenings or weekends when you don't do
any work. Use this time to hang out with your family.
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Good Times Together:

Strategy: Plan regular fun times with your family to keep your relationships
strong and take a break from work.

Example: Set up weekly family trips or game nights to make sure you have
an awesome time with the people you love.

Being Flexible:

Strategy: Be able to change based on what your family needs and their
schedules dealing with sudden changes or problems.

Example: If someone in your family gets sick, change your work times or
tasks for a bit to help them out.

Helpful Home:

Strategy: Create a home where everyone cheers for each other's goals
and wins.

Example: Celebrate big moments and successes together, whether they're
from work or personal life, to make everyone feel good and supported.

8.3 Friends and Contacts

Friends and contacts are very important for feeling good, having company, and
making work connections. Here's how to grow and use your friend and contact
groups:

1.

Find Good Connections:

Strategy: Find friends, peers, or people in your community who like the
same things or have similar career goals.

Example: Sign up for local or online work groups where you can talk to
others in your job area share tips and help each other out.

Hang Out Often:
Strategy: Do social things to keep and make your relationships stronger.

Example: Go to job events, parties, or clubs for your hobbies to stay in
touch with people like you and build a good group of friends.

Help Each Other:

Strategy: Give help and cheer on others in your group to create two-way
relationships.
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Example: When a colleague has a tough project, offer to look at their work
or give feedback. This creates an environment where people help each
other out.

Different Views:

Strategy: Look for different views in your social circle to get new ideas and
to help you grow in your job.

Example: Talk to people with different jobs or from other cultures to
understand more and get fresh ideas.

Job Networking:

Strategy: Go to industry events and meet-ups to make more work
connections.

Example: Join workshops, talks, or online sessions about accounting to
meet experts and people who could mentor you.

Online Connections:

Strategy: Join online sites and social media to keep in touch when working
far apart or from home.

Example: Sign up for LinkedIn groups or check out job forums about
accounting to stay in the loop and connect with others in your field.

8.4 Getting Expert Advice

Asking for expert help can give you special tips and support to grow and move up
in your job. Here are some choices to think about:

1.

Job Advice:

Strategy: Talk to job advisors or coaches to look at your career goals and
ways to move up.

Example: Team up with a job coach to make a plan for you to reach your
work goals or change careers.

Finding a Guide:

Strategy: Look for experienced professionals who can guide you based on
their work history.

Example: Find a more experienced person in your field to ask about
complex accounting techniques, ways, and exposure needed to move up
the career ladder.
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Help for Your Mind:
Strategy: Talk to counsellors or therapists to handle stress and feel better.

Example: Meet with a therapist to learn ways to deal with work stress or
personal problems.

Money Advice:

Strategy: Talk to money experts to handle your cash and plan for what you
want later.

Example: Reach out to financial advisors to make a budget or figure out
how to invest that fits what you want and reduce financial stress.

Legal Help:
Plan: Get legal advice to handle job contracts or fix work problems.

Example: Talk to an employment lawyer if you have issues with your job
contract or workplace rights.

Health and Wellness Experts:

Plan: Work with health and wellness experts to boost physical and mental
health.

Example: Get a nutritionist or fitness coach to help you stay healthy, which
can make you feel better and work better.

8.5 Combining Support Systems

Combining support systems means using different resources to build a complete
plan for success. Here's how to combine support systems well:

1.

Check What You Need:

Strategy: Look at what you need in your personal and work life to figure
out which support systems help you the most.

Example: Find areas where you could use more help, like balancing work
and life growing in your job or staying healthy.

Make a Support Plan:

Strategy: Write down a plan with clear goals, ways to reach them, and
what you'll need to balance work and life better.

Example: Create a plan that includes time for family, and friends, and
learning new job skills.
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3.

Utilisation of Resources:

Strategy: Take advantage of the resources and people you know to solve
problems and reach your goals.

Example: Get help from your work friends for tricky projects or lean on
your family when work gets stressful.

Check-ins:

Strategy: Look at how well your support system works often and tweak it if
you need to.

Example: Go over your support plan every couple of months to make sure
it still fits what you need and want.

Open Communication:

Strategy: Keep talking and team up with the people in your support
system.

Example: Tell your family, mentors, or friends how you're doing and ask
what they think about the problems you're dealing with.

8.6 Case Study

Rajesh, a Chartered Accountant at a top firm in India, had a tough time juggling
with his demanding job and personal life. Here's how he used his support
systems to have an impact on his work-life balance:

Family Support: Rajesh talked to his wife about his work, and they
teamed up to share housework and look after the kids. This communication
helped him handle his workload without feeling swamped by home tasks.

Social Networks: Rajesh became friends with his colleagues and showed
up at industry meetups. By hanging out with his colleagues, he learned
useful things and got support which helped him to deal with job challenges
and build a strong network.

Professional Help: Rajesh asked a career coach to help him sharpen his
career goals and boost his leadership skills. The coach gave him tips to
move up at work and deal with job stress better.

Integration of Support Systems: Rajesh brought together help from his
family, friends, and work advisors to handle stress, make time for himself,
and grow in his job. This all-around approach let him get better at work
while keeping a good balance between work and life.
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Takeaways

1. Effective Communication: You need to talk with your family and work
friends to handle your duties and get back up.

2.  Shared Responsibilities: Teaming up with family to split tasks can make
life easier and help balance work and home life.

3. Networking: Joining work and social groups can give you good support
new ideas, and job chances.

4.  Professional Guidance: Getting help from experts, like job coaches or
money advisors, can offer special support and help you grow in your
career.

5.  Integration: Mixing support from different places creates a full plan to

handle problems and reach your goals.

8.7 Conclusion

Having strong support systems helps you do well in life and work. When you build
strong family bonds, make friends, and get help from professionals, you can
handle stress better, reach goals, and keep a good balance between work and
life. Further we will look at real examples and give ideas to use. These will help
you on your path to a life that's balanced and makes you happy.
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Chapter 9
Conclusion

Balancing work and personal life is a challenge for most professionals.
Requirements at the job, usually in the form of long hours or stressful deadlines,
are demanding and, therefore, hard to balance between work and life. Through
this chapter, we will explore some practical insights, real-life success stories,
lessons we could learn from experiences, and doable strategies that can help
professionals achieve a better work-life balance.

9.1 Lessons Learned

1. Prioritization: Keeping the balance means prioritization of tasks and
responsibilities. When focusing on the key activities and matching your tasks with
what you want to achieve in your personal and work life, you get a lot more done
and feel better about it. You will have control over time when you put tasks in
order and avoid the stress of juggling too many things at the same time.

2. Adaptability and Flexibility: The ability to be adjusted to different work
setups, such as home working or flexible hours, is the key to dealing with
personal commitments and reducing stress. If you are flexible, that means you
can adjust to changes easily and easily balance your work and personal life.

3. Good Communication: One should be able to communicate well in setting up
good work-life boundaries and dealing with people's expectations. Good listening
and speaking help one solve problems, get along well, and keep things positive
with colleagues and family.

4. Self-Care: Do things that make you feel good—exercise, meditation, healthy
eating. This gives a boost to well-being and makes one resilient enough to take
care of oneself in order to work efficiently, deal with stress at work, and succeed
both in the job and personal life over a prolonged period.

5. Continuous Learning & Improvement: A strong desire for learning and
growth in one's job is very important to stay on top of industry shifts and thus
career movement. It never stops, and learning helps you grow as a person,
makes your job more fun, and gives you a sense of achievement.

9.2 Tips for Long-Term Balance

1.  Set Clear Boundaries: Tell people where work stops, and personal life
starts.
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2. Put Tasks in Order: Use ways to manage your time and set goals you can
reach.

3. Take Care of Yourself: Work out, eat well, and find ways to deal with
stress.

4.  Make Friends Who Help: Build good relationships and find someone to
guide you.

5.  Be Ready to Change: Switch up your plans when you need to.

6. Keep Learning New Things: Spend time to get better at your job and
know what's new in your field.

7.  Think and Make Changes: Look at how you balance work and life and fix
what's not working.

9.3 Conclusion

Getting and keeping a good work-life balance is tough and needs more than just
managing your time. You need to think hard about how to manage work with
personal life and health. As different professionals move up the career ladder,
they need to focus on that work-life balance isn't a set goal. It changes as life
changes and what's important shifts. Work-life balance is always evolving. It
needs smart planning to change, execute, and practice. By learning from people
who've done it well, taking in key lessons, and using real-world tips, CAs, and
other professionals can build a balanced and happy work and personal life.

o Resilience: Getting a good balance between work and life can be tough
and you need to be tough too. When you have lots of work, tight deadlines,
and sudden personal activities, it can mess up your balance. To be strong,
you need to learn how to bounce back from problems and roll with the
changes. You can do this by staying positive being okay with change and
finding ways to deal with stress.

o Support Networks: You need people around you to help you balance work
and life. This means family, friends, and people who guide you, and folks
you work with. Making and keeping these relationships gives you people to
talk to when you're feeling down, people to ask for help, and people who
can share what they know. These connections can help you handle both
work and personal life.

. Self-Care: Having a good work-life balance entails taking care of the
person. It literally translates to taking care of your body, mind, and feelings
in order to perform well at work and in your private life. You should
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exercise regularly, eat healthily, get enough sleep, and even meditate a
little to manage stress levels better.

. Making Smart Choices: Proper work-life balance is important. This means
one has to make choices or decisions that come in tandem with what really
matters and what one wants for the long-term goals. It's key to think about
what matters most to you and change your plans to make your job and
personal life work together better. This might mean looking at your work
duties again, setting new goals, or changing how you live your life.

. Realistic Expectations: Trying to be perfect in juggling work and life can
stress you out and let you down. Instead, it's better to set goals you can
reach and remember that finding balance is something you keep working
on. It's key to get that there'll be times when your job needs more attention
and times when your personal life comes first.

. Creating a Supportive Work Environment: A positive workplace has a
big impact on how well you balance work and life. This means pushing for
flexible rules like the option to work from home and changeable hours.
Also, it's crucial to build a work culture that values and promotes a good
work-life balance.

. Lifelong Learning: Always learning new skills has a big impact on getting
your work and life to fit together. To keep up with your job roll with the
punches, and grab chances to move up, you need to keep learning. It also
makes you feel better about yourself and helps you handle work and
personal goals more.

. Reflection and Adjustment: It's key to think about and tweak how you
balance work and life often. As your job and personal life change, you
might need to switch things up to keep everything smooth. To make sure
your work and personal life stay in line with what you want, you should look
at what's going well and what could be better.

To sum it all up, maintaining a perfect balance between work and personal life
varies from person to person and is a dynamic process. You have to be tough,
have support around you, be fit, and make wise decisions. If you just stay open to
change, set some attainable goals, and keep reflecting on what is important to
you, you are going to do much better at dealing with the tricky parts of juggling
work with your personal life. That's not easy, but it is doable if you stick at it, not
giving up when things get hard.

Ultimately, it means living a balanced life that allows you to deliver at work and be
elated in your personal life. No perfection is expected, just those smart choices
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that make you feel better. By using the ideas and tips talked about in this chapter,
professionals can build a work-life balance that lasts and matches what they care
about, want to achieve, and hope for. This can lead to a more satisfying and long-

lasting career and personal life. Here's to a well-rounded and successful journey
ahead!
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Checklist for Work-Life Balance

1. Daily Schedule Audit:
o Allocate time for work, family, self-care, and hobbies.
o Ensure breaks are included in your work schedule.
o Prioritise tasks based on urgency and importance.
2.  Boundary Setting:
o Define clear start and end times for work.
o Communicate your boundaries to colleagues and family.
o Disconnect from work during personal time (no emails or work calls).
3. Health and Wellbeing:
o Incorporate physical activity into your daily routine.
o Ensure adequate sleep and nutrition.
o Practice mindfulness or meditation.
4,  Time Management:
o Use tools like to-do lists, planners, or digital calendars.
o Break tasks into smaller, manageable chunks.
o Avoid multitasking; focus on one task at a time.
5.  Social Connections:
o Schedule regular time with family and friends.
o Participate in social activities or community events.
o Balance work commitments with personal relationships.
6.  Personal Growth:
o Allocate time for learning new skills or hobbies.
o Set aside moments for self-reflection and personal development.
o Pursue activities that align with your passions and interests.
7.  Review and Reflect:
o Regularly assess your work-life balance and adjust as needed.
o Celebrate small achievements in maintaining balance.

o Identify areas where you may need to make changes or seek help.
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Exercises for Work-Life Balance

1.

Time Tracking Exercise:

o For one week, track how you spend each hour of the day.
o Identify patterns where time is wasted or could be better utilized.

o Adjust your schedule to better align with your work-life balance
goals.

Mindfulness Practice:

o Spend 10 minutes each day practicing mindfulness or meditation.

o Focus on deep breathing, clearing your mind, and being present in
the moment.

o Reflect on how mindfulness affects your stress levels and overall
balance.

Prioritization Drill:

o List all tasks you need to complete for the day.
o Categorize them into urgent, important, and non-essential.

o Focus on completing urgent and important tasks first, and delegate
or postpone non-essential ones.

Personal Goal Setting:

o Write down three personal goals you want to achieve in the next
month.

o Break down each goal into actionable steps and timelines.

o Review your progress weekly and adjust your actions if necessary.

Family Engagement Activity:

o Plan a weekly family activity, such as a game night, outing, or meal
together.

o Ensure that this time is free from work interruptions.

o Reflect on the quality of the time spent and its impact on your
relationships.

Digital Detox Challenge:

o Choose one day a week to disconnect from all digital devices after
work hours.
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o Use this time to engage in offline activities, such as reading,
walking, or socializing.

o Notice how this detox affects your mental clarity and work-life
balance.
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	5. Performance and Productivity: A good QWL makes professionals do better work. When people feel like they matter and get support, they care more about their jobs. For Chartered Accountants, this means they make fewer mistakes, work faster, and make client�

	3.5 Ways to Make Work Life Better- As an Employee
	To improve QWL, both employees and employers need to try. Here are some good ideas:
	1. Work When You Want: Letting people choose when they work, like coming in early or late, or doing longer days to get a day off, helps them balance their job and personal life.
	2. Job Redesign: To make jobs more fun and challenging and meet employees' higher-level needs.
	3. Opportunity for Development: To give chances for career growth gets employees excited and boosts their loyalty.
	4. Autonomous Work Groups: Teams that run themselves let employees make choices, which improves their duty and involvement.
	5. Employee Participation in Management: To include employees in big choices through group talks, idea boxes, and other ways to join in makes work life better.
	6. Job Security: Making sure jobs are stable helps improve work-life quality. When people know their jobs are safe, they work better and feel more at ease.
	7. Equitable Justice: Being fair with discipline, promotions, and job tasks is key to keeping work-life quality high.
	8. Rewards and Praise: Noticing and rewarding good work gets employees excited.
	9. Direct Interaction: When bosses and employees interact, it helps in building trust and makes employees feel sure about things.
	10. Career Discussion: To show employees that the employer cares about where they're headed, it's good to talk about ways they can grow in their jobs.
	11. Challenging work: To keep employees interested and happy, it's smart to give them new activities to do and chances to learn.

	3.6 Factors affecting Career Satisfaction
	A bunch of factors can make your job better or worse, like:
	1. How You Think: Your confidence, skillset, experience, excitement, motivation, attitude & curiosity play a major factor in deciding your satisfaction at work.
	2. Where You Work: It's very much important to have a place that's safe and good to work in, no matter if you're using machines or talking to people.
	3. Chances to Grow: Jobs that let you learn new things, provide challenging work, and get better at what you do make work life way better.
	4. What Your Job Is: The tough parts of your job and what you have to do can change how good your work life is.
	5. Other People: How you get along with the people you work with, your bosses, and the people you help makes a big difference in how your job feels.
	6. Stress Level: Dealing with mental, physical, and emotional stress matters a lot for a good QWL.
	7. Career Prospects: Chances to move up and grow in a job keep employees motivated.
	8. Challenges: Work that pushes and engages employees helps them stay happy and driven.
	9. Growth and Development: Employers need to give chances for growth to keep their best employees.
	10. Risk and Reward: How much risk and reward balance out affects how happy people are at work.

	3.7 Conclusion
	A good QWL has an impact on employee motivation and their ability to handle work and personal life well. It helps to reduce stress, make people happier at work, and improve productivity. Organizations that care about QWL can bring in and keep good emp...
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	7.1 Introduction
	There are significant impacts of good health and well-being on work-life balance. A rigorous schedule and stressful work are frequent parts of the lives of many working professionals. They should be vigilant about practices in every domain that will h...

	7.2 Physical Health
	Physical health is very important in many ways for overall well-being. It affects our energy levels, achievement of work, and the management of stress. Here are the key ways to improve your physical health:
	1. Exercise regularly
	Exercise is a habit that should be practiced regularly. Walking, jogging, and running build up your heart, whereas weightlifting strengthens your muscles and bones. Stretching and yoga will provide one with the dexterity to bend easily and show less ...
	Example: Exercise for 30 minutes per day. You may be able to squeeze in a lunchtime walk, or you can do a yoga session with an online instructor after work.
	2. Healthy Eating
	It will help you stay healthy; try to include as much diversity in your meals as possible with plenty of fruits, vegetables, whole grains, lean meats, and good fats. Try to avoid foods that are highly processed with sugar and bad fats that can make y...
	Tip: Keep some healthy snacks—like nuts, fruits, and some yogurt—at hand. This will make sure that you do not end up munching on junk while working for endless hours.
	3. Water Intake
	Drinking sufficient water is essential to be full of energy and keeps your brain in good condition. Try drinking at least 8 glasses of water every day. If you forget to drink water because of continuous work, keep a bottle of water on the desk to rem...
	Fun Fact: Not drinking enough water can make it hard to think straight and mess with your mood. This is very important for those people who need to be alert and focused on work.
	4. Getting Enough Sleep
	Good sleep allows the body and mind to recover and be clear. Get 7-9 hours of sleep each night for your brain to work well, as well as for your body to stay healthy in general. A good sleep routine is easier if you go to bed and get up at the same ti...
	Example: Shun your phone an hour before bed and all devices in general for good sleep.
	5. Regular Doctor Visits
	Going to the doctor helps keep an eye on your health and catch problems. Seeing healthcare providers often for check-ups and preventive care can stop small health issues from getting bigger.
	Tip: Make sure to book yearly health check-ups and vaccine shots to stay healthy.
	6. Comfy Work Setup
	A comfy work area lowers the chance of muscle and bone problems and makes you feel better. Fix your chair and desk to sit up straight and buy comfy work devices if you need to.
	Example: Put your computer screen at eye level and get a chair that supports your lower back.
	7.  Dealing with Stress
	Keeping stress in check is vital for staying healthy. Ways like being mindful, taking deep breaths, and planning your time well can help loosen up your body.
	Tip: Take short breaks to relax or breathe to handle stress better.

	7.3 Mental Health
	Mental health matters just as much as feeling good and getting things done. Here are some ways to boost mental health:
	1. Ways to Reduce Stress
	Try things like deep breathing, sitting quietly, or relaxing your muscles bit by bit. These can help you deal with stress and think more.
	Example: Begin your day by sitting for 5 minutes to start off calmly.
	2. Balance Between Work and Life
	Drawing lines between work and home life is key to a healthy mind. Don't work after hours and make space for relaxation.
	Tip: Pick certain times for work and personal activities and stick to them to keep things separate.
	3. Getting Help
	Don't be shy to ask for help from workmates, friends, or experts when things get tough. Talking about what's bugging you can make you feel better and give you new ways to look at things.
	Example: Join a workgroup or network where you can share stories and get support.
	4. Mind Tricks
	Try mind tricks to challenge and change negative thoughts. This can help you think more and bounce back better from hard times.
	Tip: Think about your negative thoughts and try to swap them with good ones. This helps you feel better about yourself.
	5. Mindfulness and Meditation
	Add mindfulness to your day to boost how aware you are, help you focus, and make you stronger. It can make you concentrate better and feel less stressed.
	Example: Take a few minutes each day to do mindfulness activities, like paying attention to your breathing or thinking about things you're thankful for.
	6. Professional Help
	If you're always stressed or having mental health problems, talk to a professional. Therapy and counselling can give you great support and ways to deal with things.
	Tip: Don't hold off until things get bad; asking for help can stop bigger problems from happening.

	7.4 Work Environment
	The work environment has an impact on employee health and well-being. Here's what to think about when making a healthy work environment:
	1. Physical Workspace
	Make sure workspaces have good lighting, and airflow, and are set up right. A comfy and useful workspace can boost productivity and avoid body strain.
	Example: Use desks that you can move and chairs that fit your body levels to help work comfortably.
	2. Workplace Culture
	Create a helpful culture that cares about work-life balance and talking. A good workplace culture helps employees feel happy and healthy.
	Tip: To build a helpful work environment, try team activities and open communication.
	3. Flexible Work Options
	Give employees options like working from home, changing hours, or doing four-day weeks to fit their different needs.
	Example: Let people work from home once or twice a week to help them manage work and other life aspects.
	4. Health and Wellness Programs
	Start wellness programs like fitness contests, health workshops, and counseling to keep employees healthy.
	Tip: Check and update these programs often to make sure employees are benefiting from them.
	5. Safety Measures
	Put workplace safety first by fixing dangers, training people well, and following safety rules.
	Example: Do safety practice runs, mock drills and teach people what to do in emergencies so everyone's ready.
	6. Employee’s Engagement
	Include employees in gaining opinions for decision-making and social activities to boost job happiness and spirit.
	Tip: Set up team events and ask employees how to make work better.

	7.5 Environmental Health
	Environmental health covers the physical and social parts of work that affect well-being. Here's how to create a healthy space:
	1. Air Quality
	Make sure you have good airflow and filters to breathe in a healthy and clear space.
	Tip: Check and fix air conditioners and heaters often to keep them working right.
	2. Noise Reduction
	Put in place ways to make the workplace peaceful by using soundproof materials and setting up quiet areas to make work easier.
	Example: Try noise-cancelling headphones in open offices to avoid distractions.
	3. Natural Light
	Let in as much daylight as possible in work areas to boost mood and energy.
	Tip: Put desks near windows or use special lamps if there's not enough natural light.
	4. Green Spaces
	Add plants or green areas inside to help people relax and clean the air.
	Example: Make a small garden or green spot in the office for employees to chill out.
	5. Safety and Security
	Keep facilities secure and tackle dangers to create a safe place to work.
	Tip: Often check safety rules and teach employees about security.

	7.6 Striking a Balance Between Body and Mind Health
	Finding a middle ground between body and mind health is key for staying well overall. Here are some ideas that work together:
	1.  All-Around Wellness Plans
	Give wellness plans that cover staying fit, eating healthy, handling stress, and getting help for mental health.
	Tip: Include wellness activities in the workday, like group workouts or classes about being healthy.
	2. Encourage Active Breaks
	Push employees to take breaks often to move around, stretch, or do things to relax.
	Example: Start a 'move-around' rule where employees take quick walks or do stretches every hour.
	3. Food Learning
	Give employees ways to learn about good food and healthy snacks to help them eat better.
	Tip: Have classes about eating healthy and put good food choices in the work lunchroom.
	4. Calm Thinking
	Include activities that boast calm thinking like quiet time and stretching in the work routine to reduce stress and help people focus.
	Example: Set up weekly calm thinking reminders or give tools for people to do it on their own.

	7.7 Taking Care of Your Own Health
	Getting employees to look after their health can create a good work environment. Here are some ways to do this:
	1. Health Check-ups
	Give employees a chance to have health check-ups. This helps them know how healthy they are.
	Example: Set up yearly health events or let employees get health screenings.
	2. Employee Assistance Program (EAP)
	Offer private EAP services for talking to someone regarding mental health help, money advice, and legal support.
	Tip: Tell employees about EAP services and make sure they know the types of facilities available under it.

	7.8 Conclusion
	8.1 Introduction
	To have a good work-life balance, you need more than just managing your time and being disciplined. You also need to create strong support networks to help you deal with work problems and stay healthy. These networks come in different forms, like fami...

	8.2 Family Support
	Family support often plays a key role in a balanced life. For professionals, who deal with tough work schedules and lots of stress, having strong family backing is super helpful. Here's how to build and get the most out of family support:
	1. Open Communication:
	Strategy: Keep clear and honest talks with your family about your work commitments, problems, and what's most important.
	Example: If you must work extra hours on a big audit project, let your family know ahead of time. This helps them get what's going on and offer support or change what they expect from you.
	2. Shared Responsibilities:
	Strategy: Split up household chores looking after kids, and other jobs with your family to make things easier for everyone.
	Example: If you're super busy with work, ask your family to help out more at home. They could cook dinner or grab groceries.
	3. Setting Limits:
	Strategy: Make clear rules about when you work and when you don't. This helps you have a special time just for your family.
	Example: Pick certain times, like evenings or weekends when you don't do any work. Use this time to hang out with your family.
	4. Good Times Together:
	Strategy: Plan regular fun times with your family to keep your relationships strong and take a break from work.
	Example: Set up weekly family trips or game nights to make sure you have an awesome time with the people you love.
	5. Being Flexible:
	Strategy: Be able to change based on what your family needs and their schedules dealing with sudden changes or problems.
	Example: If someone in your family gets sick, change your work times or tasks for a bit to help them out.
	6. Helpful Home:
	Strategy: Create a home where everyone cheers for each other's goals and wins.
	Example: Celebrate big moments and successes together, whether they're from work or personal life, to make everyone feel good and supported.

	8.3 Friends and Contacts
	Friends and contacts are very important for feeling good, having company, and making work connections. Here's how to grow and use your friend and contact groups:
	1. Find Good Connections:
	Strategy: Find friends, peers, or people in your community who like the same things or have similar career goals.
	Example: Sign up for local or online work groups where you can talk to others in your job area share tips and help each other out.
	2. Hang Out Often:
	Strategy: Do social things to keep and make your relationships stronger.
	Example: Go to job events, parties, or clubs for your hobbies to stay in touch with people like you and build a good group of friends.
	3. Help Each Other:
	Strategy: Give help and cheer on others in your group to create two-way relationships.
	Example: When a colleague has a tough project, offer to look at their work or give feedback. This creates an environment where people help each other out.
	4. Different Views:
	Strategy: Look for different views in your social circle to get new ideas and to help you grow in your job.
	Example: Talk to people with different jobs or from other cultures to understand more and get fresh ideas.
	5. Job Networking:
	Strategy: Go to industry events and meet-ups to make more work connections.
	Example: Join workshops, talks, or online sessions about accounting to meet experts and people who could mentor you.
	6. Online Connections:
	Strategy: Join online sites and social media to keep in touch when working far apart or from home.
	Example: Sign up for LinkedIn groups or check out job forums about accounting to stay in the loop and connect with others in your field.

	8.4 Getting Expert Advice
	Asking for expert help can give you special tips and support to grow and move up in your job. Here are some choices to think about:
	1. Job Advice:
	Strategy: Talk to job advisors or coaches to look at your career goals and ways to move up.
	Example: Team up with a job coach to make a plan for you to reach your work goals or change careers.
	2. Finding a Guide:
	Strategy: Look for experienced professionals who can guide you based on their work history.
	Example: Find a more experienced person in your field to ask about complex accounting techniques, ways, and exposure needed to move up the career ladder.
	3. Help for Your Mind:
	Strategy: Talk to counsellors or therapists to handle stress and feel better.
	Example: Meet with a therapist to learn ways to deal with work stress or personal problems.
	4. Money Advice:
	Strategy: Talk to money experts to handle your cash and plan for what you want later.
	Example: Reach out to financial advisors to make a budget or figure out how to invest that fits what you want and reduce financial stress.
	5. Legal Help:
	Plan: Get legal advice to handle job contracts or fix work problems.
	Example: Talk to an employment lawyer if you have issues with your job contract or workplace rights.
	6. Health and Wellness Experts:
	Plan: Work with health and wellness experts to boost physical and mental health.
	Example: Get a nutritionist or fitness coach to help you stay healthy, which can make you feel better and work better.

	8.5 Combining Support Systems
	Combining support systems means using different resources to build a complete plan for success. Here's how to combine support systems well:
	1. Check What You Need:
	Strategy: Look at what you need in your personal and work life to figure out which support systems help you the most.
	Example: Find areas where you could use more help, like balancing work and life growing in your job or staying healthy.
	2. Make a Support Plan:
	Strategy: Write down a plan with clear goals, ways to reach them, and what you'll need to balance work and life better.
	Example: Create a plan that includes time for family, and friends, and learning new job skills.
	3. Utilisation of Resources:
	Strategy: Take advantage of the resources and people you know to solve problems and reach your goals.
	Example: Get help from your work friends for tricky projects or lean on your family when work gets stressful.
	4. Check-ins:
	Strategy: Look at how well your support system works often and tweak it if you need to.
	Example: Go over your support plan every couple of months to make sure it still fits what you need and want.
	5. Open Communication:
	Strategy: Keep talking and team up with the people in your support system.
	Example: Tell your family, mentors, or friends how you're doing and ask what they think about the problems you're dealing with.

	8.6 Case Study
	Rajesh, a Chartered Accountant at a top firm in India, had a tough time juggling with his demanding job and personal life. Here's how he used his support systems to have an impact on his work-life balance:
	 Family Support: Rajesh talked to his wife about his work, and they teamed up to share housework and look after the kids. This communication helped him handle his workload without feeling swamped by home tasks.
	 Social Networks: Rajesh became friends with his colleagues and showed up at industry meetups. By hanging out with his colleagues, he learned useful things and got support which helped him to deal with job challenges and build a strong network.
	 Professional Help: Rajesh asked a career coach to help him sharpen his career goals and boost his leadership skills. The coach gave him tips to move up at work and deal with job stress better.
	 Integration of Support Systems: Rajesh brought together help from his family, friends, and work advisors to handle stress, make time for himself, and grow in his job. This all-around approach let him get better at work while keeping a good balance betwee3
	Takeaways
	1.  Effective Communication: You need to talk with your family and work friends to handle your duties and get back up.
	2.  Shared Responsibilities: Teaming up with family to split tasks can make life easier and help balance work and home life.
	3.  Networking: Joining work and social groups can give you good support new ideas, and job chances.
	4.  Professional Guidance: Getting help from experts, like job coaches or money advisors, can offer special support and help you grow in your career.
	5.  Integration: Mixing support from different places creates a full plan to handle problems and reach your goals.

	8.7 Conclusion
	Having strong support systems helps you do well in life and work. When you build strong family bonds, make friends, and get help from professionals, you can handle stress better, reach goals, and keep a good balance between work and life. Further we w...

	9.1 Lessons Learned
	9.2 Tips for Long-Term Balance
	9.3 Conclusion
	Checklist for Work-Life Balance
	Exercises for Work-Life Balance
	Blank Page
	Blank Page


<<

  /ASCII85EncodePages false

  /AllowTransparency false

  /AutoPositionEPSFiles true

  /AutoRotatePages /None

  /Binding /Left

  /CalGrayProfile (Dot Gain 20%)

  /CalRGBProfile (sRGB IEC61966-2.1)

  /CalCMYKProfile (U.S. Web Coated \050SWOP\051 v2)

  /sRGBProfile (sRGB IEC61966-2.1)

  /CannotEmbedFontPolicy /Error

  /CompatibilityLevel 1.4

  /CompressObjects /Tags

  /CompressPages true

  /ConvertImagesToIndexed true

  /PassThroughJPEGImages true

  /CreateJobTicket false

  /DefaultRenderingIntent /Default

  /DetectBlends true

  /DetectCurves 0.0000

  /ColorConversionStrategy /CMYK

  /DoThumbnails false

  /EmbedAllFonts true

  /EmbedOpenType false

  /ParseICCProfilesInComments true

  /EmbedJobOptions true

  /DSCReportingLevel 0

  /EmitDSCWarnings false

  /EndPage -1

  /ImageMemory 1048576

  /LockDistillerParams false

  /MaxSubsetPct 100

  /Optimize true

  /OPM 1

  /ParseDSCComments true

  /ParseDSCCommentsForDocInfo true

  /PreserveCopyPage true

  /PreserveDICMYKValues true

  /PreserveEPSInfo true

  /PreserveFlatness true

  /PreserveHalftoneInfo false

  /PreserveOPIComments true

  /PreserveOverprintSettings true

  /StartPage 1

  /SubsetFonts true

  /TransferFunctionInfo /Apply

  /UCRandBGInfo /Preserve

  /UsePrologue false

  /ColorSettingsFile ()

  /AlwaysEmbed [ true

  ]

  /NeverEmbed [ true

  ]

  /AntiAliasColorImages false

  /CropColorImages true

  /ColorImageMinResolution 300

  /ColorImageMinResolutionPolicy /OK

  /DownsampleColorImages true

  /ColorImageDownsampleType /Bicubic

  /ColorImageResolution 300

  /ColorImageDepth -1

  /ColorImageMinDownsampleDepth 1

  /ColorImageDownsampleThreshold 1.50000

  /EncodeColorImages true

  /ColorImageFilter /DCTEncode

  /AutoFilterColorImages true

  /ColorImageAutoFilterStrategy /JPEG

  /ColorACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /ColorImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000ColorACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000ColorImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasGrayImages false

  /CropGrayImages true

  /GrayImageMinResolution 300

  /GrayImageMinResolutionPolicy /OK

  /DownsampleGrayImages true

  /GrayImageDownsampleType /Bicubic

  /GrayImageResolution 300

  /GrayImageDepth -1

  /GrayImageMinDownsampleDepth 2

  /GrayImageDownsampleThreshold 1.50000

  /EncodeGrayImages true

  /GrayImageFilter /DCTEncode

  /AutoFilterGrayImages true

  /GrayImageAutoFilterStrategy /JPEG

  /GrayACSImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /GrayImageDict <<

    /QFactor 0.15

    /HSamples [1 1 1 1] /VSamples [1 1 1 1]

  >>

  /JPEG2000GrayACSImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /JPEG2000GrayImageDict <<

    /TileWidth 256

    /TileHeight 256

    /Quality 30

  >>

  /AntiAliasMonoImages false

  /CropMonoImages true

  /MonoImageMinResolution 1200

  /MonoImageMinResolutionPolicy /OK

  /DownsampleMonoImages true

  /MonoImageDownsampleType /Bicubic

  /MonoImageResolution 1200

  /MonoImageDepth -1

  /MonoImageDownsampleThreshold 1.50000

  /EncodeMonoImages true

  /MonoImageFilter /CCITTFaxEncode

  /MonoImageDict <<

    /K -1

  >>

  /AllowPSXObjects false

  /CheckCompliance [

    /None

  ]

  /PDFX1aCheck false

  /PDFX3Check false

  /PDFXCompliantPDFOnly false

  /PDFXNoTrimBoxError true

  /PDFXTrimBoxToMediaBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXSetBleedBoxToMediaBox true

  /PDFXBleedBoxToTrimBoxOffset [

    0.00000

    0.00000

    0.00000

    0.00000

  ]

  /PDFXOutputIntentProfile ()

  /PDFXOutputConditionIdentifier ()

  /PDFXOutputCondition ()

  /PDFXRegistryName ()

  /PDFXTrapped /False



  /CreateJDFFile false

  /Description <<



    /BGR <>

    /CHS <FEFF4f7f75288fd94e9b8bbe5b9a521b5efa7684002000410064006f006200650020005000440046002065876863900275284e8e9ad88d2891cf76845370524d53705237300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c676562535f00521b5efa768400200050004400460020658768633002>

    /CHT <FEFF4f7f752890194e9b8a2d7f6e5efa7acb7684002000410064006f006200650020005000440046002065874ef69069752865bc9ad854c18cea76845370524d5370523786557406300260a853ef4ee54f7f75280020004100630072006f0062006100740020548c002000410064006f00620065002000520065006100640065007200200035002e003000204ee553ca66f49ad87248672c4f86958b555f5df25efa7acb76840020005000440046002065874ef63002>

    /CZE <>

    /DAN <>

    /DEU <>

    /ESP <>

    /ETI <>

    /FRA <>

    /GRE <>



    /HRV (Za stvaranje Adobe PDF dokumenata najpogodnijih za visokokvalitetni ispis prije tiskanja koristite ove postavke.  Stvoreni PDF dokumenti mogu se otvoriti Acrobat i Adobe Reader 5.0 i kasnijim verzijama.)

    /HUN <>

    /ITA <>

    /JPN <FEFF9ad854c18cea306a30d730ea30d730ec30b951fa529b7528002000410064006f0062006500200050004400460020658766f8306e4f5c6210306b4f7f75283057307e305930023053306e8a2d5b9a30674f5c62103055308c305f0020005000440046002030d530a130a430eb306f3001004100630072006f0062006100740020304a30883073002000410064006f00620065002000520065006100640065007200200035002e003000204ee5964d3067958b304f30533068304c3067304d307e305930023053306e8a2d5b9a306b306f30d530a930f330c8306e57cb30818fbc307f304c5fc59808306730593002>

    /KOR <FEFFc7740020c124c815c7440020c0acc6a9d558c5ec0020ace0d488c9c80020c2dcd5d80020c778c1c4c5d00020ac00c7a50020c801d569d55c002000410064006f0062006500200050004400460020bb38c11cb97c0020c791c131d569b2c8b2e4002e0020c774b807ac8c0020c791c131b41c00200050004400460020bb38c11cb2940020004100630072006f0062006100740020bc0f002000410064006f00620065002000520065006100640065007200200035002e00300020c774c0c1c5d0c11c0020c5f40020c2180020c788c2b5b2c8b2e4002e>

    /LTH <>

    /LVI <>

    /NLD (Gebruik deze instellingen om Adobe PDF-documenten te maken die zijn geoptimaliseerd voor prepress-afdrukken van hoge kwaliteit. De gemaakte PDF-documenten kunnen worden geopend met Acrobat en Adobe Reader 5.0 en hoger.)

    /NOR <>

    /POL <>

    /PTB <>

    /RUM <>

    /RUS <>

    /SKY <>

    /SLV <>

    /SUO <>

    /SVE <>

    /TUR <>

    /UKR <>

    /ENU (Use these settings to create Adobe PDF documents best suited for high-quality prepress printing.  Created PDF documents can be opened with Acrobat and Adobe Reader 5.0 and later.)

  >>

  /Namespace [

    (Adobe)

    (Common)

    (1.0)

  ]

  /OtherNamespaces [

    <<

      /AsReaderSpreads false

      /CropImagesToFrames true

      /ErrorControl /WarnAndContinue

      /FlattenerIgnoreSpreadOverrides false

      /IncludeGuidesGrids false

      /IncludeNonPrinting false

      /IncludeSlug false

      /Namespace [

        (Adobe)

        (InDesign)

        (4.0)

      ]

      /OmitPlacedBitmaps false

      /OmitPlacedEPS false

      /OmitPlacedPDF false

      /SimulateOverprint /Legacy

    >>

    <<

      /AddBleedMarks false

      /AddColorBars false

      /AddCropMarks false

      /AddPageInfo false

      /AddRegMarks false

      /ConvertColors /ConvertToCMYK

      /DestinationProfileName ()

      /DestinationProfileSelector /DocumentCMYK

      /Downsample16BitImages true

      /FlattenerPreset <<

        /PresetSelector /MediumResolution

      >>

      /FormElements false

      /GenerateStructure false

      /IncludeBookmarks false

      /IncludeHyperlinks false

      /IncludeInteractive false

      /IncludeLayers false

      /IncludeProfiles false

      /MultimediaHandling /UseObjectSettings

      /Namespace [

        (Adobe)

        (CreativeSuite)

        (2.0)

      ]

      /PDFXOutputIntentProfileSelector /DocumentCMYK

      /PreserveEditing true

      /UntaggedCMYKHandling /LeaveUntagged

      /UntaggedRGBHandling /UseDocumentProfile

      /UseDocumentBleed false

    >>

  ]

>> setdistillerparams

<<

  /HWResolution [2400 2400]

  /PageSize [612.000 792.000]

>> setpagedevice



