Win the War

on Project
Overload ...
FOREVER!
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Bonuses

The Time Management
Style Survey

ENSCOVET WU |‘.{'::It
productivity hours and learn
to set them aside for your
most demanding work
(s poge 4 tor details)

and ...

Multiple Project
Organizers

Charts, worksheets and
siralegies ... a system you
design b Keep you on track

(see page 5 for detalls)

plus, a pawertul guarantes ...

Attend this workshop and
you'll never again say —
“I didn’t get a thing
done today!"”
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WIN your daily battle with the clock, the calendar, your
projects ... and your co-workers when you master the vital
skills that PUT YOU IN CONTROL of your workday!

* Do you say “ves too often! Learn when it's best to say “no” and how to do
it comifortably even to your boss

¢ Time and project management starts with vou, not your calendar. Are you
a “deadline junkie” ... a “neat freak” ... a “procrastinator”? Maximize
your natural planning traits to manage yvour life more effectively

Is your calendar 5o full you can hardly read the date? Does your in-box look
like the Leaning Tower of Pisa? Learn dozens of quick tips on how to get the
little things out of your way, stay focused on what’s important and handie
even the must brutal deadlines easily

* What do you do when your “to do” list is bigger than you are? With
our exclusive EAS.T. method you'll leam how to identify and organize
what's really important to make that list more manageable

* Find out ("quick™ meeting) what you can (phone call) do about (visitor)
those constant interruptions

* Find more time for yourself ... have fun, recharge and tackle new challenges

Discover the latest time management secrets that help you leave your
workplace with a feeling of satisfaction and accomplishment ... every day.

@Egiﬁt&l‘ today! Call 1"‘ 3




Qﬂ,ﬂﬂﬂ seminar
attendees told us
GETTING WORK DONE
is their #1 challenge
on the job.

And we believe !

After all, we work in an office, 1o, We
know what it Jike 1o deal with changing
deadlines, unexpected visitors, “hot”
projects, telephone interruptions ... plus
the frustration you feel when the day is
over and nothing you wanted to do got
done

If this sounds like vour hypical day, then
thizs workshop was designed for you ...
the busy manager, supervisor or
adminisirative person who doesn't have
oné spard momenl lo wasle!

Wi've rolled everything you need to know
into one poweriul day ... a day that gets
fdght down Lo the real isswes of time and
priotity manadgement that can mean the
difterence betwean your success or failure
an the jo.

You'll learn dozens of cutting-edge ideas
for getting more out of your workday,
plus you'll gain valuable insight into
how to maximize the resulls you get on
the job. It's an endless stream of ideas
vou can put fo the test every day for the
rest of vour caresr,

Jon't run the risk of missing the one
'r-.'q..-r'n:hhl'l[': that Prommises so|utions to vour
toughest time and project management
challenges and backs them with an
ironclad guarantee of complete
satisfaction, Call 1-B00-258-7246 or see
the enrollmeni form on page 7.

LN H W N~

Turn your “no way" deadlines into do-able tasks using 1-Minute
Focus techniques. How do you meet the deadline that is utterdy
laughable it's so tight? We'll show you!

When vour mind flashes “PROJECT OVERLOAD!”, short-circuit
the fuse and keep on plugging with the FAS.T. Priority System.
What do you do first when everything is needed right now? This
ingenious systermn takes the emotion out of overlead and makes
priorities crvstal clear,

Lze 5 "no fail” time and project sovers top achievers rave
about. We'll follow the track of proven techrigues you can use to
keep projects on track and reduce “project anxiebe

Learn to effectively — and diplomatically — use the most
powerful time-saver of all. How to say "no” — to co-workers
v b0 other managers ... even (o your boss,

Organize your priorities with a custom Priority Perspective
Worksheet, You'll love the sense of accomplishment vou feel
when your most important tasks always get done,

Master a surefire system to keep even the smallest projects
from falling through the cracks. Our 3-step process assures you
“project success,”

Get off to a good start — organize projects so they get done
right and on time, Learn a project planning process vou can use
over and over to keep your projects on time and on budget.

Use 5 fast-start techniques to conquer a high-demand
worklead. Work more efficiently and effectively and make better
use of your time at work, at home — and even in your car!

Defeat the project control killers that threaten to derail your
progress ... even your career! We've identified 12 of the toughes
project control problems and, more importantly, how to defeat
each onel

Plus a Bowud E’Eﬂe{{t

Let our Multiple Project Organizers with worksheets, planning
charts. status review and trackers to ensure that all vour proy
Qo smoothly

2

The truth is, we are ALL too busy these days. We all have multiple priorities.



" you' fit
Even if you're a “9,” you'll bene
from this workshop

Ua vou evep feel that Walking through the office door e like walking intg Project
minefield? voy, just know g S0Me poing during the day a crisis will explode, and o))

-

the well Jajq Plang or hest intentions foy staving on track will be lnst i the shuffje.

As if thgt Weren't enough, you know the day- to-day tasks s have to he
Occomplished Mmeetings dttended, phone calls retumed, reports writlen, maijj read
and schedules made. How many times do yo end up frudging home jn the eVening
with a full logd of work thor didn’t get done that day?

Now, think about g day when yoy managed to keep “Verything under Control — the
satisfaction You felt whan YOu accomplished EVErything voy set Out to do. Fesls
good, doesn't ji7 No, it fee]s great ... it boosts Your confidenee and energy levejs like
nothing ejse|

After yoy attend How o Manage Frojects, Priorities g Deadlings, you'll have the
skills yoy need to foel thy way every day! You'lj discover key Mrategies that will
help yay-

* Juggle m-erlnppmg projects el’tt-miv:n.'}' €Ven when they're gi) due at opep
* lactfully handle the People who don 'y deliver why they v promised

* Dvercome g Jack of resources human or material — ang sy get
\Op-notch resyie

* Ride the tide of l..-".LIE]HjI!’I_L_] Priorities without h!nw.ing yYour schedy)e
* Maintain - EVEN improve the quality of yoyr work ag pn::udumvfl}f goes up
* Reduce the stress ¥ou fee] §ny hfgh-pre.ﬁ::urr_-, !l:'g-h-dr_lmmm situations

i Encourage yvoy o tike this OPportunity o join other Professionals whe face the
*ame challenges YOu do. It promjses to be a day thyy Will forever change the way
You work and the results yvoy get!

@%@

Mark R Truitt
Executive Director

.3,5* Al §99 this Program is an Unbeatable offer, =Specidlly whep other
warkshops con LOsk Up to 10 times that much, s tlso a greags chance 1o et things
done office-wide when three People from your organization alttend, a fourth can
o FREE!

-724a!
— call T-8(K)-258

fo aet it done without the excuses C

You will learn



+ Workshop Exclusive!

Discover Your Time

Management Style
and how you can improve it!

The Time Management Style
Survey is a real eye-opener. It

will help vou identify your time-
management strengths and
weaknesses. You'll discover your
st |3l!lff'l'.1l.l:li."t]‘-'l'.' hours, 50 Yo can
sel them aside for your most
important and demanding work.
You even gain insights into how
you work best — with a committee
or alone, with a loose structure or
a tight one, by handling difficuit
or easy tasks first and whether you
prefer to delegate work or handle
most things yourself.

[he 50-gquestion survey will yield a
personal time management
profile. Using the information you
leam at the seminar, you can
adapt your profile to manage your
time and resources more
effectively.

Don't miss the apporiinity o gain
this valuable insight. You won't
find this unique toal anywhere else
— it's @ National Seminars Group
exclusive,

WORKSH

Program Hours: 9a.mto 4 p.m.

New Ways to Organize Yourself —
It's “Job #1” to Top Achievers

= Maoster 1-Minute Focus techniques that put you on
track with your goals

- .‘il.l:':'£>l:-.-|'|'-h-l:lir1|_; |r1y|!hl: cibout time YLl ]:l:'l.l'l'll'll'll}" believe

= How to get vendors tuned in to vour priorities so they
serve you better

= An ingenious calendar tailor-made to control projects
> & ways to eliminate time-stealing interruptions

= What you need to know about the 80/20 rule to
dramatically improve your time management

= Your 5 crifical resources and how to make the most of each

= |dentify and maximize your most productive time
of day

= 5 ways vou sabotage your own productivity — and how

to stop MOW

= How (o say “no” and make it stick — without hurting
vourself or vour career

z Focusing on Priorities — Doing

First Things First

= A 2-step process you'll use every day to determine your
#1 objective

= Our FAS.T. rack method for staying on top of project
priorities

= Create your personal “deadline safety net” — o manager’s
lifesaver

= Master a simple systemn to make sure small projects don’t get
Iost in the shuffle

= How to manage your boss so he or she boosts the project
instead of being a bottleneck

I||

How to know whom to involve in a project and how to
use them

= A 12-point checklist for getting a project off to a fast start
= An ingenious strategy for dealing with “no way" deadlines

= Deadline negobiating Im']l!tiqum EVETY MOanager neecls
i kEmow

4 I ———

Here's a deadline you WON'T want to miss! By 5 p.m. today have your e



vin the 5-front war on

' AGENDA

Registration Begins at 8:30 a.m.

3 Juggling Multipie Johs —
Your Best Success Secrets

= 5 proven techniques high achievers use to stay on top of
multiple projects

= Lise our Multiple Project Organizers to bring order to
yvour chaotic workload

= The secrets to successfully juggling the work of more
than one boss

= 9 steps that take a project from fuzzy idea to completion
without a glitch

= How to identify project wiank points — &0 You can anticipate
problems before they arise

= Your unalienable rights when vour priorities collide
with someone else’s

& Powerful People Skills
* for Project Leaders

= 9 ways bo gel your stall excited about a project

= Communication ground rules every professional must
follow to win long-term team support

= The one thing you must never do when discussing a
project problem with team members

= 5 questions people want answered before they commit
to o project

= A system for checking on progress withoul stepping
on toes — a follow-up people apprecate

5 Beating the Stress of Overlapping

Projects, Deadlines & Changing Directions

= How to recognize staff tension that's about to blow up
and how to defuse it

= The secret to keeping your cool under white-hot
deadline pressure

R questions to ask to determine your |1t>r*~n:1ul lile
balance and stress

= The 1 thing you can do at the outset to reduce stress
throughout a project

= 5 resources to rely on in the battie to beat
deadline stress

Iment for this seminar mailed, faxed or phoned in!

)

Workshop Exclusive!

Multiple Project

Organizers

take the headache and hearthurn
out of project management

Is your head swimming from the
details of multiple projects? Do
yvou wake up nights wondering,
“How will | ever get it all done?”

Finally, National Seminars Group
has developed a step-by-step way
to stay on top of the projects you
face. The charts, records,
worksheets and ideas in the
Multiple Project Organizer will
help you organize and track any
project arcd stay on target from
start to finish. No more worry-
filled, sleepless nights. This
information alone is worth twice
the price of the seminar.

6he National Seminars
Hassle-Free Guarantee ...

You're guaranteed the latest and
best ideas available in the area of
project and time management,
F:'!"E"'\l'.'l'lll'“il 1N an easyv-to-use, I'H."1'!.'-
to-rermember format. 1If vou aren't
completely satistied ... for any
reason ... we'll return every
penny of your tuition. No
questions asked

Call 1-800-258-7246.



{($)ear how those who've
attended the workshop
have benefited

“Excellent! | got my pricrities back
in line with my goals, and 'm
ready to go move my paper flow (o
an appropriate destination.,”

— Flomenie .ﬂ.nnr]!:_m. Rurea Chiet,
Secretory of Slate

“I really enjoved the seminar. It has

given me a better idea of how 1o get

the whole depariment o organize

priorities.”

— Danette Bevers, Marketing Secnetary,
LeaseAmuricn

*Great program! [ got some fine
ideas on how to make better use of
my time, keep my 'in’ basket to a
manageable level and control
multiple projects.”
— [irmm Budziclek, Vice President,
Cainer Bank

Customized Training, Too

Training Focused on Your
Unigue Needs and Presented at
Your Convenience

Do you stress out when vou have
multiple projects on vour desk? Are
voll using vour tme as efficiently as
possible? 13 it hard to hit those
impossible deadlines?

Mow you can bring How to
Manage Projects, Prioritics &
Deadlines into vour organtzation
and train your entire team to be
more efficient with its time.

For more information about
bringing this or any of our
protessional training i:mgrum& into
your organization, call our
Business Training & Development
Services department at 1-800-344-
4613, Of course, there is no
abligation.

» Practical, Real-World Benefils

Look over the course agenda on pages 4 and 5. Mowhere else will vou get such
solid *workplace specific” training backed up by tools you can use your first day
back on the job.,

* A Speaker Who Is a Knowledgeable Experl

You get more than a professional speaker when yvou attend a Mational Seminars
program. You get an expert who knows from firsthand experience the best
technigues for organizing multiple projects and priomties.

* A Reasonable Price

£99 is reasonable tuition indeed for a full doy of professional training. And the
tuition is even more reasonable when 3 enroll from your company — a 4th can
attend FREE!

* Your Program Is Fully Guaranteed
If you are disappointed in your froining — for any reason — you will receive o
complete refund, Mo questions asked!

* Backed by the Educational Resources of Rockhurst College
Every program presented must meet the Agorous academic standards and
currieulum requirenrents of our gocredited sponsor ergonizatkon., In addition,
participonts may earm saluable CE L credits for atending, {See Registration
Information for details.)

* [t's Learning That's Fun!

In addition to the wealth of informotion vou will receive, the seminar is also a great
chance to recharge your mental hatteies. You'll refurn te your office ready o tackie
vour quality challenges and equipped with new techniques and enthusiosm

DR SOLUTIONS AT YOUR FINGERTIPS

Accomplish more with less effort ...
and enjoy the results ... with the help
of Getting Things Done

This powerful handbook is designed to help you achieve
O §L/CCESS 0T time. In a world with constant deadlines and
schedules, those who get results make iCto the top. This
pasy-to-use desktop reference will put the necessdry time monagerment 1
techmiques at your fingertips!

Order this handbook today and receive the fell
workshop discount ... before you attend!
A §12.95 value — you pay ONLY f9.95

TO ORDER: 1) Call our learning resourdd speciolists at 1-B00-258-7 248 or
2) Complete the order form on page 7

Cat. No. 411-B01 ....cocovvnneee 35 $9.95 (SPIRALBOUND)

To register, call toll-free 1-800)-258-7246!



Workshop Schedule

Battle Crevk, M1
Jamisary 11

SELilTer Hodel

S0 I_u|1i1ru Ave, 5.W
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Huwry. 2 W,

Sem. #15183

Grond Raplds, b1

January 10
Amway Grand
Flaz Hatel
Pearl at kMownpoe
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Your Fast 5-Step Seminar Registration Form

0 Yes, I want to attend How o Manage Projects, Priorities &
Deadlines. The fee per persan is 599, It includes workshop
Instrection and o comprehensive workbook.

_ Semimear M.

Check here if you would like to receive a FREE catalog of

Jackson, Wl
lanuory 12
Coenmonwealth
Commeroe Center
209 E. Washington
Sem. #9d A8 10

Lansing, MI
[ammy 24
Holidoy Inn
Unibversity Ploce
O b AT, Avenue
Sem, #9430725

Muskegon, M

january 23

Hodiday Inn
Muskegon Harbor

539 Third Stres

Sem. #9420608

Sloux Falls, 5D
Decernber 21
Best Western

Hamkata Inn
2400 North Loasise Ave,
Sem. #0414939

Souwth Bend, 1N
Decembbser 5
Mlcrrriost Hotel

123 5%, [oseph Stres
Fem., #94 14806

Somthficld, b
fanuary 27

Holiday Inn

26555 Telegraph Road
Sem, #0420728

St Cloud, MM

January 20

Blue Herons Courbyard
210 South Highesay 10
Sem. #94 18185

Iraverse Cily, M1
|d|IU|.'|rg.' o
Waterfront Inn
2061 L1 31 Morth
a9 I0R0T

Troy, Ml
[ardary 25

Hilton Morthfietd
S500 Croaks. Reesd
Sern, #0407 25

Oirganization
Auldiness
Telephone |

City__

9 Methad of Payment;

egistration Information

The fee {5 £9% per peson Rasgjisteation is
Cflmn week iy fpoms 7 o= m T pom. G5,
Sibanlay, MMl am 3 o, CST

Check-in begins ot 830 a.m. The workshop
Ehethur g Yom. iod P Lanch B on
WOUIT ow,

Comceflation. | vou camni abend o
workihop for wheck WOLE e P

UL ey Mend 0 s or eEtveE 0
ceeslit memo soward a Tulire workshon, 1f
ks o your FEguealian up to fhe
Busrres. dhays before st workshop, vour
eejpatraten fee will bé reflaadadl lessa §10
enatliment chage

Frulmsional Cesminaing Educakion
Crosil, This progenm k& authar zed for
ConAact BouUrs o8 3 ok in the e lirees

o Ee IACTT IF yosse ol resquires
appreval fmm a cradentialing agency, then
this workshop my guaitfy for you
Motonol Seminam Group s an Gpproed
proradeT of con et educaton in nusing
b e Rfiesisrl Mumes 8 nnciabion. which =
ourrediied by thes &imerioan Naares

|.' 'h]lnn:lllng Crbas's Commission on
Aocrediintion. (Peavider SSB0RA 1981V fox
&0 ooriedt Bours. |} Malional Sermnaes 15
appeoyrd o a peovider by the Califomik
Boand ol Regislene: Sardng for b contoo
nedirs (Fresckies wCEF 10043) and for 7 CPEs
by MASBA. Call enr confrmeyg sduoaskon
specialist ab 1-800-258- T248 exi, 1100,

I vou howe asy aparnitiing

9 Company information: (Mlease print)
Approving Supervisor: Mr. /s,

__ Mall Stop
Faxi{ J_

_ Stase i |

upcoming workshops and products, .
IT you have registered by phone, please recond your confirmation

number here: o at

Check payable 1o National Seminars Group is enclased (399 sach).

l'.humu 1o the |I|"l:I'|1-'||'|H:
MlasterC ol 1 VISA

Poease send me _ copies of Getting Things Daone at
$9.95 eoch. {Cat. Mo. 411-B01)

Method of paymen is indicated in step 84, Adwaricar Express

Card Mo, Exp. Date

Signoture

9 Narmes of Attendees: (Please print)

1. DAF. s, )
Title (Note full registration fee due and payeble priar to stat of workshop|

Bill my crganization; Atin:

o
- Mz s, = i Our purchase order is attached (government, eduentional and
Tithe i health care organizations oaly).

3. M/ Ms
Title =
4. Mr./Ms, {FREET) ! 6
Mg . - . I |
('#hen 5 emrolll from: your ergonisotion, o 4th ofiends fred Misdée [kt oddibiong) Fil in pour VIF Costomer Navmber & it
dabel " (Record tie mamber ever if the o

Tegietriioess o o seperate sheet amd antach )

Important: Your VIP Customer Numibser

wars I0E MW A o the muaifing
15 agtres e o anadher Indivdual |




®ow to
Win the A
War on ”anago Enﬁz?;gblc
Project $99
Overload ... seepage 7
FOREVER! Pmiects’

To register,
call toll-free

1-800-258-7246

Stop the daily battle with the clock, the calendar, yvour projects ... and your co-
workers when you master the vital skills that PUT YOU IN CONTROL of your

workday — How to Manage Projects, Priorities & Deadlines!

2 NATIONAL SEMINARS GROUP 15, P Pacycs
| w G001 West §3rd Street = PO Box 2949 .H;..u.....

: | £ = Fewkh -\..
Shownes Misshon, Konsas 66200 -1349 é ERETS . 1 ot ...:::._'., oo B
A Divigion of Beckhurd Collsge Continging Edecotion Comier, Inc. T --El- Center i

e ——

HOMT #3849
Attention Mailroom Personnel: If undeliverable os
addressad, please reroute to your training director,



