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Synopsis

How to Organize Your Life and Get Rid of Clutter Being organized is not a personality trait. It's a
skill anybody can learn. Learn to clear your home and office of the messy buildups that cramp your
mind and crimp your productivity. You'll get good advice and great tips on ways to de-clutter
everything at work and at home, from your desktop to your hard drive, from your front hall closet to
your filing drawers. PROGRAM HIGHLIGHTS: * 2 questions that decide the fate of every incoming
piece of paper * How to create files that are easy to use * How to use the "4-boxes-and-a-list"
system to tidy up messy areas * Things you seldom use: how to get them out of your way and still

keep them within easy reach
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Customer Reviews

Fred Pryor Seminars and CareerTrack, divisions of PARK University Enterprises, Inc., create one of
the most respected international providers of professional seminars. Since pioneering the one-day
seminar in 1970 as Fred Pryor Seminars, our organization has built a reputation for high-quality,
convenient, and practical business-skills training around the world, in every industry and sector.
Today, with more than 10 million satisfied customers, we continue to pride ourselves in providing
the superior training you've come to expect from Fred Pryor Seminars and CareerTrack. Our
cutting-edge research and course development are designed to meet the adult learning needs of
your employees and your organization.
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