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Time Management Training reveals how to help others develop strategies for increased productivity and
effectiveness. Workshops cover scheduling, delegating, procrastinating, managing distractions,
overcommitting, managing email, and completing paperwork. Part of the ASTD trainer's workshop series--
ASTD'sdone all the work for you with complete, customizable, ready-to-use programs. Titles offer half-
day, one-day, and two-day workshop formats, as well as all the exercises, handouts, assessments, structured
experiences, and presentations needed for effective delivery. PowerPoint slides and el ectronic copies of all
supporting materials for thistitle are provided online as downl oadable content.
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