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The" productivity guru” updates hisrenowned organizing and time-management program to help
workersand manager s stay on top of their gamein an increasingly changing work environment.

About the Book

Organizing for Success, Second Edition provides simple, remarkably effective time management technique
to help reders get two extra productive hours out of every day. The book uses “The Master List” concept to
show readers how to budget their time and energy by the day, week, and month.

Readers will learn how to quickly prioritize their goals, complete tasks on time and under budget, and even
helps readers plan for the interruptions, urgent emails, and unexpected meetings that will inevitably attack
their day. This new edition places heavier emphasis on technology, including advice on how to write,
manage and file email more effectively; how to use Lotus Notes and Microsoft Office to streamline the day;
and how to use devices like Blackberries and social media as assets and time-savers, rather than as
distractions and time sinks.

Key Selling Features

- Zeigler has been recognized as a leader in the time-management field since 1996; his books have sold over
15,000 copies to date.

- He speaks at |east three times per week to as many as 1,000 people

- Companion website will include customizable, downloadable “Master Lists’ that readers can print out or
export into their pdas, iphones, and work computers

- Zeigler's website gets about 1,000 hits a day; he spends approximately $50,000 per year on Google
AdWords and clickthrough advertising

- Inthelast year alone, he has appeared on the Neil Cavuto Show, in the Chicago Tribune, and on
MoneyMatters

Market / Audience

Business professionals and managers, readers of Getting Things Done

About the Author

Kenneth Zeigler (Charlotte, NC) has been recognized as an expert on the subject since developing atime
management system for Hertz in 1997. He has been on the cover of Investor's Business Daily and has
published numerous articles for such newspapers as The Washington Post, the NY Post, and the Charlotte
Observer. Over the years he has advised such clients as Hertz, Toys "R" Us, The Federa Reserve, The
Comptroller of the Currency, Hormel, and Fidelity Investments.
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From reader reviews:
Elizabeth Hager:

The feeling that you get from Organizing for Success, Second Edition: Second Edition is the more deep you
excavating the information that hide within the words the more you get interested in reading it. It does not
mean that this book is hard to understand but Organizing for Success, Second Edition: Second Edition giving
you joy feeling of reading. The article author conveys their point in selected way that can be understood by
means of anyone who read that because the author of this publication is well-known enough. This book also
makes your vocabulary increase well. Therefore it is easy to understand then can go together with you, both
in printed or e-book style are available. We recommend you for having this specific Organizing for Success,
Second Edition: Second Edition instantly.

Ellen Kelsey:

Reading a book can be one of alot of pastime that everyone in the world enjoys. Do you like reading book
therefore. There are alot of reasons why people enjoy it. First reading areserve will give you alot of new
details. When you read a publication you will get new information due to the fact book is one of numerous
ways to share the information as well as their idea. Second, examining a book will make you actually more
imaginative. When you looking at a book especially tale fantasy book the author will bring one to imagine
the story how the character types do it anything. Third, you can share your knowledge to some others. When
you read this Organizing for Success, Second Edition: Second Edition, you may tells your family, friends
and soon about yours book. Y our knowledge can inspire the others, make them reading a e-book.

Philip Edwards:

This Organizing for Success, Second Edition: Second Edition is great e-book for you because the content
whichisfull of information for you who have always deal with world and possess to make decision every
minute. This specific book revea it details accurately using great manage word or we can claim no rambling
sentencesin it. So if you are read the idea hurriedly you can have whole factsin it. Doesn't mean it only
gives you straight forward sentences but difficult core information with splendid delivering sentences.
Having Organizing for Success, Second Edition: Second Edition in your hand like finding the world in your
arm, information in it is not ridiculous one. We can say that no publication that offer you world with ten or
fifteen minute right but this e-book already do that. So , thisis certainly good reading book. Hello Mr. and
Mrs. hectic do you still doubt that?

Sarah Farmer:

That guide can make you to feel relax. That book Organizing for Success, Second Edition: Second Edition
was bright colored and of course has pictures on there. As we know that book Organizing for Success,
Second Edition: Second Edition has many kinds or variety. Start from kids until young adults. For example
Naruto or Private investigator Conan you can read and think that you are the character on there. So, not at all



of book are make you bored, any it can make you feel happy, fun and rest. Try to choose the best book for
you and try to like reading in which.
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