DO YOU FEEL LIKE THERE’S NEVER ENOUGH TIME?
Does the clock seem to jump ahead while your productivity lags behind?

June 24 « 8:00AM

Linda Reed-Friedman of
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* Organize your workspace

* Create a master list to prioritize your work

e Use a daily planner to track projects and allocate time for each one
e Control appointments that seem to steal all of your time

e Communicate efficiently via voice mail and e-mail

* Write memos, business plans, etc. quickly & clearly
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Register online at
www.hunterdon-chamber.org

or Fax back this form 908-782-7283
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