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Personal Exce”ence WorkShOp Bringing Excellence into Focus

Join us February 22nd for our Personal Excellence Workshop to be held in Seattle WA. Come prepared
to look at what is important in your life and learn how you can organize personal and business tasks to
help you achieve excellence.

The workshop with help you to:

¢ |dentify your life's goals in context of your pressure points.

¢ Understand why your goals are important to you.

¢ |dentify daily organizational techniques to help you focus on your goals and manage the
firestorm of activities and daily expectations.

The class presents in two parts, a) learn the basics of personal excellence and b) how to leverage
Microsoft Outlook using Ceptara's Organizer [1] for Outlook Add-in to implement your new personal
excellence system.
We cover the basics of driving personal excellence:

¢ What is important to me?

e What should | focus on?

e What do | need to do in the next 5 minutes?

And then we demonstrate and work with you on your personal excellence model using Microsoft Outlook
and Ceptara's Organizer for Outlook.

FocusMe for Excellence(tm) Model:
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Collect everyday
information to process

Organize

such as e-mail or notes.

Collection Points
* Email

* Paper Inbox

* Notebook

Collect

Reflect on
accomplishments and
measure planning
effectiveness.

Process

Report & Measure
* Timecard
* Success Metrics

Track

Information is structured
around projects — making

it easier to file and find.

VY

Projects make goals
happen. They provide a

structure for action.

Organization

Projects
Focus

Make decisions based on
your goals — focus on
what is important.

Action Decisions

* Dolt

* Delegate

+ Defer Plan your time to

* Delete accomplish the work.
+ Drawer

Planning
* Weekly & Daily Planning
* Schedule the work

Do It
* Time on Calendar
* Execute

+ Mark Complete

Knowledge Reservoir
+ Categorized Information
+ Electronic Documents

* Paper Documents

Say what you do and do

Drawer
what you say — keep

promises to yourself.

Find more information on the Personal Excellence Workshop here [2].

Register [3] for the event by Feb 18th to take advantage of our early bird pricing, only $200 for 6 hours
of focused instruction on what matters most to you.

Location: 1200 Stewart St, Seattle WA 98101 Map [4]

e Product News [5]

Source URL: http://ceptara.com/newsletter/20110222PEWorkshopSeattle

Links:

[1] http://ceptara.com/products/organizer

[2] http://www.ceptara.com/training/catalog/pew

[3] http://www.ceptara.com/forms/PersonExcellenceWorkshopSignUp
[4] http://mapq.st/hG7Chh
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[5] http://ceptara.com/taxonomy/term/10
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