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An setting
In which everything around
you supports your ability
to accomplish your work and
enjoy your life!
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Professionals spend 50% of their day looking for
Information.

*

25% Indicate the volume of email causes them to

fall behind in work.
*
93% of business professionals rate their work
space as "cluttered" to some degree

Greening Your Small Business
Jennifer Kaplan
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The Challenge:
Information Overload

The Frofessional’s Day
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What Causes Information
Overload?

l Process l

Receive

Send
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Why Create A Productive
Environment?

To complete a task you need
to be able to concentrate.

To concentrate you need to
minimize distractions.

Clutter Is distracting.



Deschutes County Observations:

Recreate Documents ( 53% ( |
Lack effective ways to (Lj
purge dated info.
Physical space does not | 91 % ( |
reflect quality of work
Lack a dependable task | 91% ( |
management system
Could easily retrieve 50
: ( 0 ( )
legally required documents

Source Client Data, Pr&raining InféExcellence Survey
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The State of the Office

Increased Information
Increased Workload
Decreased Workforce

Highly Transitional Workforce
Highly Mobile Workforce
Decreased Space

24/7 Expectations
Ever-changing legal guidelines
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TYow cant
changea
winat yaou
cdan’t
measuyre’
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The Productive Environment Scorecard

1 Efficior e
- Evaluate the following
statements based on your | Strongly | Disagree | somewhat | Undecided | Somewhat | Agree Strongly
perception. Circle one option | Disagree Disagree Agree Agree
per guestion.
I waste no time looking for
1 papers | need. 1 2 3 4 5 6 7
I can find information in my
2 computer in seconds. 1 2 3 4 5 6 7
I would be totally calm if |
3 were notified of an audit 1 2 3 4 5 6 7
I have plenty of space in my
4 office. 1 2 3 4 5 6 7
| have a structured system for|
5 managing my reading 1 2 3 4 5 6 7
material.
I have a systematic method
6 for purging outdated papers. 1 2 3 4 5 6 7
It is easy for me to manage
7 interruptions. 1 2 3 4 5 6 7
1 utilize my time planner
8 (calendar, PDA, etc.) 1 2 3 4 5 6 7
effectively
| have a structured system for|
g managing projects and work- 1 2 3 4 5 6 7
in-progress.
I am not overwhelmed by
10 | whatlneed orwant to do. 1 2 3 4 5 6 7
I can find contact inform,
11 in seconds 1 2 3 4 5 6 7
1 can easily prioritize my
12 werk. 1 2 3 4 5 6 7
I am confident others can find
13 what they need if | am not 1 2 3 4 5 6 7
here.
My office reflects the quality
14 of life | want to live. 1 2 3 4 5 6 7
My daily life reflects the
15 quality of life | want. 1 2 3 4 5 6 7
Name: Phone: Email:
**PLEASE ANSWER: The one thing that would make the biggest improvement in my productivity is:
www. simplicated.com 541.788.7001 tracy@simplicated.com
e
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ODbjective

Provide insights, tools and

practices which enable

you to become more productive
(organi zed)
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Agenda

I
1. Preview some basic principals to creating a

oroductive environment.

2. Look at a simple process to facilitate managing
paper, tasks and to-d o0 0 s

3. Review The Essential 7
4. Touch on & Management
5. Emalil Management & The Emall Vault

6. Next Steps and Resources

Simplicated
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Productivity Principal
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Includes
s

s D
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Productivity Principal
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Systems

Because ou
Clutter Is pace/Stress
Postponed me
Decisions. eray
oney
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Productivity is an Art
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