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	ON-SITE LEARNING WORKSHOP
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	VIRTUAL LEARNING
SCALABLE TOPIC DELIVERY

	Choose on-site learning workshop or customize your virtual learning session.
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	TOPIC OBJECTIVES AND TIMING

	15
	Understand how goals, in general, should be framed.

	15
	Understand the specific parts of a good goal.

	10
	Understand how to make the most of your mental energy.

	10
	Understand the role that emotions and dreams play in our goals.

	5
	Become familiar with Pareto’s principle.

	15
	To understand the difference between important and urgent tasks.

	10
	To understand how to say no.

	10
	To introduce a universal time management tool.

	10
	To understand how to make the best use of the Productivity Journal.

	10
	To understand how different types of tasks come together to make up a day.

	10
	To identify a method of tackling large projects.

	10
	To understand the importance of balancing planning with acting.

	10
	Understand the reasons that people procrastinate.

	10
	To identify some general ways to overcome procrastination.

	10
	To understand how tackling the tough tasks can help us manage our time better.

	10
	Understand the first steps to take when handling a crisis.

	10
	To understand how to plan to resolve a crisis.

	5
	To understand how to put a crisis management plan into action.

	10
	To understand the closing phase of crisis management.

	10
	To understand what belongs in your workspace, and what doesn’t.

	10
	To identify a general tool set that can be used to manage workflow.

	10
	To understand how to use e-mail so it is a time saver, not a time waster.

	10
	To understand the role of calendars in time management.

	10
	To understand when to delegate.

	5
	To understand the importance of selecting the right candidate for the job.

	10
	To understand the different levels of delegation.

	5
	To understand how to make your delegation more effective.

	5
	To understand what to do when the delegation task is complete.

	10
	To understand what a ritual is and how to build one.

	10
	To identify the key rituals that participants should establish.

	5
	To see how rituals can be implemented in your day-to-day life.

	5
	To understand how to use triggers instead of events when building a ritual.
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	TOPIC OBJECTIVES AND TIMING

	5
	To understand that different types of meetings are appropriate for different situations.

	5
	To learn an approach that can be used to manage any size or type of meeting.

	10
	To understand how to build an agenda.

	5
	To understand how to effectively lead a meeting.

	5
	To understand what activities need to be performed after the meeting to ensure success.

	10
	To understand how instant messaging and chat rooms can be used in place of meetings.

	5
	To understand how teleconferencing can be used in place of meetings.

	5
	To understand how e-mail lists and online groups can be used in place of meetings, or to enhance communication between meetings.

	10
	To understand how collaboration applications can be used in place of meetings, or to reduce the number of meetings.
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Learning starts with the first conversation.™
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