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From renowned time management consultant Donald Wetmore comes The Productivity Handbook, a guide
for the overworked and overwhelmed.

The Productivity Handbook reveals how true productivity doesn’t mean doing more things faster. It means
being more effective—and this requires better ways of prioritizing your time, communicating with others, and
absorbing information. In this concise and entertaining book, Wetmore offers powerful tips and techniquesin
these three aress:

Time-includes making short- and long-term plans, managing multiple priorities, and overcoming
procrastination

Informati on—includes shrinking your inbox, writing effective notes, and improving your memory
Communication—ncludes networking, public speaking, and having efficient meetings

Dr. Donald J. Wetmor e is the founder of the Personal Productivity Institute, an organization that teaches
productivity tools and techniques to participants at major corporationsincluding J.P. Morgan Chase, Genera
Electric, and Duracell. A member of the National Speakers Association, Wetmore is frequently featured in

the New York Times, the Boston Globe and on PBS. He is also an attorney and an adjunct professor in the
MBA program at Mercy College, New Y ork.

From the Hardcover edition.
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From reader reviews:
George Hinnenkamp:

Now aday folks who Living in the era where everything reachable by connect to the internet and the
resources included can be true or not demand people to be aware of each data they get. How people haveto
be smart in receiving any information nowadays? Of course the solution is reading a book. Studying a book
can help men and women out of this uncertainty Information specifically this The Productivity Handbook:
New ways of leveraging your time, information, and communications book since this book offers you rich
facts and knowledge. Of course the details in this book hundred % guarantees thereis no doubt in it you
probably know this.

Ann Strickland:

The book with title The Productivity Handbook: New ways of leveraging your time, information, and
communications posesses alot of information that you can study it. You can get alot of profit after read this
book. That book exist new expertise the information that exist in this e-book represented the condition of the
world now. That isimportant to yo7u to find out how the improvement of the world. This particular book
will bring you throughout new era of the internationalization. Y ou can read the e-book on your smart phone,
S0 you can read it anywhere you want.

Dawn Nelson:

Many people spending their period by playing outside having friends, fun activity along with family or just
watching TV all day every day. Y ou can have new activity to spend your whole day by reading a book. Ugh,
think reading a book will surely hard because you have to take the book everywhere? It ok you can have the
e-book, having everywhere you want in your Cell phone. Like The Productivity Handbook: New ways of
leveraging your time, information, and communications which is getting the e-book version. So , why not try
out this book? Let's see.

Richard Russdll:

Reading a guide make you to get more knowledge from that. Y ou can take knowledge and information from
abook. Book is created or printed or highlighted from each source in which filled update of news. Within
this modern eralike today, many waysto get information are available for an individual. From media socia
just like newspaper, magazines, science reserve, encyclopedia, reference book, book and comic. Y ou can add
your understanding by that book. Ready to spend your spare time to open your book? Or just looking for the
The Productivity Handbook: New ways of leveraging your time, information, and communications when you
essential it?
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