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Lauraleist : Eliminatethe Chaosat Work: 25 Techniquesto Increase Productivity before purchasing it in order
to gage whether or not it would be worth my time, and al praised Eliminate the Chaos at Work: 25 Techniquesto
Increase Productivity:

1 of 1 people found the following review helpful. Just what i hoped forBy David MoeyersonsThe book completely met
my expectations. It 's been very usefull for my projectwork at school.It explainsin simple terms how to bring order


http://f3db.com/pub/links.php?id=B004S82Q3E

into chaos with simple actions. The book is very accessible, even for people who have no or little technical
background.0 of 0 people found the following review helpful. Great Resource bookBy Makaylaa PowersVery well
done. Each section has tremendously helpful ideas and processes. | have everyone in my office reading this book to
help us be more productive and organized.3 of 3 people found the following review helpful. Eliminate the Chaos at
Work: 25 Techniques to Increasing ProductivityBy Audrey M BeaulacL aura Leist's book gives readers the practical
information to manage work flow whether you're a home based office, brick and mortar business or a corporate
environment. Her understanding of both the paper side and the technology shows in the practical solutions she offers
throughout. Every page is pertinent and directive in what needs to be done to unshackle us from the morass we've
created.Eliminate The Chaos At Work provides real-world Laura-tested techniques that are attainable and immediately
applicable. Understanding but not dwelling on the behaviors that |ead to piles, stacks or build up In-boxes, Laura's
point iswell taken. Organization and systems create mental ease, opening up our energy to pursue other vistas. It'sa
choice whether we spend our time constantly figuring out where "it" is or streamlining our daily operations. If you
want to increase your productivity, this well-written, practical guide is the book for you.

Create office efficiency and business productivity with this helpful book. Eliminate the Chaos at Work increases your
business productivity and peace of mind by showing you how to create streamlined information systems, processes
and workflows. Laura's proven 25 techniques are easy to implement, realistic and results oriented. Using these
techniques, you can take control over your time and information to create workable systems built to reflect how you
think and process information. Eliminate the Chaos at Work breaks down the everyday organization and productivity
challenges you face at work into four areas: time, paper and information management as well as managing all of the
stuff in your office. You'll learn effective time and information management techniques including how to: Produce
logical, user friendly information management systems to ensure information is organized and easily retrievable
Schedule and manage meetings that aren't total time wasters Implement a system to process and follow up on e-mail
Create an organized e-mail filing structure for easy retrieval De-clutter paper files, decide what can be stored, scanned,
shredded or recycled Learn what paper management system will work best for you and how to create the filing
structure Use the PAPERS method for maintaining efficient paper management systems Determine which task
management system is right for your needs and how to manage your tasks and projects daily using the 20-minute rule
Use the 10-step process to organi ze the stuff in your office Imagine working in an office where you feel in control and
on top of things, instead of overwhelmed. Setup a comfortable workspace and make yourself and your team's office
more productive, supported and in control with Eliminate the Chaos at Work.

"Eliminate the Chaos at Work is the rare book to tackle the ambiguitynbsp;and paralyzing choices created by
technology.nbsp; She shows you how to use tools, not become subservient to them, with pragmatic andnbsp;applicable
ideas." ---Alan Weiss, PhD"Laura Leist's practical insights make work MORE manageable. Roll up your sleeves and
consider these techniques to optimize your workflow!" ---Scott Belsky"A well organized, approachable, practical
guide to becoming more productive at work. If you are short on time, big on goals and want to become more effective,
this book is a fantastic resource." --Julie Morgensternl just love "nuts and bolts" books that give practical ideasthat are
attainable - as opposed to theories and philosophical banter. Just make sure you take the time to implement some of
Laura's suggestions." --Harold Taylor"Laura Leist has written a book that will increase your productivity every time
you pick it up!'nbsp; Eliminate The Chaos at Work provides practical Laura-tested techniques to help you do exactly
that! 1 highly recommend it!" --Barbara HemphillFrom the Inside FlapHas your office been taken over by stacks of
documents and stuff you are not sure how to store for future retrieval ?nbsp; Are your documents and electronic
information scattered in too many places, making it difficult to find information quickly?nbsp; Do you leave meetings
wondering what was accomplished?nbsp; Is your task management system out of control or non-existent?nbsp; If so,
it'stime for you to Eliminate the Chaos at Work.At long last, you can take control of your workday.nbsp; Eliminate
the Chaos at Work guides you through twenty-five techniques to increase your productivity.nbsp; Y ou don't need to
read the entire book to understand a methodology; simply turn to the sections or chapters you need help with, read, and
put the methods into practice immediately.nbsp; By creating and implementing organize systems and changing certain
habits and behaviors, you will free yourself from time-wasting activities and burdensome distractions.The author's
proven techniques are easy to implement, realistic, and results-oriented when it comes to managing your time,
information, and expectations.nbsp; Eliminate the Chaos at Work breaks down the everyday organization and
productivity challenges you face at work into four areas:nbsp; time, paper, information management, and managing all
of the stuff in your office.nbsp; You'll learn effective time and information management techniques, including how

to: Schedule and manage meetings that aren't total time wasterslmplement a system to process and follow up on e-
mailCreate an organized e-mail filing structure for easy retrieval Produce logical, custom information-management
systems tailored to your business to ensure information is organized, easily retrievable, secure, and backed up, as well
as fool proof ways to maintain themDeclutter paper files, and decide what can be stored, scanned, shredded, or
recycledLearn what paper management systems will work best for you and how to create the filing structureUse the



PAPERS(TM) method for maintaining efficient paper management systemsDetermine which task management system
isright for your needs and discover how to manage your tasks and products using the twenty-minute ruleUse the ten-
step process to organize the stuff in your officel magine working in an office where you feel in control and on top to
things, instead of overwhelmed.nbsp; Y ou can make your workplace work for you when you Eliminate the Chaos at
Work.From the Back Cover"Laura Leist's Eliminate the Chaos at Work is the rare book to tackle the ambiguity and
paralyzing choices created by technology. She shows you how to use tools, not become subservient to them, with
pragmatic and immediately applicable ideas. The book is aquick and easy read, but then again, with her approaches,
how could it not be?'-Alan Weiss, PhD, author, Million Dollar Consulting and Thrive! Stop Wishing Y our Life Away
"LauraLeist's practical insights make work MORE manageable. Roll up your sleeves and consider these techniques to
optimize your workflow!"-Scott Belsky, Founder and CEO of Behance, and author of national bestseller Making |deas
Happen "Laura has written awell organized, approachable, practical guide to becoming more productive at work. If
you are short on time, big on goals and want to become more effective, this book is afantastic resource.”-Julie
Morgenstern, Productivity Expert and author of Never Check Email in the Morning "If you're too busy to read this
book you are ignoring the solution to your problem. | just love "nuts and bolts" books that give practical ideas that are
attainable - as opposed to theories and philosophical banter. Just make sure you take the time to implement some of
Laura's suggestions. There are some great ones."-Harold Taylor, author of Making Time Work for You "Laura Leist
has written a book that will increase your productivity every time you pick it up! My passion in businessis helping
people accomplish their work and enjoy their lives. Eliminate the Chaos at Work provides practical Laura-tested
techniques to help you do exactly that! | highly recommend it as a book employers should provide to their staff asa
great resource."-Barbara Hemphill, author, Taming the Paper Tiger



