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Discover valuable tips to:
· Manage incoming information overload
· Organize email and computer files
· Establish order in your workspace
· Organize multiple people
· Software and Formatting Solutions




		
				



DATE:		Tuesday, December 13, 2011

TIME: 		6:00 pm

LOCATION:  		One Ocean Resort & Spa
		One Ocean Blvd.
		Atlantic Beach, FL 32233

RSVP TO:     		Robin Henderson: 
	 	robin.henderson@chase.com 
		patti.reed@chase.com

Get Organized!








													
Find a few extra minutes in your day, reduce stress and achieve greater productivity with the suggestions provided in this seminar. You’ll learn how to organize your desk/workspace, paper and computer files. Plus …STAY ORGANIZED with tips provided on managing emails and incoming paperwork. Discover methods to support and organize multiple people.
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