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Get Things
Done!

Take control of your

workload
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Sacramento, CA

Meet your deadlines
with less stress

Make your workday
more productive



Phone Interruptions!

Drop-in Visitors!
Unproductive Meetings!

E-mail Overload!

Procrastination!

Are you carrying a heavy case load, completing work
at the last minute, plagued by constant interruptions,
inundated with information, drowning in paper, over-
loaded by e-mail, handling too much of the workload
by yourself, or spending too much time at the office?
In short, do you seem to have too much to do and not
enough time?

This fast-paced and entertaining
seminar provides practical strategies
and techniques to help you:

* Take control of your day with effective planning and
scheduling

* Focus on your priorities and work more productively
* Manage competing demands with a minimum of stress
* Handle interruptions and time wasters that drain productivity

¢ Eliminate clutter, manage information overload — including all
that email!

* Set up files to find things — when you need them

* Delegate, communicate and use support staff more effectively

You'll leave with a personal action plan for

three key areas you've identified as needing
improvement — and the enthusiasm to keep your
resolution to work more efficiently.



Back by

popular demand!

Irwin Karp is a productivity consultant with Productive Time in
Sacramento, California. He is also an attorney with over 25 years of

experience, so he knows the obstacles that can get in the way of
staying organized and focused. In addition to his training, consulting
and coaching work, Irwin presents seminars to bar associations and law

firms in the areas of personal and team productivity, organization, time

management, project management, communications and workflow.

Truly the best CLE seminar I've
attended. The speaker was practical
and engaging. I'm charged up to go
and organize my practice.

David Miller
Bowman & Brooke; Minneapolis

One of the best presentations on
an issue of vital importance for all
of us!

Daniel B. O’Leary

Mansur & O’Leary; St. Paul

This seminar provided me with a
systematic process of managing
projects that will reduce my stress
level. Thank you!

Will Dolan
Dolan & Besser; Litchfield

Great organization ideas. Very
pleasant demeanor - delightful
speaker.

Bill Tilton
Tilton & Dunn; St. Paul



Schedule

8:30-9:00 a.m.
CHECK-IN & CONTINENTAL BREAKFAST

9:00 - 12:15 noon
(includes 15-minute break)

Morning Session

¢ Qverview

A review of organizational skills and
effective time management for lawyers.
We will identify areas needing improve-
ment that will be the focus of the
program.

» Determining Your
Priorities and Planning
Your Workload

Lawyers are notorious for completing
work at the last minute as they focus
on deadlines. Learn how to get out of
working in “crisis mode” by staying on
top of your workload through planning,
prioritizing and scheduling time to do
the work. We'll develop systems for
keeping track of information and tasks,
learn how to apply a weekly review to
your caseload, and use the tools of real
daily planning and time blocking to get
things done.

* Using Technology to
Assist in Managing Your
Workload

We'll look at practice management
technological tools (case management
programs, tools such as Outlook®,

and handheld devices) and discuss the
benefits and burdens of technology and
specific approaches to make it work for
you.

* Focus: The Key to
Productivity

Multi-tasking is the enemy of concentra-
tion. Learn how to eliminate distractions
and get your work done.

12:15-1:15 p.m.
LUNCH (on your own)

1:15-4:30 p.m.
(includes 15-minute break)

Afternoon Session

* Overcoming Time Traps and
Time Wasters

Specific tips and techniques to manage
and overcome potential time wasters
in your practice: interruptions, drop-in
visitors, lengthy phone conversations,
e-mail overload, operating in “crisis
mode,” and procrastination.

* Document and Paper
Management

Even in the digital age, lawyers handle
massive amounts of paper. Learn how
to manage your desk, process your
paperwork, de-clutter your office, set up
systems for project and action files and
catch up on your professional reading.

e Effective Communication
in Your Office

Clear and effective communication with
your colleagues, staff and clients is
critical to an effective practice. Develop
skills of clarity, effective listening and
closing a feedback loop to use in all
your communications. Learn how to
run productive, less time-consuming
meetings with clients, lawyers and
staff. Learn how to delegate to achieve
maximum assistance and professional
development of your associates and
staff.

* Develop Your Personal
Action Plan

You'll leave with a personal action plan
for three key areas you've identified as
needing improvement — and the enthu-
siasm to keep your resolution to work

more efficiently.



DATE & LOCATION

Thursday, March 25, 2010
Minnesota CLE Conference Center
Seventh Street & Nicollet Mall

Third Floor City Center, Minneapolis

CREDITS

Minnesota CLE is applying to the
State Board of CLE for 6.0 credits.
The maximum number of credits
attendees may claim is 6.0 credits.

CANCELLATION POLICY

Paid registrants who cancel their
registration at least 72 hours before
the program will receive a full credit
on their account; if fewer than 72
hours, a $25 administrative fee will be
deducted.

ACCOMMODATION

If you have a disability and need an
accommodation in order to attend,
please contact us as soon as possible
at 2550 University Avenue West, Suite
160-S, Saint Paul, MN 55114 or call us
at 651-227-8266 or 800-759-8840.

QUESTIONS?

If you have any questions or need
further information, please call
Minnesota CLE at 651-227-8266 or
800-759-8840 or visit us online at
www.minncle.org.

TO REGISTER:

K MAIL TO:

Minnesota CLE

2550 University Ave. West
Suite 160-S

St. Paul, MN 55114

FAX TO:
651-227-6262

GO ONLINE:
www.minncle.org

OR CALL:

651-227-8266 or
800-759-8840

REGISTRATION FORM

Get Organized
Get Thmgs Done!

Thursday, March 25, 2010
Minnesota CLE Conference Center

PLEASE “v" APPROPRIATE BOX:
L] $275 MSBA member

[] $275 paralegal / legal assistant
[J $335 standard rate

[J 1 have a Minnesota CLE Season PassS¥. Enrolll me at no charge.

Pass #

NEW LAWYER DISCOUNT!

[ ] 1was first admitted to the bar after March 25, 2007, and have
deducted $60 from the registration fee marked above.

[] Check here if address below is new.

Name (first) (mi)

(last)

Firm

Address

City/State/Zip

Phone

Fax

Email

Attorney License No. (if applicable)

Profession, if non-attorney

ENCLOSED IS $ BY:

[J Check (payable to Minnesota CLE)

RV ] MasterCard [ Discover ] AmEx

Card No.

Expiration

Signature

[621-10 / ccs]



