Benefits of Attending the Workshop[J

In this interactive program, you will learn:

« [1 The difference between neat and organised - and how it will affect you
0 How to change your environment to work for you

* [1 The three reasons for reading material and how to organise it

« [ How to reduce the cost of office supplies

*[J How to streamline your filing system

 [1 A segment on practical time management

Nancy Miller approaches this topic with a refreshing attitude. She is not trying to make everyone conform to arigid and regimented system.
Rather, she lays out dozens of practical techniques that, if implemented, will allow you to work efficiently to minimise the time you spend
moving, handling, filing, losing and searching for papers.

Invest seven hours in this program and see how much better you can manage your office.

Who Should Attend

Thisworkshop is for officers working in the government / public sector. If you are looking at getting more organised at the workplace,
this workshop is for you.

Your Workshop Leader: Nancy Miller

Nancy Miller is a professional speaker, entrepreneur and businessperson. She is amember of NAPO (National Association of Professional
Organisers), NAPO-LA (Los Angeles Chapter), NSA (National Speakers' Association) and NSA/GLAC (Greater Los Angeles Chapter).
Sheisthe recipient of the NSA/GLAC Golden Microphone Pin, recipient of the 1996 International Who's Who of Entrepreneurs, 1983
Outstanding Y oung Women of America, graduate of Willmar Community College with a degree in Business, attended the University of
Minnesota-Saint Paul.

Nancy has also authored the book “Clutterology: Getting Rid of Clutter and Getting Organised”

Certificate of Attendance

All participants at both workshops will receive a Certificate of Participation upon completion of training.

To register, contact _

nference & Event Management Pte Ltd

Tel: (65) 6786 7363, Fax: (65) 6786 3282, Email: enquiries@partners-conference.com

REGISTRATION FORM

Workshop A: Common Sense Project Management™ S$1495 nett
24 - 25 April 2003, Grand Hyatt Singapore
workshop B: Office M anagement Organisation for Gover nment Officers S$495 nett
25 April 2003, Grand Hyatt Singapore
(Team discount is available for ateam of 3 or more delegates per workshop)
YES! Pleaseregister me/ usfor:

Name of Delegatesd] Designation[] Workshop (Please tick)
1. CJao B
2. CJaor B
3. CJao I8
Approving Manager
Name: Designation: 0[O Email:
Organisation: [ Address. [

Postal Code: 0 Country: Tel: O Fax:

[ Payment by cheque
(payable to Partners Conference & Event Management Pte Ltd) and mail to 2 Flora Drive, #08-36, Singapore 50702501

[ Payment by bank transfer — Bank transfer should be made to:[1
Account Namelll : Partners Conference & Event Management Pte LtdO]
Account No.
Pay to
Branch(D

: 501-584692-001 (Bank Code: 7339)0
M : OCBC Bank Ltd (SWIFT code: OCBCSGSG)
. OCBC Centre

2 Specially Customised Workshops for the

Government and Public Sector ... ...

Workshop A:

Common Sense
Project Management™

Managing Projects, Priorities, and Deadlines

24 - 25 April 2003, Grand Hyatt Singapore

This program is currently offered at the University of California for credit.
All participants will receive free software program called QuickSchedule(r).

Featuring Mike Rounds, MSEE, Associate Professor,
University of California

Workshop B:

Office Organisation
Management for

Government Officers
25 April 2003, Grand Hyatt Singapore

A practical program on how to get rid of clutter, simplify
your daily activities and get organised.

Featuring Nancy Miller, Professional Speaker
and Author of “Clutterology”

Organised by

Conference & Event Management Pte Ltd




workshop A: COmmon Sense Project Management ™

24 — 25 April 2003, Grand Hyatt Singapore

A hands-on training on managing projects, priorities and deadlines for government officers

Dear Government Executive

Just about everything we do, from managing ourselves to managing
our careers, can benefit from learning effective techniques that
originated in the project management field.

Efficient management of projects and ensuring their successful
completion is perhaps the most essential component of business today
because successful implementation means that projects are done on
time, within budget, factors critical to the overall strategy of an
organisation’ s existence.

The complex systems of project management that we use today were
created to manage the enormous resources that they are responsible
for. But much like a sleeping dragon, once awakened, overly complex
project management systems can devour those who dare to challenge
their might and power.

Since projects do not manage themselves, organisations rely on the
skills and resourcefulness of internal employees to manage and control
avariety of projects while attending to their other duties and
responsibilities. This“juggling” of responsibilities has given rise to
the need for an efficient and easily implemented system for managing
al forms of projects without creating a burden on the responsible
individuals.

In some cases, one person may be managing a multitude of
projects simultaneoudly. Without proper project management systems,
projects are often delayed and completed long after the original planned
delivery date.

To help work processes run smoothly, information must be brought
together in an efficient system and shared with many individual
departments / organi sations within the government.

This workshop teaches participants how to use simple techniques to
accomplish more and gain control over our work in spite of multiple
assignments, increased workloads, and the need to maintain priorities
and meet deadlines.

Among the topics are focusing on results (not just compl eting tasks),
maintaining personal motivation when under pressure, keeping control
over concurrent projects, the power of teamwork, positive ways to
deal with competing priorities and selecting the jobs that count.
The emphasisis on planning, organising and prioritising strategies
that work.

Fast, efficient and effective transfer of information provides the
competitive edge, empowering agencies and organi sations to manage
large and complex projects. The Common Sense Project Management™
system taught in this workshop works with and for you to provide
integrated solutions, ensuring your project team has the toolsit needs
to stay focused and get the job done — on time and in budget.

The workshop will focus on the employee who has moved, or is about
to move, into a project management position or who is assuming
project management responsibility. The course will emphasize
maximising time efficiency resource planning and problem solving

This program material includes project management and report-
generating software that operates on any platform from DOS through
Windows 2000®. This software has been specifically selected to
simplify the control and reporting process while offering the user
enough robust features to be able to quickly and efficiently create
charts and reports that will satisfy virtually all the requirements for
daily, weekly, or monthly report generation.

The training session includes a hands-on planning session that will
result in a completed project task schedule and budget. Participants
are encouraged to bring their own projectsfor inclusion in this session.

M ethodology

The training program consists of both lecture and actual planning
sessions. ALL eementswill include interactive feedback and discussion
to ensure that the participants leave with a thorough understanding of
the process and are able to employ it IMMEDIATELY'!

* [0 The first module explains the process, tools, and how to use them.

* [1The next module includes hands-on participation where severa [
people's projects will be outlined, detailed and planned.

e [ Thethird segment trains the participants on tips and techniques for [J
managing time including how to effectively schedule and manage [
meetings and interruptions.

« [0 The fourth module includes section on dealing with difficult [
people and obtaining cooperation in the planning and implementation [
of projects.

Please note: For maximum benefit, attendees are encouraged to bring
with them an actual project to be managed. Those selected will leave
with a complete working time-table and budget that can be taken and
implemented the same day.

This program includes compl ete guideline notes for simplifying and
easily managing projects, reproducible forms for planning future
projects, and FREE project management software to get you started.

Workshop Outline

1. [Background and Definitions of Project Management[]
* [So, what is project management - really?(]
 How does project management differ from other management [T
principles?]
e How did it develop?]
« Rate yourself as a Project Manager

2.[0The Benefits of Planning
3.0The Dangersin Planning

4.0So What? Why? Manage Projects? [
e What to target? What do we want to accomplish?[]
e Mime? When and how soon do we need it completed?[]
 Budget? How do we accomplish it? Where do we do it? Who' ST
going to do it?

5. [The “Quick Step” Method of Planning a Project[]
*[Budgeting tips [
e[Planning]
«[Bcheduling
[Controlling

6. [Betting Up a Reporting System

7. (Terminating the Project

8. [Different Ways to Manage a Project

9. [How to Determine Priorities for Multiple Projects
10.[$ample Project Management Exercise

11. Time Management Techniques

12. How to Identify Difficult People who are an Impediment to [
your Plans

13. Effective Ways of Dealing with Difficult People to Ensure that [
your Projects Get Planned and I mplemented

Visit us at www.partners-conference.com

Who Should Attend

This workshop is designed for any government employee who has
the responsibility of managing projects, priorities and deadlines and
within budget.

Directors, managers, project managers, department heads, project
engineers, production managers, software programmers, consultants,
team leaders, civic leaders, campaign leaders, and group leaders will all
benefit equally from learning how to quickly and efficiently organise
and manage any project thrust upon them.

Your Workshop L eader

Mike Rounds, M SEE, Associate Professor, University of Californiais
the creator of the Copyrighted course of Common Sense Project
Management™.

Mike Rounds was a former aerospace Project Manager and Director of
a Fortune 500 Company. Mike isfamous for making the complicated
simple — and this program is no exception. When you leave here, you'll
know what to do and how to do it.

Mike's ability to blend knowledge, humour and technology brings him
before all sizes and interests of audiences, over 150 times ayear, in both
the US and six foreign countries.

Unlike some speakers who merely talk about a subject, Mike actively
lives his topic. His diverse background, combined with a passion for
teaching and platform dynamics, guarantees a program that you'll love.

Mike's listed in the "Who's Who In Professional Speaking" and has
earned kudos from organisations like the Harvard School of Business,
Blue Cross(r), hundreds of colleges and universities and over 250 radio
talk shows as one of the leading authoritiesin hisfield.

For moreinformation on Mike, please visit him at www.MikeRounds.com
and www.RoundsMiller.com.

Workshop Schedule

Registrationd : 08:15 — 09:00 hours
Workshopd : 09:00 — 17:00 hours

Luncheon and morning and afternoon tea-breaks will be provided for
at the workshop.

Workshop B:
Office Organisation
M anagement for
Government Officers

25 April 2003, Grand Hyatt Singapore

A practical course on how to get rid of clutter,
simplify your daily activities and get organised

Government offices and those businesses that support government
functions have become information and data storehouses.

Recent studies have shown that the average government employees
spend over two weeks per year looking for information that they need
on adaily basis.

How much time do you spend daily looking for items?
Disorganisation and other poor time management habits can cause you:

[1 Stressfrom constantly and unnecessarily working in crisis mode;

[] Frustration from being unable to locate important information and [
documents quickly;

« [ Dissatisfaction from feeling unproductive.

If you're tired of searching for that lost something or stumbling over
stuff throughout the office, you CAN change your environment to work
for you with simple, easy and practical ideas on how to remove clutter
from your life.

Getting rid of clutter and organising your office environment to suit your
work styleis one of the most productive things you can do to increase
efficiency and have moretime.

In aworld in which each passing year becomes more technically oriented,
we need to take control of our lives and part of that key isto simplify
what we are doing. For example, there are 48 varieties of paper clips.
Isthat simplification?

An executive of alarge corporation said, "Don't become indispensable.
If you become indispensable, you become un-promotable.” If you are
the person in your office whom people aways come to for minutes of
meetings, copies of reports, client'sfile, then you may be limiting your
chances of being promoted.

In the world of the government and its related agencies, promotions can
be influenced by whether or not a person is organised. Remember, we
tend to get promoted if it |looks like we can deal with more responsibilities.

Working with the government creates unique problems and as well as
mandating systems that conform to their standard.

If you're working for a government agency, did you know that ...

« [1 90% of all documents handled each day are merely shuffled;

* [ Gathering and transferring paper documents consumes 90% of typical [
office tasks;

* [0 Organisations spend $20 on labor to file a single document, $120 [
on labor to search for alost document, and $250 on labor to recreate O
alost document;

« [1 Workgroups lose 15% of all documents they handle, spend 30% of [
their timetrying to find lost documents and that 7.5% of all documents]
00 get lost completely;

If you fedl that your paper and your office stuff are controlling your life,
then change your environment to work for you with smple, easy and
practical ideas on how to remove clutter from your life and get organised.

Contact us at Tel: (65) 6786 7363, Fax: (65) 6786 3282



