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Course Description
e This course will describe the benefits and process for developing a personal organization system
Course Outline

e Explain the role of organization and time management in reducing stress levels, increasing
productivity, and increasing free time

e Discuss how to design your personal organization system, including the essential elements of an
inbox and calendar

e Demonstrate how to use time blocking to effectively accomplish goals

e Introduce the concept of deep work for efficiently completing cognitively difficult tasks

e Discuss role of daily and weekly inbox and calendar reviews to be sure that all tasks get
completed
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