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Terms and Conditions 

LEGAL NOTICE 

 

The Publisher has strived to be as accurate and complete as possible in the 

creation of this report, notwithstanding the fact that he does not warrant or 

represent at any time that the contents within are accurate due to the rapidly 

changing nature of the Internet. 

 

While all attempts have been made to verify information provided in this 

publication, the Publisher assumes no responsibility for errors, omissions, or 

contrary interpretation of the subject matter herein. Any perceived slights of 

specific persons, peoples, or organizations are unintentional. 

 

In practical advice books, like anything else in life, there are no guarantees of 

income made. Readers are cautioned to reply on their own judgment about their 

individual circumstances to act accordingly. 

 

This book is not intended for use as a source of legal, business, accounting or 

financial advice. All readers are advised to seek services of competent 

professionals in legal, business, accounting and finance fields. 

 

You are encouraged to print this book for easy reading. 
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Introduction 
 

Our time is crucial to us, and for those of us who would like to work on 

ourselves, create a better life for our families, assist others, and so forth we have 

more and more items on our to do list day-to-day. And even the more efficient 

individual will find that you will be able to never finish. There will always be 

something else that you had better do. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Productivity Plus! 

How to maximize your efficiency to achieve more 

with less time!  
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Chapter 1: 
Learning Effective Time Management 

 

Personal time management skills are crucial skills for effective individuals. 

Individuals who practice these strategies routinely are the highest achievers in 

all walks of life, from business to sport to community service. If you utilize these 

skills well, then you'll be able to function exceptionally well, even under acute 

pressure. 

What's more, as you master these skills, you'll discover that you take charge of 

your workload, and say adios to the often intense stress of work overload.


