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If you have ever said (or felt) any of the following, then Cool Time is the solution for you:

I spend more and more time just dealing with e-mail.●

I often take work home or stay late because that's when I work without distraction.●

A lot of time gets wasted in meetings.●

There are too many interruptions.●

I plan my day every day, but by 9:15 it's totally derailed.●

I never feel caught up!●

Cool Time is a time management book with a difference. It's all about keeping mentally and physically cool
so that you are always at your best and on top of your game. When you're mentally cool, you make the best
decisions and get the best stuff done, and that's the root of successful time management.

Cool Time doesn't focus on prioritizing and agenda setting. In the real world of interruptions, e-mail, and
distractions, few people are able to organize their work in isolation from everything else. In fact, effective
time management is more about human relationships and expectations than it is about making lists.

Cool Time is a complete approach to managing time and defending it from the endless demands and
expectations of others in the workplace and at home.

Contains practical, personal techniques that will help you apply your new skills to real-world situations:●

holding time-effective meetings, dealing with distractions, learning to focus, coping with unrealistic
workloads, planning for the unexpected, negotiating with your manager over conflicting tasks, using
technology effectively (the phone, PDAs, and e-mail).
Includes suggestions on non-work activities, which make this a complete approach to managing time and●

balancing life.
Features lots of examples, practical tips, and concepts that are memorable and easy to apply, as well as to●

explain and teach to others in your life. Concepts such as the "I-Beam Agenda" for planning and
structuring your day, "Keystone Time" that you block off for focused work, "The 60-Second Workspace"
for organizing yourself physically and mentally, and many more.

A complete approach to managing time, priorities, and people in an increasingly fast paced world, Cool Time
allows you to be in control, feel less stress, and never break a sweat as you go about your day.
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From reader reviews:

Sherry Stevens:

In this 21st one hundred year, people become competitive in most way. By being competitive currently,
people have do something to make these people survives, being in the middle of typically the crowded place
and notice by simply surrounding. One thing that occasionally many people have underestimated that for a
while is reading. That's why, by reading a e-book your ability to survive raise then having chance to remain
than other is high. For yourself who want to start reading a book, we give you this kind of Cool Time: A
Hands-on Plan for Managing Work and Balancing Time book as beginning and daily reading reserve. Why,
because this book is usually more than just a book.

Donna Macdonald:

Nowadays reading books become more and more than want or need but also get a life style. This reading
practice give you lot of advantages. The benefits you got of course the knowledge even the information
inside the book that will improve your knowledge and information. The information you get based on what
kind of e-book you read, if you want attract knowledge just go with education books but if you want
experience happy read one along with theme for entertaining such as comic or novel. The actual Cool Time:
A Hands-on Plan for Managing Work and Balancing Time is kind of e-book which is giving the reader
unstable experience.

Samuel Brown:

Typically the book Cool Time: A Hands-on Plan for Managing Work and Balancing Time has a lot
associated with on it. So when you check out this book you can get a lot of help. The book was compiled by
the very famous author. The writer makes some research ahead of write this book. This particular book very
easy to read you may get the point easily after perusing this book.

James Coles:

Is it a person who having spare time subsequently spend it whole day by means of watching television
programs or just telling lies on the bed? Do you need something totally new? This Cool Time: A Hands-on
Plan for Managing Work and Balancing Time can be the respond to, oh how comes? The new book you
know. You are thus out of date, spending your spare time by reading in this brand new era is common not a
geek activity. So what these textbooks have than the others?
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