Buzan Time

- [MM]anagement

Course code: VTLBUZTMM

This workshop trains participants how to use their Knowledge Manager - the Brain to manage their
time. Participants will learn several brain-friendly ways to increase their effectiveness in both their
professional and personal lives. This is achieved through one easy-to-use but powerful brain tool, the
Buzan Mind Map®. More significantly, participants will discover how to apply this tool in numerous
other ways to get more of what is important to them, both on and off the job.

v
Outcome B Lt
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This lively and interactive workshop requires extensive ) “o"
participants’ involvement. It gives them ample
opportunity to practice the new techniques learnt. (
Buzan workshops usually comprise:
* Lectures/ presentations Course out'ine
* Individual and small group exercises and discussions * Time Management Essentials

o Self versus time management
o Optimal use of time
o Test of time
* Formula for managing self & life
* Buzan Mind Maps®
o BrainBloom your time woes

* Self-awareness questionnaires

* Brain-breaks for reflections/integration
* Games and activities

* Question and answer periods

o Planning with Mind Maps®
Who ShOUld Attend * Creating your ‘Success’
Division 1 and 2 Officers, Managers, Executives o SMART and compelling Goals
o Goals vs Visions/Missions
Pre-requisites o Value of Values

* TEFCAS-ing Your Way to Success
o Brain-friendly management of life
and projects

Participants should preferably have attended a
workshop on Buzan Mind Mapping, either conducted

by the Civil Service College, Singapore Institute of « Tips and strategies
Management, Buzan Asia or a Buzan Licensed o Speed reading
Instructor. o Meetings
o Multi-tasking
o Distractions
bu 2 an \ o Procrastinations j

professional development centre
www.buzanasia.com Mind Maps is a registered trademark of The Buzan Organisation Ltd.



Course Details Dates

(please tick)
Buzan Time [MM]anagement (Course code: VTLBUZBTMM) Q 13 Jan 2010 (Wed)
Duration: One (1) day from 9am to 5pm
Fee: SS$ 450 per participant 19 Mar 2010 (Tue)
Discount: 2 pax — 10% off total invoice 0 15 Jun 2010 (Tue)

- Training venue will be advised once your registration is confirmed.

Important Notice Regarding Withdrawal

Withdrawal given in writing 14 days in advance No charge
Withdrawal given in writing between 7-13 days in advance $50 administrative fee applies
Withdrawal given in writing less then 7 days in advance Full course fee applies. However, place is transferable within 3 months
N Full course fee applies. Administrative fee of $50 chargeable if place is
o show S
transferred within 3 months

Re iSt ration Form For general registration. Vital.org members,

g please register through Learning@gov.
Organisation:
Address:
Name of Training Coordinator (TC): Postal Code:
Email: Contact No:
Please register the following person(s) for the above workshop. PID:

Name
. . . E-mail Address or
(Underline surname & Designation Department Tel No

. . Fax No

include salutation)
1.
2.
3.
4.
5.
No. of participants: x$450 =5 less discount ( %):S_ = Final Cost $
Bill to: Payment mode:
Billing Address (if differs from above): Q IFAA_S . .

O Credit Card — Visa/Master (Pls delete accordingly)
No: Expiry date:

Note: O Cheque — Bank: No: (Pls make cheque

payable to “Buzan Professional Development Centre Pte Ltd"”)

Authorised Signature: Date:

The workshop outline, fee and date are subject to change without notice.

Buzan Asia Pte Ltd (Asia Headquarters)
u a I I Buzan Professional Development Centre Pte Ltd (Singapore Sales Office)
39B Jalan Pemimpin Road, #03-02, Singapore 577184

Tel: (65) 6354 1229 Fax: (65) 6258 6234 support@buzanasia.com www.buzanasia.com

professional development centre



