
Presenting this program is Jody Adams, professional organizer and owner of In Its Place. 

TO REGISTER FOR      “Organizing Office”        2-27-08 
Call Saint Vincent College SBDC/CGC at 724-537-4572. Fax form to 724-537-0919 with payment information or  
Mail attached form with payment to: Saint Vincent College SBDC, Educational Programs, 300 Fraser Purchase Road, Latrobe PA 15650 

Funding support and resources are provided by the Commonwealth of Pennsylvania through the Department of Community and Economic Development, through a cooperative agreement with the U. S. Small Business Administration, and through support from Saint Vincent 
College.  All services are extended to the public on a non-discriminatory basis. Special arrangements for persons with disabilities can be made by calling the Small Business Development Center at 724-537-4572.  All opinions, conclusions or recommendations expressed are 
those of the author(s) and do not necessarily reflect the views of the SBA.  The Center for Global Competitiveness is funded by the United States Department of  Commerce under Contract  94-3174.  Saint Francis University and Saint Vincent College 
subscribe to a policy of equal opportunity and do not discriminate against any individual on the basis of race, color, national origin, religion, sex, age, veteran  status, or disability in any of their programs, activities, admission, or employment decisions. 
All programs and services are provided on a non-discriminatory basis. 

Name __________________________________________________________________________________________ 
Company    
Address _________________________________________City_________________State_________Zip___________ 
Phone ___________________________Fax_______________________Email________________________________ 

Method of Payment:                �Check                  �Visa                    �MasterCard        �Check if you are a client. 

                                                                                �Check if you are a veteran.                
Credit Card Number_______________________________________________________Exp Date________________ 
 
Where did you hear about this program?_______________________________________________________________ 

Included with your registration fee is a one-year subscription (12 issues) to Inc. Magazine, valued at $10. 
 To activate your subscription, complete and mail subscription card included in your seminar packet. 

  

Organizing Your Office for Greater 
Productivity and Efficiency 

If you don’t remember what the top of your desk looks like, and 
you can’t find what you need when you need it, then this fun and 
interactive seminar is for you! We’ll demystify the organizing 
process and start you on your journey to a more productive 
workspace  

YOU WILL: 
♦ Learn the overall benefits of getting, and staying, organized 
♦ Identify the steps in the organizing process 
♦ Answer key questions to assess your needs 
♦ Examine internal and external causes of organizing problems 
♦ Understand how learning styles affect organizing solutions 
♦ Explore solutions to common organizing challenges 
♦ Start an individualized action plan 

 ATTEND OUR  3-PART INTERACTIVE SEMINAR THAT COVERS: 
• Assessing 
• Exploring Organizing Tools 
• Solving and Action Planning 
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An accredited affiliate of the national network of Small Business Development Centers. 
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Wednesday, February 27, 2008 

9:00 a.m. — 12:00 p.m. 
8:30 Registration, Includes Continental Breakfast 

Fee: $45 / $40 if two or more attend together 
Saint Vincent College, Placid Hall  


