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Kenneth Zeigler : Organizing for Success, Second Edition  before purchasing it in order to gage whether or not it 
would be worth my time, and all praised Organizing for Success, Second Edition: 

0 of 0 people found the following review helpful. currently implementing the office style organizing and also the 
psychology ...By Customercurrently implementing the office style organizing and also the psychology of organization 

http://f3db.com/pub/links.php?id=B003GIPEBI


ie. not answering calls and emails all day long from this book0 of 0 people found the following review helpful. I knew 
most of this material.By pdgutieI am retired from Federal service. As a manager, I had then these classes over many 
years. This is good summary all in one place. I had forgotten so many tips.1 of 1 people found the following review 
helpful. Great book...AGAIN!By ScooterI read the first edition several years ago and this is even better...and more up 
to date. The world has changed and this book has changed with it!

The "productivity guru" updates his renowned organizing and time-management program to help workers and 
managers stay on top of their game in an increasingly changing work environment. About the Book Organizing for 
Success, Second Edition provides simple, remarkably effective time management technique to help reders get two 
extra productive hours out of every day. The book uses ldquo;The Master Listrdquo; concept to show readers how to 
budget their time and energy by the day, week, and month. Readers will learn how to quickly prioritize their goals, 
complete tasks on time and under budget, and even helps readers plan for the interruptions, urgent emails, and 
unexpected meetings that will inevitably attack their day. This new edition places heavier emphasis on technology, 
including advice on how to write, manage and file email more effectively; how to use Lotus Notes and Microsoft 
Office to streamline the day; and how to use devices like Blackberries and social media as assets and time-savers, 
rather than as distractions and time sinks. Key Selling Features Zeigler has been recognized as a leader in the time-
management field since 1996; his books have sold over 15,000 copies to date. He speaks at least three times per week 
to as many as 1,000 people Companion website will include customizable, downloadable ldquo;Master Listsrdquo; 
that readers can print out or export into their pdas, iphones, and work computers Zeigler's website gets about 1,000 hits 
a day; he spends approximately $50,000 per year on Google AdWords and clickthrough advertising In the last year 
alone, he has appeared on the Neil Cavuto Show, in the Chicago Tribune, and on MoneyMatters Market / 
AudienceBusiness professionals and managers, readers of Getting Things Done About the AuthorKenneth Zeigler 
(Charlotte, NC) has been recognized as an expert on the subject since developing a time management system for Hertz 
in 1997. He has been on the cover of Investor's Business Daily and has published numerous articles for such 
newspapers as The Washington Post, the NY Post, and the Charlotte Observer. Over the years he has advised such 
clients as Hertz, Toys "R" Us, The Federal Reserve, The Comptroller of the Currency, Hormel, and Fidelity 
Investments.

About the AuthorAbout the Author: Kenneth Zeigler has been recognized as a time management expert since 
developing a time management system for Herz in 1997. The author of three books, he has been on the cover of 
Investor's Business Daily and has published numerous articles on time management, productivity, and work / life 
balance for such newspapers as The Washington Post, NY Post, and Charlotte Observer. Over the years he has advised 
such clients as Hertz, Toys "R" Us, The Federal Reserve, The Comptroller of the Currency, Hormel, and Fidelity 
Investments. 


