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	1010 Pine Tree Trail
Atlanta, GA 30349-4979


TEL  404-492-8197   
FAX  360-937-8690


training (a)t  PeggyDuncan.com



[Click and Type Date here]
Get COPE Contract
Revamp Your Business, Change How You Work, Create Time for a Life
Client:
[Click and Type your name, title, address, phone, email

Scope of Work

Peggy Duncan [The Consultant] will offer personal productivity consulting, for [Click and Type Your Name Here] [Client] that will be scheduled based on mutual schedules, usually 2 or 3 consecutive days. The fee is [Type $5,000.00 or $7,000.00]. A cancellation fee of $250.00 will occur when less than a 72-hour cancellation notice is given.


What to Expect

The process for helping you is fluid. Every client is different with different issues and priorities. However, below is a basic outline of what to expect. Everything is totally customizable and based on your needs and schedule.
Analyze (pre-work). Determine how you spend your time and with whom by keeping a time log for a few days, including a weekend. Peggy will send you a time log to use.

Organize. Find a set place for everything and keep it there when you’re not using it. Everything around you needs to be organized by putting like things together, from the clothes closet to your computer files.

Prioritize. Do the most important work first before you move on to something else. Prioritize everything based on what’s closest to the money whether you own a business or have a job.

Systematize. If you have to do a task more than three times, you need a system that’s well thought-out and streamlined. Eliminate redundancies and inefficiencies in work you do every day.

Computerize. Determine the technology that can make your work easier. Invest in the best solution and learn how to use it.

Vendorize. After all this and once you’re clear on how things should run, outsource everything you can so you can stay focused on revenue generating activities. 

Guarantee

As long as you commit to this training and act accordingly, your satisfaction is 100% guaranteed or it’s free.

By signing below, you are agreeing to set time aside to make the changes you and your Consultant outline during each session, including no interruptions. 
Please fax or email signed copy (see above for address or fax number). If you email a copy, please add your full name to the document name (click the File menu, Save As).
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	Signature
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	PSC Press [The Consultant]
	
	Date
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