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Index Diagrams®
	Course Description
	Traditional methods of note making and note taking are inefficient.  Notes are written in a form that is time consuming and cumbersome and are of little use afterwards.

An Index Diagram® is an alternative to traditional techniques that is both suitable for a business environment and easy to learn and use.

	Duration
	1 day 

	Who Should Attend
	Anyone who wants to improve their ability to record / extract data, process this information and retain and recall this information in the future.

	Course Content
	· Why do we write notes in an inefficient way?

· What are the alternatives and what does the research say

· Mind Maps® and other techniques

· Use of colours and pictures  

· An appropriate method for the workplace
· Index Diagrams®
· Purpose

· Thinking in key words and following a train of thought

· Layout

· Note makings vs. note taking

· Preparing in advance

· Adding more information later

· Retention and recall

	Learning Objectives
	By the end of this course, delegates will:

· Extract and analyse information quicker

· Have a greater understanding of a topic that they have recorded on an Index Diagram®
· Have increased focus on each topic
· Have a method to significantly increase their own personal efficiency

	Approach
	This course is instructor led and includes:

· Group discussion

· Practice exercises

Skills are extensively practised so that the delegates are ready to implement new behaviour on their return to work.

Delivery methods include scheduled courses and in-house workshops.

	Cost
	$395 member, $570 non member, NZD per delegate plus GST
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