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PROJECT DESCRIPTION
Managing Time

This project is designed to help you manage your time, discover time management techniques, and employ them 
in your speeches and daily life.

Purpose: The purpose of this project is to observe your own time management patterns. 

Overview: Develop a 5- to 7-minute speech on any topic. As you develop your speech, record the time required 
for each task in order to help you determine how you can improve your time management strategies. Present your 
speech at a club meeting. Finally, submit the Project Completion Form to your vice president education.

This project includes:

■■ The Time and Task Log

■■ The Project Completion Form

■■ A 5- to 7-minute speech
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