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financial knowledge to strengthen your company Briefcase Books, written specifically for today s busy manager, feature eye-catching icons,
checklists, and sidebars to guide managers step-by-step through everyday workplace situations. Look for these innovative design features to help
you navigate through each page: Key Terms: Clear defi nitions of key terms and concepts Smart Managing: Tactics and strategies for managing
change Tricks of the Trade: Tips for executing the tactics in the book Mistake Proofing: Practical advice for minimizing the possibility of error
Caution: Warning signs for when things are about to go wrong For Example: Examples of successful change-management tactics Tools: Specific
planning procedures, tactics, and hands-on techniques.
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