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PR   DUCTIVE

organizing for the 
new year

The second most popular , 
just behind losing weight, is to get organized.  Why is it we go into it with good intentions and 
energy and fall back into being disorganized and discouraged so quickly?  Getting organized 
isnôt simply about cleaning up and putting things away.  

Getting organized is about discovering how being disorganized is effecting 
you and then setting up systems, patterns and new habits to ensure its 
success.  

Disorganization can cause great stress and can take a bite out of your reputation, not to mention 
your ýnances.  Where is your disorganization affecting you?  Is it the fact that you cannot seem 
to get yourself to work on time?  Is it feeling overwhelmed by all that has to be done and only 
starting things without ýnishing them?  Are you ñspendingò so much money in interest and late 
fees on bills that are paid late?  Review your struggles this year, what areas are causing you 
stress? This will give you a good focus as to where to target your efforts.  

IF YOUR STRESS IS COMING FROM TIME MANAGEMENT ISSUES such as not 
getting places on time take a look at your planning process.  Start with the time you need to 
arrive at your location and work backward.  Take this week to get a more realistic idea of the 
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organiz ing (cont.)

actual time it takes you to shower, to do your make up, to eat breakfast, to 
get the children ready and to run your errands.  Once you have a realistic 
perspective of the time add thirty to ýfty percent more time to your plan as 
a cushion for those things that come up that you have not counted on. Now 
you have a realistic measurement for how to arrive on time.  

Even a minor hiccup in your plan will not cause you to be 
late because you planned for it!   

It is important to be aware of your activities and not try to squeeze projects 
like spot cleaning the kitchen or watching television into your preparation 
time.
  
Take a look at the events, meetings, and appointments you have on your 
planner or PDA for the upcoming weeks.  How much time did you allot 
in between appointments?  Have you considered the real time it takes and 
added twenty ýve percent to it?  If you begin aligning your schedule with 
this cushion of time, I guarantee you less stress!  

IF GETTING SIDE TRACKED IS YOUR ORGANIZATIONAL 
CHALLENGE I would ask you to jot down those items that pull you away 
from your focus.  You start to do the dishes and look out the window to 
realize that the birdfeeder is empty and so you head on out to the garage 
for additional birdseed and there in the garage you discover that dog food 
supply is out so you run back in the kitchen to make sure you write that 
down.  In your search for the piece of paper to jot that on you discover a 
note with a phone number on it that you were suppose to call yesterday! 
You then pick up the phone to make the call and you notice your plants have 
fallen over and are screaming to be watered, so éé.. you get the picture 
here! 

At the end of this day you are exhausted and you have nothing to show 
for it!  The simplest answer to this type of disorganization is to put new 
consistent patterns into place.  For example, the birdfeeders are ýlled every 
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