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1. Create three labeled stacking trays on your desk to
manage paper flow:

INCOMING: This top tray is where the mail goes when it first
arrives. It stays here until you have time to sort through

it. Once you sort through the pile of incoming mail, it

never goes back into this tray. You have three choices as to
what to do with incoming mail - File, Act, or Toss (see Step
3)

OUTGOING: This middle tray is where you place outgoing mail
-- either US mail or internal mail to others within your
office or building.

TO FILE: This bottom tray is where you place items to be
filed away for future reference. Be sure you plan time to do
your filing at least weekly so this tray does not overflow!
(By creating TO FILE in the bottom stacking tray, you'll be
reminded to file regularly since there's only so much room
available for storing paper here!)

2. Set up a tickler file system for anything that requires
your attention in the future.

The tickler file system | recommend has an accordion file
with tabs for each day of the current month, followed by
tabs for each month of the year. Behind this accordion file
are hanging files with tabs you can tailor to your

particular repetitive actions (read, discuss, call, calls
expected, data entry, expense reimbursement, etc.) Click
here for more information about how to set this up.

3. Trim the F.A.T - File, Act, or Toss

There are only three things you can do with paper - file it
away for future reference, act on it, or toss it.
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File: If you choose to file it, the paper goes in the TO

FILE (bottom) stacking tray.

Act: If it requires action, you can either act on it
immediately or place it in your tickler file to act on at a
future time.

Toss: Use your recycling bin frequently. Research shows that
80% of what we file away is never referenced again. So how
do we determine what 20% to keep? Ask yourself these
guestions:

Does it require action from me?

If it is only an FYI, do | need to keep it now that | have
seen it?

If I threw it away and discovered | needed it later, could |
easily replace it?

By the time | might need it again, will it be obsolete? Is

it recent enough to be useful? Will a more current version
arrive on my desk soon?

Are there legal reasons for keeping this?

Is it clutter? (My definition of clutter: Anything you own,
possess, or do that does not enhance your life on a regular
basis.)

4. Create a filing system that works easily and
consistently.

If you and others can file and retrieve things quickly and
easily from your current filing system, great! No need to
change anything. However, if your current system is not
working for you or others needing to access your files, |
suggest that you create one that does.

The #1 reason people pile instead of file is a fear of never
finding it again once it is filed away. | recommend
Kiplinger's Taming the Paper Tiger, a revolutionary new
software product that lets you use the power of your
computer to solve your problems with filing and managing
paper. It comes with a guarantee that you and others can
find anything you file in 5 seconds or less. For more
information about this filing system, visit
www.orgcoach.net/find5sec.html .

5. Implement a system for keeping track of important contact
information.

| recommend using a good contact management software
program, which will store all the important contact
information you will need, remind you of important follow-
up, and provide a place for notes about each contact. In
addition, you can sort your contacts by various criteria -
type of contact (client, prospect, personal, etc.), area or
zip code, city, first name, last name, etc.

The most popular contact management software programs can
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also be synchronized with Palm Pilots so you can access
information when you are on the road. | recommend Symantec's
ACT! or Microsoft Outlook.

6. Manage your time and your "to do" list effectively
through weekly planning.

Emphasis used to be on efficiency - doing more in less time.
Now emphasis has shifted to being more effective - doing
what matters most. Here are some questions to ask yourself
to improve your effectiveness and manage your time better:
What's most important to me?

Does this task fit within what is most important?

If so, am | the most appropriate person to do this or can |
delegate it to someone else?

Is there a way to simplify this task without sacrificing

quality in areas of importance?

Once you are clear about your "to do" list, divide the

activities into two major categories - those with a deadline

and those which do not have a deadline by which they must be
done. Create a timeline around the deadline-driven

activities, and plug those benchmarks and deadlines into

your calendar. Review the list of open-ended tasks on a
weekly basis and plan time to accomplish some of those each
week.

Kathy Paauw, a certified business/personal coach and
organizing/productivity consultant, specializes in helping

busy executives, professionals, and entrepreneurs declutter

their schedules, spaces and minds. Contact her at
orgcoach@gte.net or visit her website at

http://www.orgcoach.net and learn how you can Find ANYTHING
in 5 Seconds --Guaranteed!
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