'The
desk is
not a
storage
area. It's
a work
surface.
It's for
projects
you're
working
on right
now’
JANE
VELDHOVEN
Grganiner
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Come home to calm

Cutting the clutter out brings surprising rewards to both mind, spirit

By KELLY SHIERS
Fuﬂru Wﬂ‘l!r i o S

AY RHODENIZER #ld
she knew she had 10 pot
organized when storage
boxes hegan (o take over

r offlce, 50 much so that she was
relwctant to have clients meet her
thare.

It com aboul the same time that
the lwyer and businesswoman
began o ron a second enterprise
ot of the same space in her home.

*T was just out of room. [ couldn's
find anything,™ she remembers.

Entber fessbonal  organizer
Jane Veldhoven, whose cluttered

clients often eall after they've
become overwhelmed by thelr sur
round

“I think what happens is that the
higher the plles get, the more paper
that 1s on the desk, on the flcor, and
everywhers olse, the more people
become immobilized. They don't
know whore to start, so they keep
avolding i.”

But help is on the way.

Vildhowen, who organizes and
unclutters homes and offices, s
she begins by MNnding out the
client’s ultimate goal,

By dhe time they'we sorted,
trashed, stored, and maybe refur-
nished and painted thedr way there,
sofme clients joke 10711 be a long time
before they stop hearing her volce
ask, "When was the last time you
loaked at this?" while holding up a
plece of paper, or repeating, like a
manira, “The desk is not a stormge
aren. It's a work surface. Its for
pm}ucu- you'mé working on right

Eul; that's rushing ahwead. Amd
organizing an ofice is nothing i
not an exerclse in patience, With a
dioss of ruthlessness thrown in.

Veldhowven half her business
is nrglnl.ﬂng ome offlces. For
LOITE penE those offices are thelr
places of business

But in many other cazes, home
offices do double — and triple —
duty. They're the spaces where
bills get paild. receipts and records
are tucked nway, o-mails are an-
swered and Kids do hemework.

Mo wonder, then, that clutter can
quickly get out of control.

HELP AT
HAND

® Looking for ideas to change
your home office space™ Chock
out Veldhover's Get Orpanized
Professional Services websibe ab

weanwr get-onganized.ca

m Saanching for a professional or-
ganizer in your area? (There art
currienlly ning warking in Nowv
Scotia) Check out
wirw.organizersicanada.com

Mot everyone will hire a profies-
slonal erganizer to get the job done,
But by seeing how Veldhowven gods
about the prooess, you may pet
some Ideas on how to get organkoed
yoursell

It takes Veldhoven about an hour
to meet with a new client to got &
senge of what they're looking for In
thelr space, how many people wse
it, and what's gone wrong.

Imagine the shock on some (aees
when she unexpectedly slicl-l.i a
hand along the botiom an
exploding pile of papers, mba one,
and learns just how long that pile
has been in the making

With a practised eye, she then
tells the client how much stufl will
hawa 10 go in erder for the space (o
work,

“Some peaple want to keep ey
thing and just want me Lo organkse
the space. In most cases that won't
work becawse there's just oo much
studl,” she savs.

“That's the reason for the mess in
the frst :plnne and more tufl will
just keep comin

Usually, a hume office redo will
take aboul thres days for her o

complete,

Part of the time, she'll wark
alone to “opin every door, every
cupboard, every closet and Lok
umder everything,” but when s
time for hér and the cllent to get
together, she tries o keep each of
those se3aiops o half a day. Any

longer, and the whole process

Kay Rhodenizor's home office before its transformation.

becomes too tedious and teo time-
consuming for the client.

Alone, Veldhoven says she be-
gins by sorting stull that looks like
garbage, bills, things that are yet to
b o,

That's good enough until the
client joins her, and answers samm
quiestions (s questions box) to
hilp refine those phles.

After they've decldel what's
trash, they now face everything the
client wants to keep. [t's tme to get

to the real work. (At this
padnt, it might help if you can hold
of o your sense of humouor. )

“This Is the part where you end
up keeping hall of what you
thought !ﬂ}ll wanied to keep, hope-
fully.” she Inughs.

Ruthless?

“Yes, [ am, All to the aim of how
much space do we hawe to Keep
stuflf in, and we have 10 gt rid of a
oeriain amount in order for this
function Ehrqm-r]:.'."

Alter the purge (again with the
questiong), what's usually left falls
into two categorbes: plles of refer-
ence matertals, and things that are
being worked on at the present
thmee.

First, tackle the refercnce mate-

rials with a filing system, shi says

“Putting a filing system together
roally is not a huge deal, but 1t can
take a day. 1 like to have |t nicely
labeled 80 you can see everything
clearly and bt will take two seconds
1o purl something away. If 1t looks
nbce and iidy, we tend to keep bt
that way.”

s up to five different catego-
rles. For example, personal bills
and children’s names — colloar-
code them, and within each section,
organize alphabetically.

A pood trick is to file things
under the words that first come 10
mind when you think of them,
rather than whee you think they
should go,

Whih you've completed the job,
you have Mled away everything you
are finished with, bt are ey 10
have to refer to agaln.

What remains are the things that
require action.

“The key to those s woe have (o
write down what we need todo. ...
We elther have to take some type of
planner, calendar or even spical
notebook, if that works best, and
write things down.™

But where do you put those
ponding bems when the praoles

CLUTTER
HAPPENS

5o yourve cit out the clutter,
How, hoter da you skay drganipe,
and not pet overwhelmed by all
tihe meswr stuff that's bound to
o nT

Professional arganizer Jane
Vieddhowven sugpests you ash your-
il Bl quiestions every time a
piete of paper crtmies your déthk
= before you add amything to
your to-do fist, your in-ta, your
ﬂu;mﬂﬂurymrﬂmqr.ﬁ-
® [oes this require action?
u [T I don't have to do anything
with it. can T identify & use for
this inforrmation?
. &w ldu&bt -:E_I‘F-u;JTlihtdhq: mﬂ
information again? a
one, Rermember the Intermet
ks getting information all the
asier,
u [5 the information recent
enough Lo be useful?
m \When vwas the [t lime [ e
this? Try the very generous one-—
vear mule. 1F you haven't locked al
it In @ year, it's likely time for it o

.

A there fax or kgal ressons
for keeping this?

m And, finally, if you amswer no Eo
all of these guestions, but are stall
afraid to get id of it, aske What™s
the worst porsddble thing that
could happen if T theow it ad? -

slonal sayvs plling them up om the
desk — a work surface not a
storape area — s not an option?

“For people who work well =with
files, we'll do a separate drawer in
th diesk or a roll-away carl only for
the staff in progress, For some
people, we'll put something like a
hanging file system on the top of
i desk. Then the perding st is
right there, they can see W, It's
labelled.”

Ses CLUTTER/ B2
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Clutter

Continued from [ B

If files aren’t your thing, try the
literature sorters or wall pockets thak
are found in offlce supply stores. Label
each one (with a childs name, yvour
name, bills, outgoing mail, for exam.
phi). Since they won't old a lot of stull,
they shouldn't get oul of control,

But beware. Buying new containers
won't solve any of your problems i you
haven't sorted your stuff first. Buy
first, amdl you'll have a ot of proty
baskets, in all kinds of useless skoos,
that you won't know what to do with.

Finally, it's looking good, but li's
naw up to you to keep it that way,

“You nieed to spend 15 minuies at the
end of every day putting things back in
the homes we've made for them and
clearing off your desk for the next doy,”
Veldhoven says.

“It's just maintenance. You can’t fix
a plled-up desk In 15 mimates. That
won't get you de-clutiersd or ged you

And Bhodenizer's verdict?

“I love it." she says. “1 feel absolutely
organized and the space Is way mope
functional. I work more efectivaly,
plus, . . . from a visual point of view, it's
way more peacefil and less distracting
to know where cverything is and not
B o book at all the stufl you haven’t
dona yet."

iksivers@ierald ca)

OFFICE SPACE

Hicrwr dlo yoi) cnganize your homae office
space? Professonal arganizer Jane
Veldhaven makes thess suggestions:
w A U= or L-shaped desk, with
shedves, works best
® Filing cabinets should be within
reach of the dosk [F you can furn your
chair sidewayt or backwands and
reach the cabined, you'll use it. Put the
cabiret across the rocm, where you'd
hawe to get wp and walk to it and
chances are you won'L
B A phont stand on your desk keeps
the phone within easy reach, and also
gives storage space undernéath,
# Make sure you have adequate light-
ing
w Bary your storage confainers, baskets
and wall pockets after you sart, nol
before.
® Aim o have a few emply shalves
and containers when you've finished,
After all, more stuff will come in, and
youll likely want o keep some (but
nod a kot of it
® Don't be afraid to paint. Yes itsa
wiorls space, buk an ughy space won't
inspine you b keep it organized. The

. nieer it i, the better the chance tkat
you'll keep it neal and tidy.



