Do you need professional help?

by Professional Organizer Jane Veldhoven
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The single most common reason fos
disorganization is that items simply
hove po home., Oaher |'!||.'l::|l'!l|1.".|'!|'l:i thiat
may be causing that pile of papers and
those fompoiten tasks could be that you
have gorage bt it 5 nod in the most
convenient place so you don't use it
vioul have more swff than space, you
have oo many places o look for the
same thing, of you have this strong
impulse inside telling you thar you
need to keep everything!
Orgonizing for the Family
Yoo el |ﬂ;|1;v|.'h for howsehold  hills
and receipts, school records, shopping
lists, imponant family documents, cor-
respondence  with  friends, wvacation
information  and  1opic
tiles  on

parcnling,
ciemaindng, and don't
forget
T ROV CIE L.
By organiz-
ing all of
these

self-

items
in a house-
hold-infor-
mation oen-
ter, youn will

% e
‘ pay bills on

time, regain use of the dining tble,
feel less anxiows that you are forgetting
something, and sove me and elimi-
nate stress searching for misplaced
Ppers.

Fick a cenral location where you
and everyone else in the household
naturally gravitate, make phome calls,
g1, This would most likely be in the
kitcheen, dining room or a place near
the front door, You will need a work
surface, file storage and a supply draw-
er or basket for samps, stapler, scis-
sors, paper clips, elc, S up infou
boxes for family mail, hang a family
calenddar and message bhoand on the
back of the kitchen door 1o save space,
and use nearby shelves 10 stofe papers
in some of your favorite containers if
vou don’t have room for a filing cabi-
net. And wse it

Organizing for Work

Whether vou work from home or out-
side the home, a clutter-free and well-
organized work arca that is both func-
tional and pleasant to work in is key o
your suceess, Today more than ever,
companies are looking at profitability
and employess can contribute 1o this
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by being as productive as possible.
S0, whether vou work for yourself or
someont: clse, having an organized
desk and work anea makes for a bener
and more prxluctive work Dow. The
key is o knoow where things are and
have easy access to them. Being orga-
nized has become a survival skill that
you will newd not only in vour job but
alser a1 heome and in thee future.

When looking at setting up a new
wiork ared Or revising an exisung onc,
ask yoursell the following questions:
What is working? What is not working?
Which items are most essential to me?
What is causing the problem areas?
Howw eoiild being mone organized help
me? Write dovn all the major activities
that o on in the space, list the sup-
plies you need for each activity and list
the storage units you have or may
need.

Mow iU's time o attack the cluter,
There are five basic steps o follos:
Sort,
Containerize and Foualize.

Wihven soming, aitack what is visible
first and finish one area before staning
anoiher. When purging, be brutal —
focus on items you currently use w do
your job, not those you used to use or

Purge, Assign a  Home,

those you might use someday. When
purchasing and deciding on contiin-
ers, keep in mind that stomge should
e single-function, things should be
easily accessible and remember “label
anvihing and everpthing”, Sewing up a
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functional, accessible and well-orga-
nized filing system is key — use colour
coding, keep utles and  categories
broad, amnd group similar fles, You
?‘-‘I'I'.Ill!l'il h:l.'l L 1|'I1I._'L' [ !’i'l.'l.," |'1|'l'l.i,l:1 Al
pories, Last, but cemainly not least, is
equalizing. This reéquires constant vig-
ilance — follow a simple maintenance
plan by setting asbde 100 minutes an e
emd of each day 1w put everything
oy, ared 30 minutes at the end of the
week 10 1oss oul anything that has
bescoame irrelevant or o returm items o
ather people. etc. Re-evaluate vour
system regularly as vour joby and the
company changes.

When to Call for Help
Sll feeling overwhelmed and don't
knows where (o star? [ may be time
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prifessional  help,

o call  in

Professional  organizers create  cus-
tommized solutkons W increase the effi-
1.'il.'l'|l.'!|' of Ay herimie, offece or individ-
val, Services can include: office onga-
nizing including  declhmenng,  fling
systems, and workflow management;
restcdential organicing incleding closer
design, space planning for Kitchens
garages and lasements; seminars and
1.1'r':rk__1]1:::|:1:.' tor education and Iranming
of emplovees and managers;  time
management  aned T i | ':Il:l.L'Ilil'l'?_l'
aml even mecting. event and  pany
planning

So, don’t put it off — get organized! =
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Top 10 Decluttering Tips

1. Hare o place for everylhing

2. Dulicake 100 b 15 wmviresoles a bty fo pricking wp
arded Pralifag carey

3. Koep axftens- rused ewres withint ey roach

4. Grong tegetber e dems for axny sorage and
refriveiw

5 Desdgreeale vt cert for dpnss regarlarly boberr fo
iani fro

6. Oyt b roasril oowr & recyoling B v anesle-
Hezabed

7. 5t wp a proper bome-filing sestem and e it

& Ristad bayiviy wveee singlf sinless & i ool mow
ard o e a8 place for it

9. Bk cloeews feecks fort senaeell charals el nese g
calendar fo schedule thesr completion

I Regadarly jarge, delels, givediedy or Mo

ard ull evewi § o thimk & moight come in
Deanly somnecdry. fr sl e, O foodt Y
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