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w nized:

FOR THE FEARFUL

When It comes o arganizing, some
peaple are like primitives who fear that a
phetegraph of them captures and Imprisons
Hhesr soul, They think organizng will some-
heaw strip them of thelr fnner essence, their
humanity—that they'll become wnfsellng
robots dedicated only to efficiency. But
that's for fram the truth. Organlzztion gives
vou more time 10 be human,

5o relax. Don't fear orgamization, or
despalr that you'll éver be able to achieve

—it, ‘Az organization Barbara

Hemphill sayps,
“Organleztion Is mot & moral fssue.” Belng
“meat™ i nat the same as being organized.
Being organized Is just a tool 10 help you
get mate dose and feel better about your
lifle. Each person has to arrive at their own
coménrtable bevel of organization. You don’t
have to be an efficlency whiz o Biainess
nut to be orgamized—all you have 1o do is
Emow where things are and be able to
acess them freely, And here's some advice
on getling slarbed:

0 Collect everything on your desk
amd elsewhere that Is competing for
your athention. Stack it in frent of you in a
big pile. The higher the better. You'll have
a much chearer idea of what vau've aliowed
to accumulate and what you're up agalnst.

& Separate every ftem into ane of
four piles: an Important pile, an Urgent
pile, an Interesting pile, or the recycling bin
{trash can). Do It when you're fully rested,
or the process will seem averwhelming,

& Mext, rank the Fems in m of
the three remaining piles. On this second
pass, you may wanl to downgrade an fbem,
or tass it altogetier,

@ Now, wse these fles. Prlorkire
cach new incoming task or piece of infor-
mation, and fle it in the appropriate file.
And el “lmportant” 1asks toke priority.
But when vou need 2 change of pace during
thee day, flip te the Urgent file. Ard every
wieeh 0F 50 you imbghl wanl Lo &Ep inbo the
Interesting file, It's QUKL if it grows very
thick. Evemtually, you'll reclassify or chack
ts cearbents.

@ Stay mean and lean. Mways
think, “Wnat ¢ise can | chuck! What can b
combined/ignered/delayed/delegateds
done in multipes/farmed out/automal-
ed/ systemized? as many [bems
s possible o Interesting, and keep them,
and their distractions, away from your
desk.

@ Repeat as cften a5 oecessary.
Whenever anxbety ower all the tasks you
have bo perfarm starts overwhelming you
again, It's time {0 repeat the process,



