Cantribatizg Advisary

SFACE AMD TIME MANACEMENT il Dowddson, prodessional speakar, certfid managemesl
coesulll and sulkor of Breatiivg Spore and 17 other bocks.

SELF-ESTEEM  Drs Ron and Moy Huinick, PhUD., President and Acndemic Vice-President,
Usiwersity of Santa Moaic, en e Advisory Board of the Mational Coandl for Seb-Esteem.
STRESS Dv, Paal Rasch, M0 President of the Anericas stitne of Sese.
WORK & PERSONAL LIFE Ov. Renae Y. Magid, P 0., and Melissa Codiind, M H.A_, preideat
and execalber vioe-president of Inltistives, the Center for the Bdvamcenment of 'Work and Femnily
Life—szperls. i3 msisling orgprizaticns. and theie srployss tn bolaace wark and famiy ie
adidress the ixmues of 2n aging workplece and manage workioro: divengty.

Dr. Brenda Wade, Pl espert in Senlly stress and communi cations

Cenitribafors Sharen Stacker, Markn Welbers, Fanel Bregman-Tangy

PURPOSE: To provide authoriate, useul, exsp-e-undesiend infommation thal will help oar
weaders redice dress, be e energetic and balance e dermands of home and wark,
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ACTION PLAN

ADWICE TIob BFF pawiesoy, Ar Your Sisr
ADNISOR AND AUTHER OF BREATHNG SPiCE

5 Excuses for
Not Getting ized

Ewven §f you know in your head that it
rakees dinge to “clean hause" at work or at
home, some [ittle volce Inside you may s1lll
be feeding you exouses—Iike the following:

1.5T've been mesming Ie.” If this s
a famillar lament, you may be sufferimg
from & inability to make and act on deci-
sloms, which 1s at the roel of all desorgani-
zation, anyway. 50 make a commitment to
gelling personally and completely orga-
nized. Make it a high-ranking item in your
life, and act on il. You'll thank yourself
when you feel all that breathing space
opening up In your formerly cluttared ife.

Z. ‘“T've mever been good al orga-
miziwg. " This is irrelevanl. Few people are
naturally good at organizing. ['s 2 learned
skill. The difference between people “whe
are good 2t nrganizing™ snd “nol good” i
that people who are organized recognize
the «fiort required to maintain the orgami-
zation. Thase “not good” at it believe that
samehow things “jusi gel out of ardes™ or
“get fost.” Some go so far as to think there
are forces operating i opposition ta them,
Thay act Eke victims, when in fact they can
be in comtral of the dather.

3. Y dan'l know how e gel
started.” Don't worry. Next month we’ll
give you an action plan for making a clean
sweep of vour workspace or hemespace.

4. "F have so mramy other fhings
ba o, " Of course you do. Thal's why gel-
ting organized is so important. After get-
ling orgenized, you'll have lime lo de
things that are importani; you'S ignore or
pass on these thal aren'l; and you wen't
feel so pressured, amxiows amd desperate
abuatl gedting things dene.

5. “Organizing will ftake towo
anrch Dime. " The facl is, mitiafly il takes
one weekend and several week nights. On
the gther hard, consider whal disarganiza-
tion has cost wou.




