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Test your organization 1.Q.

1. Do you spend five minates or mare look-
I for & letier or docament? Forty-Tive
seionds is all it showld take. More than that
and you're wasting everyone's limne—
especlally your awn.

2. Are week-old papers o8 your dedc?

A desk is ot a filing cabinel

3. Do you have froubie finding 3 particlar
et i yowr dask that you wse frequenthy’
Mlaylse it's best beft on your desk,

4. Do you befieve you need fo se¢ every-
thing v arder to sasily retriove 17 Le.,
W1 can't see It | don't trust myself to find
wilhere ve slored i " Cverreliance on hav-
ing o see it 1s an apen presoiption for a
life of immense clutter and inefficiency.

5. Do you feal Hat yow could be organizad
i you onfy had mare space? More space i
seldom the answer; filing or getting rid of
what isnt importast is.

& Do you have of ewspapers and
miagazives you gotten around to
reading? If you're thinking of reading these
issues. cover Lo cover, good luck.

7. Did you ever find something at the bat-
tams of & plle that you didn’t keow was
theret You're ilable (o kose anything! Break
L your piles now.

M wou answered yes to cne of the
above questions, you'd benefit from 2 desk
or howse deaning. If you arswered yes to
twia, it's imperative that you start organiz-
ing naw. i you answered yes to three or
mere, you may have to hire a bulldazer to
clear oul e stuff. You'd betber start immu-
diately Trefore you get intally paralyed.

Some excuses for nol gelting organized
dre probatly alreidy popping into vour head -
S0 mext month, we'll counter the typical
excuses people have for ok getting orga-
nized.



