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Manage Your Scraps!

‘What are “scraps’? They're fidbits
of information you wank ta retain,
coming to you from any source, The
phone number of 2 good plumber, the
name of the movie theater with the
$2.50 matinees, a poem you saw ina
magazine, & newspaper artide relatad to
your warke They 28l qualily as scraps. In
this era, we've all got dozens—if not
hurdrads-—of scraps.

Holding the scraps lor 1o kong or
nofl allocating them appropriately dogs
yeur infalke capacity and eften resslts in
losing themn ar devoting too much time
and energy o recovering them.

To quickiy handle a scrap of
information that enters your life, act on
the scrap, whatever it is, right now—or
place it in-a tickder file or a scraps
rotebootc, to be acted on whes you pull
thase fles periodically. Don't ket that
scrap limger in your wallet or purse, of on
your desk,

ACTION PLAN: Deal with seraps
guickly or risk not following through on
the original reason you retained them, |
fingl L convendent to comvert scraps to
on-bacation Post-it noles, which can be
placed near the stove, near the medidne
chest, on my car’s dashbaard, or 2t any
of the otber statlons In my [He.
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Recognize that your life is
finlte; you can no longer seltle for
Fiving yoar life in what's left over after
each day's omslaught of competing bits
of info. Yod skine chn miake sensible
cholces about what's best igrored ard
whal merits your attention,



