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Tips for Home Organizing

Ann Miller
Everybody needs to be organized, whether they realize it or not.  Being organized can reduce your stress, make your life easier, and allow you to work more efficiently.
Here are some tips that should help 'organizationally challenged' people.  
· Don't keep what you don't need.  Throw away those coupons that you know you are never going to use, especially if they've already expired.

· Try to handle things once.  When paying bills, file the stubs as soon as they are paid.
· Put stuff away immediately when finished.

· When cleaning the house, get a small divided basket to carry your cleaning supplies.  Go from room to room and shut the door to a room when you are finished.  When all the doors are shut; you're done!

· Don't overdo it on cleaning supplies.  You'd be surprised at how few cleaning supplies you actually need.


Office Organizing
Organizing your office is critical to being perceived as an efficient worker.  Office organization tips include:

· At the end of each workday, list what you hope to accomplish first thing in the morning of the following day. This will help you focus when you first come to work in the morning.  

· Reserve a time each day to return phone calls.  Stick to it and make sure people know they can expect to hear from your during your scheduled call-back time.

· If you're really busy, and are fortunate enough to have a private office, shut the door.

· Routine paperwork should be handled immediately.  Don't collect piles of stuff that just needs your signature, especially if it's routine forms that you sign regularly.  Do it immediately and get it out of your hair.

· Develop a good computer filing system.  This can be anything you want, but make sure it works for you and stick to it.
	Upcoming Events

	Event Name
	Date, Location

	25 Organizational Gadgets you can't live without
	December 3, 2003
House of Wickam on Hamilton Road

	How to 'declutter' your life
	January 15, 2004
Powell Chamber of Commerce

	Using your computer to organize your paperwork
	February 8, 2003
Web Class

	Smart grocery shopping
	February 9, 2003
Big Bear on Sawmill Parkway
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