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ñIf you canôt find it in 30 seconds, itôs in the wrong placeò



Whatôs In It For You?

Youôll finally have more time to 

focus on the things that really

need your attention

Learning to make better decisions

Eliminating , rather than tolerating,

things you just canôt seem to get to or 

would prefer to have someone else 

handle

Developing systems tailored to the

way you think and work

Learning how to solve your problems

as projects occur

Increasing productivity

Making more money in less time
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ñIf you canôt find it in 30 seconds,

itôs in the wrong placeò



ñPeople Donôt Fail--They Just Fail to Planò

PLAN Ê up to 50% of your day and leave 50% for 

everything else.

Write it down - RIDE Ê

Schedule time for everything

Allow for interruptions

Use a timer
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PLAN Your Day

PLAN Ê- Planning Letôs you Act Now
RIDE Ê - wR ite I t Down Everyday
What kind of day planner
üPlenty of room for all the day's activities, as 

well as a month at-a-glance pages. Displays one 
month per 2-page spread with large, 
ü ruled daily squares .

Keep your planner open 
Monthly Calendar
üTransfer monthly items to the wipe off board 

for each weekôs activities (good visual 
reminder).  Remember, things come up daily 
and should be added onto the weekly wipe off 
board.  
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http://www.amazon.com/gp/product/images/B0007CTEIK/ref=dp_image_0/102-5739794-6294535?%5Fencoding=UTF8&n=1064954&s=office-products


Managing Your Time
ñActivities Managementò

Biggest mistakes
üNot knowing how long a 

job will take
üNot establishing a 

schedule
üNo such thing as ñspare 
timeòðschedule time

Use an Activity Log
üHelps to show you where 
youôre spending your 
time
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6

ñINò

If you didnôt toss the paper, ask yourself these 5 questions:

1. Does it require any action by me or someone else?

2. Is it recent enough to be useful again?

3. Is it difficult to obtain if I need it again?

4. Does it have tax or legal financial implications?

5. Can I identify a specific use for this item?

ñWHAT IS THE WORST POSSIBLE THING THAT COULD HAPPEN IF I TOSS THIS?ò

Toss

File Act

MeSomeone

else

Individual

files

Organization

files

Calendar?Contact Manager?

Reference Files?

Information Management ñFlowchartò
The FAST System  (File it, Act on it, Schedule it, Toss it)

Ask yourself ñWhat is the next ACTION?ò
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Remember:  Clutter is just postponed decisions

Schedule

Action Files?

Tickler File?

Me



Using the Right Tools
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Smead Desk File Sorter 

A-Z, 1-31

Oxford DecoFlex Desktop 

storage unit

Wilson-Jones Daily Desk File & Sorter A-Z  

or 1-31, Multicolor Mylar® coated tabs 



Kindergarten Model of Organization

Room is divided into 
activity zones.

Itôs easy to focus on one 
activity at a time.

Items are stored at their 
point of use.

Itôs fun putting things 
awayðeverything has a 
home.

Keep visuals of everything 
thatôs important to make  
your area comfortable and 
efficient.
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7 Secrets of Getting Organized

1. ASAP ïAnalyze, Strategize, A ttack, Purge 
2. FAST ïFile, Act, Schedule, Toss (or delegate)
3. PLANÊïPlanning Letôs you Act Now
4. RIDEÊïwR ight I t Down Everyday
5. Filing/follow -up system
6. Using the right organizing products
7. Organizing your computer files with your paper files for 

easy retrieval

Making it fun until itôs done, so the only thing you have to lose is your ñclutter.ò
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We Have a Successful Lift Off!

Set up a ñlaunch padòto 

keep track of daily and

weekly tasks

üA designated area to place 
material for that daysô or 
weeksô events

Make sure you have a 

clean desk at the end of 

the day
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