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It is so easy to just let things slide! And then suddenly you look around and realize that your house
or office is a mess and cleaning it up seems overwhelming! Following are some tips to help you to
avoid this type of situation:

Don't let things get out of control in the first place - When you take off your clothes at night
either hang them up again or put them in the laundry hamper. Do your dishes right after each meal.
Clean off your desk or work area at the end of each day. It only takes a few minutes to keep things in
order but hours or even days of frustration and effort if you don't.

Start setting up systems that will help you in the future - Designate a place that is easy to
access for your recycling items. Sort your closet, keeping only the things you enjoy wearing, that fit
and are in good condition. Put all of your passwords and pin numbers in one place so you can easily
find them. Make note of anything that you are "tolerating" and then think about how you could
improve that situation.

Never walk anywhere without having something in your hands - My father taught me this
strategy as a child. It is easy to keep an organized environment when you just pick up and deliver
items such as jackets, garbage cans or supplies to their proper place as you walk from one room to
another. Even one journey around your living or work space can make a huge improvement in your
environment as you eliminate clutter and put things where they belong.

Try not to touch any piece of paper more than once - Put a garbage can, shredder and labeled
file folders in the spot where you open the mail so that you can immediately sort, destroy or file
things. Technology allows me to receive bills through email, set up payment with a date that | specify
through online banking and then put any necessary receipts in filing - all on the same day. What a
time saver!

Utilize"power working" - Set an alarm for an interval of fifteen minutes and, during that time, focus
on one task or project. When the alarm rings, take a short break and then set the alarm again for
another interval of fifteen minutes. You will be shocked at how quickly you reach the finish line using
this technique. Cut a deal with yourself that you will watch a movie on cable but do your housework
in the commercials. Each of them allows enough time to load the dishwasher, washing machine or
dryer and then relax while they are working while you relax during the next segment of the movie.

Keep an ongoing list of things you need on your iPhone, the computer or on a sticky note - It
is always better to write it down and order it before you run out. Waiting until you are out of printer
ink in the middle of an important project is annoying and no one likes the idea of running out of toilet
paper!

It is always easier to get things done and enjoy life when things are organized. These tips will help
you to not only get things in order but also keep them that way.
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