Clear Out the Clutter!
  

With the holidays on top of us, why not use some of your business down-time and clear out the clutter! I find consultants become more productive when they are able to clear out the clutter from two areas: your desk (or primary workspace); and your mind!
 

Let’s start with the first one, and in a few days I’ll send another report which will help you clear out the clutter from your mind.
Do you remember what the top of your desk looks like? You know, that place where you have your computer, printer, telephone, camera docking station, planner, and a mound of paper from the last eight months. In one corner you have a stack of paperwork for taxes that you firmly made a resolution in January of 2005 to complete each month. Well….that fell to the wayside just like exercising did! 
 

In another corner is your company magazine, along with other magazines that never found their way on the priority list of "read me now!" 
 

You have yellow sticky notes plastered on EVERYTHING. (Are you laughing out loud because your pen was poised ready to write on a yellow sticky when this email came through?) Your life is pretty much planned out on one sticky note after another. You have customer orders on them. You have your to-do list there. You have your grocery list and the family menu scribbled on them. Not bad until you try to find important information. 
 

You wanted to place that customer order yesterday but you just can’t find where you wrote the credit card information. You know you wrote it on a sticky note, but where did it GO! 
 

Your frustration begins to mount. Worry and anger takes over. Finally you say to yourself, "This business just isn’t worth it. It doesn’t work. Sure it worked for Sue because she was one of the first consultants….but it just doesn’t work for me. I think the best option is to just quit."
 

Sound familiar?
 

It’s time to get organized….it’s time for you to implement some simple systems…..the time to start is now!
Let’s start clearing out the clutter from your desk. This is what you’ll need: 
 

1. A garbage can
 

2. A nice basket
 

3. A box of file folders
 

The first step is to get rid of the piles on your desk so you can see the top of it again. Start with the bigger things like your magazines. My suggestion is to throw them away……and you’re not allowed to feel guilty about it! If they’ve been sitting on your desk for 9 months, there’s no use in keeping them. Don’t get trapped into the false thinking that some day you’ll read them……some day usually never comes! If it’s just way too painful for you to throw them away, put them in a box and haul them to your doctor or dentist’s office. Be sure to call ahead of time to make sure they could use them and how many they want. Your magazines have a better chance of you reading them while you’re waiting for your next appointment, than in your house buried on your desk. A better option for 2006 is to put the monthly magazines you get into your vehicle. It’s a crime to waste precious time waiting at soccer practices, dance lessons, or traffic jams without something to read. When the next month’s supply comes, put them into your vehicle and get rid of the old ones (even if you didn’t read them).
 

Okay, the next pile to tackle is your paper. These are notes from seminars, old to-do lists, customer order forms, tax papers, and receipts. This is where your file folders will come in handy (and where your garbage can will come in even
handier!)
 

Take your folders and label on them:
 

Taxes – all business receipts, order forms, and other tax-related paperwork should be filed in here and then worked on later…preferably prior to April 15!
 

Leads – Put business cards into this folder of people whom you’ve met. You’ll call these people later to see what their interest is.
 

Parties – If you’ve taken notes or cut out articles on how to get and keep parties, put them in here for later reference.
 

Recruiting – If you’ve taken notes or cut out articles on effective recruiting techniques, put them in here for later reference.
 

Leader development – If you’ve taken notes or cut out articles on effective leadership ideas, put them in here for later reference.
 

When you sort through your papers they’ll go in one of two places: into a folder or into the garbage can. If you’re undecided and you haven’t looked at a paper for one month or longer, throw it away.
 

Let me slip an organizational word in here about gearing up for 2006. Once you get 2005’s clutter cleared out, you’ll want to keep on top of things going in to 2006. Label a set of file folders for each month of the year (January through December). All tax related paperwork should immediately be filed into the appropriate month’s folder. Be committed to handling paper only once. It gets filed (not piled) or thrown away. This principle also pertains to your mail. 
 

Put it into a basket on your desk until you have a few minutes to sort through it. File it or throw it away. 
The positioning of your file folders is crucial in keeping the clutter away. 
 

Your file folders should be close to your desk so you don’t have to get up and move to a different room. The easier and more convenient you make things for yourself, the less likely you’ll be in putting off doing what you need to do…..and the less likely you’ll be in creating more piles on your desk.
 

Keep those other file folders handy when you’re reading through company newsletters or seminar notes. Immediately cut out portions that pertain to the basics (leads, parties, recruiting, leadership development). File the papers into the appropriate folder and throw away whatever is left of the newsletter or magazine. Remember….if you save it for some day, some day doesn’t usually happen!
 

Other things you'll want to keep handy on your desk or within reach: phone, garbage can, computer, planner (if you need one go to http://www.tonyagrimes.com to order the Time Master Planner), calculator, clipboard with blank paper and customer order forms attached, (instead of using thousands of sticky notes!).
 

Once you’ve taken these steps to clear out the clutter from your desk or work space, you’ll feel more like sitting down to work your business. You won’t feel cramped and you’ll no longer have an excuse for not making your business phone calls!
 

Of course this isn’t a comprehensive guide to organizing your life, but if you do the things listed above you’ll be off to a fresh 
start for 2006. Make it your best year ever with your business.
 

In a couple of days, we’ll work on clearing out the clutter from your mind!
 

Success to you!
Tonya Grimes
