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So you have worked with a professional organizer, or by yourself. You have made numerous trips to Storables,
the dump and goodwill. Your room has been beautifully organized, you can find everything, and everything has
a home. Now what?  

A month later, you are having a dinner to celebrate. You get involved planning the menu, cooking the meal,
cleaning the house, and sending out invitations. All of a sudden, your desk is piled with recipe printouts, the
kitchen is cluttered with food, there are dishes everywhere, and the house is a disaster. You also forgot to send
a reminder out with directions to the guests!  What happened?!  You did the right thing by getting organized, you
followed the book or you PO’s advice… why are you back at square one?  
You forgot the most important thing: changing old habits. You designed a new system, but you didn’t prepare
yourself for the lifestyle change.

Yes, old habits die hard. You will struggle for a while to get in the rhythm. I find that you have to maintain your
new habit for at least a month before you start to get the feel of it. This is not an easy process. It is like going
on a regimented diet or quitting smoking. During that first month, do your best to avoid stresses to your
system. Don’t do major shopping—you’ll despair trying to find places to put the new things. Don’t plan a major
event at your house—you’ll wind up with everything stuffed into closets before the guests arrive. After the first
month, you can start easing completely back into your usual routine, one step at a time, making sure not to
backslide.

So how where do people usually get into trouble?  

The Three Steps to a Failed System
Step one: Stress causes a mistake. They’re exhausted at work, or a pile of papers arrived, or some other
incident causes their system to have a temporary hiccough.

Step two: Shame over what happened. Two days later, they realize that the system isn’t being followed, and they
feel bad about it. They want to get the bad feeling out of the way. For some strange reason, solving the
problem would be like admitting failure, so instead the problem gets hidden, procrastinated, delayed, or
otherwise set aside.

Step three: The problem cascades. With all the boxes shoved in the closet, the coats don’t fit, so those get set
on the chair backs. The papers are in a big ever-growing pile, so the finances get behind. One thing leads to
another, and the system has collapsed completely.

So how do you avoid this?  Well, step one happens to everyone sooner or later, and step three is inevitable.
They key is fixing step two. When you spot a failure in your system, don’t feel bad about it—fix it. But of course,
this is easier said then done. That is why hiring a PO or asking a friend for support is crucial. You can tell this
person about your frustrations and vent to them, and then they can help encourage you to fix the problems
before you get to step three. You’ll work harder knowing someone is watching over you, and when you get stuck,
you’ll have someone to turn to for advice and comfort.

To help building your new habits, find your strength and learn your best times for every task. For example, when
I cook, I get all of the items out ready to go including the measuring utensils, the pots and pans, and the
ingredients. As I cook I clean up. That way I have fewer dishes when I am done cooking and there are no crusty
pans soaking in the sink. When I met my husband, I saw that he did the opposite. He is a spontaneous chef
who can’t be interrupted to clean up. He prefers to wash all of the dishes after people have enjoyed the food
and he has enjoyed their company. He’s a night owl, so he uses that time to wind down in the evening. The
important part is we both put the kitchen back together again. It doesn’t matter how you do it, just that you
do it.

Sticking to your new regimen is an everyday process. If you skip it once, the tendency will be that you will do
it again. It is also important to forgive yourself and that realize you are going to have set backs – you’ll never
avoid Step 1. Don’t beat yourself up about it. Just be sure to do it the very next day, no exceptions. Be sure
to finish that pile of files or that sink full of dishes the very next day. Remember the feeling of procrastination.
As a result of putting off the sink full of dishes, they take longer to scrub. The pile of papers you didn’t file yes-
terday is twice as high the next day. Learn from your mistakes and rectify them.

Finally, let me recommend Cindy Glovinsky’s excellent book,  Making Peace with the Things in Your Life . In the
book, she discusses the danger of making the “the plan to end all plans”—that is, feeling like your organizing
session is the destination and not the roadmap. She states the Plan to end all Plans “…will only make you feel
as though you’re in a military boot camp...Planning is not supposed to be a onetime marathon but an ongoing
process that you do every day”.

Good luck, and never hesitate to contact Personworks if you need a helping hand!

My name is Janet Gilman, I'm a 43 year old stay at home mother of
two amazing, busy girls, and I have to confess, I have the worst
memory in the world. I carried a day-timer that weighed more than
both my daughters did at birth!  

About 5 years ago, I heard about a handheld PDA called a Palm. I
am not a computer person at all, so was a bit skeptical as to whether
I would like this small machine, but decided to give it a try. I bought
one, secure in the knowledge that I could return it within two weeks.
After two days I was hooked, and those who know me now refer to me as
the Palm Queen.

I have to admit, I always thought these types of handhelds were for business men and women, not for moms
like me. I was so very wrong, so I thought I'd share some of the applications that have changed my life.

I am a voracious reader, but my books never seemed to be where I am (in carpool line or at dance classes).
Palm Digital Media is a web site where you can purchase digital “books” ranging from biographies to self-help
books, historical books to bestselling novels at prices comparable to books sold in bookstores. You can book-
mark pages, make notes and, for those of us whose arms aren't quite long enough anymore, change the font
to a bigger size.

Cloak, by Chapura ( http://www.chapura.com ) is a great security program. Although Palms do have a feature
where you can mark entries as private, when you do a backup, the information is there on your desktop for
anyone to see. Cloak allows you to keep important, private information on your Palm and desktop and no one
can access that information without your password.

Spiral ( http://www.fps.com )is an amazing hierarchical list program that I would be lost without. I used it to plan
everything from a large family function for 250 people to what to pack for vacation. It was invaluable when my
family moved into a new house.

Another favorite program of mine is called PDACookbook Plus by Wakefieldsoft ( http://www.wakefieldsoft.com ).
It is a cookbook program that allows you to enter any recipe and categorize them (e.g. Soups, Pasta etc.). If you
decide you want Pasta one night, you do a filter for all your Pasta recipes. You have the recipe and the
ingredients list at your fingertips and can export it to a built in shopping list. You can even make a menu plan
and assign the meal to a specific day. It makes that "what am I going to make for dinner" trip to the market so
much easier.

I thought I’d just use the Palm as I did my Day-Timer, for contacts, appointments and notes. I had no idea how
many more thinks I would be able to do with it. It has honestly changed my life. I hope that this bit of
information helps to whet your imagination as to how your Palm could help you to better organize your life. The
possibilities are endless.
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IN THIS ISSUE, WE WILL DISCUSS:

Dear Personworks:

I'd like help dealing better with the incoming flood
of postal mail.  I can deal okay week by week, but
when I get truly plastered at work, I get way
behind and the trouble starts.  Before long, my
desk is a giant pile of paper. Do you have any
suggestions?

From:
Buried in mail

Dear Buried,

Yes I do have some suggestions!  Postal mail is a constant problem for many people.

My advice is this:
Designate a fixed time each day to open your mail. Leave as much time as you need--
for most people this is about 20 minutes. When you’re going through your mail, try
this rule: Paper should only touch your hands twice. The first time you touch it, you
should find out what it is and what you need to do. The second time you touch it, you
should dispose of it once and for all.

The first touch should be very quick. You should do one of the following:
• Recycle it.
• Shred it (be sure to shred credit card offers; you don’t want a dumpster-driver 

applying for your credit card!).
• File it for reference. For example, you might keep the most recent copy of your 

four favorite catalogs around. Recycle the old one and replace it with the new one.
• File it for taxes.
• File it as “to be paid”, and add an appointment to your calendar to pay it. Be 

sure to give the bill enough time to go through the mailing system. I send it out 4
days before it is due.

• File it as “needs action” (a reply, phone call, etc). As discussed in previous 
newsletters, your action file should be cleared out every week.

Try to pay as many bills as you can online. If you do, sort your mail next to your
computer, so you can send payment as soon as you open the bill.
For your “needs action” papers and bills, consider if you need to see things to remem-
ber them. For one of my visual clients who had this problem, we purchase a cork
board and pinned up her monthly bills on it. It was hung directly over her desk to
the left of her computer monitor.

For online bill payment, I personally recommend opening an account with
http://www.firsttech.com, a credit union that lets you pay bills online at no charge.
Another option is using http://www.checkfree.com/ or http://www.paytrust.com.
These pay services work with your current bank.

All three will let you set up recurring automatic payments, receive email reminders
when bills are due, and download information to Microsoft Money or Quicken.

PERSONWORKS CLASSES IN APRIL
Personworks will be teaching a free workshop at
Storables on April 10th from 10am – 11am
The focus will be on:
• Organizing your bathroom  
• laundry room

CELEBRATE APRIL’S ORGANIZING HOLIDAYS:
• Stress Awareness Month 
• Organize Your Files Week 
• Tax Day 

• Administrative Professionals 
Week

• TV Free Day


