PRODUCTIVITY

Spend time considering the flow of materials
and/or information in your job. Identify where
your desk, computer, printers and other supplies
will be most conveniently placed

TIP: After identifying the resting place for key

mafterials, frace the outline of each in masking
tape to identify the "*home” for each item

For your particular line of work, identify the
tools, supplies, or other materials that are
absolutely critical to the daily success of your
job as well as the typical flow of incoming
documents, mail, etc to your business
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Obtain 12 manila folders and

. . label them Jan through Dec
Most people are either detailed

driven in their organization or
just passively organized

SET-UP A FILE SYSTEM

OF CATEGORIES

take action upon. Place
papers in the outbox ONLY
when they have been
completed and are
awaiting delivery

1.6.11

SET-UP
INBOX /OUTBOX

ORGANIZE YOUR WORKSPACE (1.6)

Utilize an electronic or handwritten log that identifies the select a

placement of individual documents within the filing structure

Continue organizing your
workspace on a daily basis
to avoid problems

Projects:

IMPLEMENT 1.6.12 1.6.13

ON-GOING ADJUST

YOUR ORGANIZING
SYSTEM

WORKSPACE

WORKSPACE ORGANIZATION

ORGANIZATION

COMPLETE

that you

As you move forward make adjustments to your organizational plan, folder
system, etc to accommodate your personal preferences on organization

Cashmap® is a registered trademark of Cashmap Systems, LLC (http://www.Cashmap.com) © 2009 All rights reserved worldwide.

Be intentional to set aside an initial
block of time for organizing activities
and then a 5 to 15 minute “de-clutter”
period near the end of each day

164
SET ASIDE

ORGANIZATIONAL
TIME

A tickleris a 1-31 file with dividers for each
day of the month and month of the year

Never handle documents 167 Lot
more than one time. Review SET-UP DAILY SET-UP MONTHLY TICKLER
each document and FOLDERS FOLDERS FILE
immediately discard or file for
future follow-up (if required) 1.6.10
PURGE & FILE Obtain 31 manila folders and label them 1 through
PAPER DOCUMENTS 31 to correspond with each day of the month
Set-up an inbox to accept S
incoming papers that you CREATE AN LIMI?'EIE)EELQBER STANDARD
have yet to review and INDEX FILE FILE

limited number of categories

(5-9) which you file your papers under.
A popular set of categories is:

Files related to larger projects

Instant Tasks: Tasks that require prompt action

Self-Development: Documents pertaining to
fraining or other personal development

Ideas: Information about ideas that do not
require immediate action

Resources: Documents that mention resources

may want fo use in the future



