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How to Thrive with Adult ADD / ADHD
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Bonnie Mincu, MA, MBA, Senior Certified ADHD Coach

www.ThrivewithADD.com

Class 5: Clutter and Disorganization

CLEARING CLUTTER

The 6 Essential Steps for ADD Clutter-Busting:

Strategy

Sorting

Small Steps

Specific Time Blocks

Stimulation

a r wnh e

6. Support
Let's look at these steps one at a time.

STEP 1. STRATEGY

If you're accustomed to a “ready, fire, aim” way of operating, you know charging in without a
plan can quickly lead to an unexpected roadblock that makes you quit. Your roadblock might be
your own distraction, an interruption from someone else, or the realization that you don’t have

anything to put things in that need to be given or thrown away, or set aside.

In order to be prepared to follow through on your intention, you'll need a strategy. Most
importantly, you require a strategy that will work for YOU. You've probably read self-help books
about clutter, or gotten lots of advice from well-meaning people about how to address your
clutter problem. Nothing has helped. The reason is that, for ADDers, if a strategy doesn’t fit in
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with our own unigue brain-wiring, we can’t focus on it. Your strategy must fit in with your

attention span, and provide just the right amount of structure.

PREPARATION
If you're not adequately prepared before you begin, you're likely to stop at the first

roadblock. Here are some important up-front preparations:

Have the right materials on hand. When dealing with clutter, be sure to have plenty of

garbage bags and /or boxes at hand before you begin. You don’t want to simply move one pile

on the floor to another. Much of your clutter, if it must be kept, should have a place to go.

» For dealing with papers, my essential supplies include lots of files, and binder clips of
various sizes. | also love the 3" paper clips to group papers that | want to keep in sight,

yet neatly confined.

Make a commitment. Consider your schedule and make a commitment around finishing sub-

sets of the straightening task. For instance, you might say you’ll complete clearing an entire shelf
in a week, figuring it'll take two hours done in fifteen-minute stretches. Be aware of overly
optimistic tendencies around time. Many people do best when they write specific times in their

calendar when they’ll work on stages of the project.

State your commitment or use a “clutter coach.” Tell your commitment and deadline to

another person who will help you hold the focus. You might think of this person as your clutter

coach. This might be your spouse, friend, work colleague or an ADD Coach.

GENERAL STRATEGY GUIDELINES

ADD strategies to manage clutter and disorganization usually revolve around flow, space,
time and tracking. These are general guidelines for creating your specific clutter-busting

strategy.

Get mentally in the flow. Before starting to tackle clutter, get your mind into a flow state where

you feel energized and motivated. This could involve music, exercise, stretching or whatever

ritual you may require to help feel ready.
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Confine the space. As you consider the location that needs straightening (perhaps your whole

house), begin with a smaller space. For instance, you might start with the entrance hall, or the

first room you see when you walk in. It really doesn’'t matter where you start, as long as you'll

be able to see your progress as you go. Then, limit your initial focus to a particular area. It

might be a pile, a corner, a table. Instead of feeling overwhelmed by the magnitude of the entire

clutter, think only of this limited area.

Set a timer. Determine that you will only commit to working on this for manageable blocks of

time. This will be different for each person, depending on your attention span and schedule.
Then set a timer to go off when the time block is over. It's better to be conservative than over-
ambitious. You'll feel more motivated succeeding in a 15-minute block of time than feeling that
you failed to focus on the task for an hour. If you find that you've gotten in the flow and are

willing to continue more than fifteen minutes, simply reset the timer.

Sort and divide. Next, go through the clutter in your limited focused area, dividing it into

“chunks” based on location of where things could go. These locations might be files, rooms,

closets, cabinets or bookshelves. Don't physically take anything to these locations until you've

completed going through that pile in the specific area.

Put away. The put-away stage comes after the entire pile has been sorted. Deliberately take

each sub-pile to its proper location and go through the exercise again in that new location. For

example, the “quilting project” pile may need further dividing before putting away.

Eliminate as much as possible. Make it a goal to throw away and give away as much as

possible! A big factor in ADD related clutter is the need to hold onto “stuff”. Ask yourself
ruthlessly if you really need each piece of paper or item. If you're not sure, put it in a big box.
At the end of the month, give yourself five minutes total to go through that box and remove

anything that you really know you’ll need. Everything else gets thrown away or given away.

Track your progress. There are two good reasons to keep track of your progress in writing.
One is to feel good about checking off each accomplished step. The second reason is to be

able to look for patterns in what worked for you and what didn’t. That way, you can modify your

strategy as you go. You might keep a clutter journal in a notebook, or type your notes into your

computer.
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Now, let’s talk about these steps more specifically. Here’s where you'll need to tailor

each step to your own needs.

STEP 2: SORTING

ITEMS THAT BELONG SOMEWHERE ELSE

Much of your clutter comes from items or papers being somewhere they don't belong.
So, your first step when starting in a particular area is to segregate and remove all items
that don’t belong in that area. For instance, if you are clearing and organizing your desk,
you might find many items that should be in the kitchen, bathroom, bedroom or

bookshelf — but not on your desk.

Segregate all items that “don’t belong here.” Put all items that don’'t belong in the area you
are working on in one pile or box. Your goal at this stage is to not leave the area at all. So
simply segregate the items that have to be moved. Then what remains on the desk are only

items that belong on the desk.

Take these items to their proper location at the end of your de-clutter session. Postpone
addressing the pile of stuff that doesn’t belong to your area of focus until you are ready to stop
your session for the day. Then, sort these items according to the location where they DO
belong. Once sorted, take each item or location-related group to its proper place, one location
at a time. Do NOT end your session leaving a new pile of miscellaneous items on the floor or

on furniture next to your desk. That would simply create a new area of clutter!

THE KEY TO SUCCESSFUL SORTING

For people with ADD, a major challenge in attacking clutter is simply to stay on task and
not get overwhelmed. So your sorting strategy should be very deliberate. Start with the

broadest type of sorting, and then sort by more detail on only one thing at a time.

Do atop-level sorting of clutter by type. Take everything that's cluttering your desk and sort

it out in a way that is logical to you. Some examples of “types” are:

e Papers versus non-paper items
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e Files by broad general topic (such as personal versus business)
e Business cards versus office supplies

You'll end up with several general piles of “stuff’ that belong on or near the desk.

Working on one pile at a time, sort the items further. Suppose one pile of items consists of

papers. Quickly glancing through them, you notice that some are bills to be paid, some are
papers to be filed, and some are notes to yourself to follow up on actions. Now you’'d separate
the pile accordingly. Next, drill down to the next level of sorting. For “papers to be filed,” you
might separate them by type of file, actually file them, or clip them together to be filed at a later

date.

Stick to the task. If you have a tendency to be easily pulled off task, be very intentional about
what you want to accomplish at this stage. For a goal of clearing clutter off your desk in this
session, avoid jumping in to filing before you've finished sorting and organizing your desk top. If

filing will take more than five minutes, save it to become another step.

STEP 3: SMALL STEPS

BREAK IT DOWN FIRST

Most people put off dealing with clutter because it can get so overwhelming. That's why

it's necessary to think of the job in terms of small, visual areas. It's certainly more

palatable to consider straightening the floor of one closet, or of just organizing the

medicine cabinet, than to contemplate the whole house or apartment.

Divide the cluttered space into segments on paper. If your whole home is a mess, think of it

in terms of rooms or areas. Write down each major area (living room, bedroom, kitchen, foyer,

etc.) Or, if considering a confined space like a closet, you can list each aspect of the closet

(clothes on hangers, shelves, floor space, door hooks).

Break down each area into small, visible steps. The keys here are SMALL and VISIBLE.
Small, because you don’t want to feel overwhelmed or tax your attention span for each task.

And visible, because it's important to see progress at the end of each session. You might do
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best to list each step on paper so that you can plan your progress (especially critical for large-

scale clutter!)

Anticipate possible roadblocks. As you read over your steps, visualize yourself actually

working on each step. What might stand in your way towards reaching the ideal state in each

step? What might need to come first?

= For example, if your ideal closet floor has all the pairs of shoes neatly off the floor and
lined up on shoe racks, be sure to have a shoe rack available before you begin the

“closet floor” step.

List what you’ll need to move forward, and commit to getting it. As you think through each
step of your ideal state of non-clutter, write down what you may have to obtain, and how you'll

get it (buy, beg, borrow, make yourself, etc.) Then commit to taking the action necessary —

putting it in your calendar if necessary.

= Don’t count on remembering to act! If dealing with clutter is a “necessary evil” that
you've been putting off, chances are you will not spontaneously remember to do what is
necessary. You'll need a reminder to buy those door hooks, shoe racks and storage

boxes.

STEP 4: SPECIFIC TIME BLOCKS

HONOR YOUR ATTENTION SPAN

It's a good bet that waiting for “motivation” to start dealing with your clutter will be a long,
long wait. So you’'ll need to make an intentional commitment with yourself, and be
willing to stick to that commitment. The way you'll keep your commitment is to honor

your attention span.

Set realistic time blocks. Most ADDers have a hard time staying focused on tasks that they
don’t enjoy. If this sounds like you, consider creating a strategy of planning to fulfill the various
steps in your de-clutter plan in short time blocks. How long your time blocks are will depend on

how you’ll work best.

Some examples that work for different ADD adults are:
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- work one hour each evening
- work 15-minutes at a time, break 15 minutes, work again for 15 minutes

- work two hours, take one hour break, work two more hours work on a weekend

Plan for breaks. Expect that you'll want to take breaks after working awhile. Instead of feeling

that this is a weakness, deliberately plan on taking a break to refresh and regain your focus.

You might take a walk, take a rest, have a snack, or do something completely different for

awhile. The key is to decide in advance how long you'll break, and use a timer to signal yourself

to resume.

Good work/break strategies are:

1. Working through one or more complete small steps before breaking OR

2. Setting a finite work time in advance, setting a timer, and working until the timer goes off.

Set times when you won't be distracted by others. If you know that your children will be
needing attention on a Saturday afternoon, pick a different time for working on your clutter
steps. Likewise, if you know you'll eagerly pick up the phone whenever a friend calls in the
evening — and jump at the excuse to go out — plan your de-clutter times accordingly. In this
case, either 1) avoid planning to work on clutter for the evening; or 2) set aside an evening to

work on it, but don’t pick up the phone!

Track how long your steps are taking. Do you find that things take longer than you
anticipated? It would be helpful for you to track how long you predicted each step would take,
compared to how long it actually took. Then think about why there was such a big difference.
Were you distracted, or working inefficiently? Or do you simply tend to be overly optimistic

about time? Use your findings to modify your strategy and timetable for completion.

= Usethe Time Sense Exercise to improve your time sense as you go.

STEP 5: STIMULATION

As an ADD Adult, your brain needs stimulation to stay focused. You can find stimulation for de-

cluttering in several ways.
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Use a pleasant or energizing activity to “flow” into your de-clutter session. You can

increase the dopamine in your brain by engaging in an activity that you find pleasurable or

energizing. By engaging in this activity directly before your session, you'll be able to transition

into the de-clutter task more easily, and your focus ability will be enhanced.

Exercise is excellent for stimulating your brain. Or you may prefer meditation, reading or
listening to music. Remember, you want to use the activity to flow easily into the task. Don't

pick an activity where you'll tend to hyper-focus and avoid starting your de-clutter session!

Create a stimulating environment while de-cluttering. You probably won't require intense
brain concentration to work on most of your clutter. So you might prefer to have some sound
going on in the background, such as TV, radio, or music. If you will be standing or moving
during your task, fast music could be helpful to keep a brisk pace — you could even dance in

place while sorting piles on a table!

Multi-task to help the time pass quickly. If the particular de-clutter task you’ll be working on
can be done without much intellectual thought, consider listening to a motivating or educational
tape while your work. Or plan to talk to a friend on the phone while sorting laundry, filing, or

straightening a room. A telephone headset would come in handy.

Work with someone else in the room. It's an interesting phenomenon that many ADDers
focus better when someone else is in the room. (That's why so many of us like to do writing or
paperwork in cafes like Starbucks!) If you're planning to get together with a friend, you could
ask the friend to hang around with you for a short time while you straighten up a particular
cluttered area. You might be surprised how quickly you work that way. You may find that
you’ve put away all your clothes in ten minutes, when normally it would take you half an hour to

do alone.

= NOTE: Not all of these stimulation strategies will work for everyone. It might

require some trial and error to determine what works best for you.

STEP 6: SUPPORT

You may feel that no one in your life understands how difficult it is for you to clear up your

clutter. For someone with ADD, de-cluttering can be an emotionally and physically draining
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experience. Support is an important success component for helping you stick to your intention.
There are two kinds: support from other people, and supportive validation that you can provide

for yourself.

SUPPORT FROM OTHERS

Support from other people can come in many forms, from professionals to loved ones;

individuals or groups.

Work with an ADD Coach. Coaches specially trained in working with ADD adults will help you
plan your strategy, note your patterns, adjust your plan as needed, and spur you on. You'll
learn from your ADD Coach how to create strategies that will help you in many more areas for
the rest of your life. Most coaches work with people all over the country by phone, so you're not

limited to your own area.

Ask a friend or family member to be your “clutter coach.” Tell them about your strategy
and target dates. Let them know when you reach your milestones, and the completion of

different steps. Ask for their support or advice when you feel overwhelmed and stuck.

Join or form a supportive group. Most cities have groups for ADD adults, such as ADDA

(www.add.org) or CHADD (www.chadd.org). Here, you'll find others who will empathize with

your clutter challenges. You could also form a group of clutter-challenged individuals yourself —
perhaps a small group of acquaintances who meet or talk once a week to keep yourselves on
track. You might enlist the services of a local ADD Coach to facilitate your group, splitting the

expense among the members.

Avoid negativity. What you don’t need is someone reminding you of past failures, or
commenting about how much you still have to go after you’'ve completed a step. If someone in
your life tends towards these negative remarks, don’t bother mentioning your de-clutter plan to
them.

= |If you live with a “nay-sayer,” enlist his or her support from the beginning, and make it
clear that negative comments are NOT helpful or supportive. Suggest to them what they

could say instead that would help you succeed.
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CREATE A MOTIVATING REWARD STRUCTURE

Reward yourself for keeping on track. “Announce” your progress to yourself visually,

and set aside tangible rewards for each step.

Set up a visual reward system. Remember the little gold stars that teachers gave out in
kindergarten for turning in good work (or any work at all)? The teachers realized those little gold
stars were motivating. They were a sparkly visual cue that you DID it. Unfortunately, once we
got a little older, the gold stars were replaced by grades and scores, and we began judging
ourselves as “successes” or “failures.” Bring back your pleasure in acknowledging the simple

act of accomplishment. You'll feel good looking at your listing of steps as they get starred.

» Suggestion: if you're going to chart your steps and mark your progress visually, try a

wall chart or wall calendar, hung where you'll see it every day.

Tie your progress to areal reward. You could set aside a little money with each step, to go

towards something you really want. If you put aside $5 with each step accomplished, when you
reach your goal, you could treat yourself to a special dinner or luxury that you might not have

ordinarily purchased.

Plan an event at home. Many ADDers do better following through on commitments when they
have a real deadline. If your goal is to have visitors to your home, why not create an event at

home to give yourself a deadline — and to celebrate. Plan a party or meeting at your house,

enough ahead that you'll have time to straighten the mess — but not so far ahead that it allows

you to procrastinate.

FOR THE FUTURE...Keeping Clutter Away

Using this 6-step strategy on a regular basis will clear up old clutter. But, what about after that?
Are you afraid that once your clutter is cleared up, you'll just clutter everything up again? If your

habits don’t change, you will!

Pay attention to your habits. You need to pay attention to what created the clutter in the first

place, and start forming new habits or you'll be back to clutter again. Remember, habits will not

form overnight. It takes a lot of repeat and repeat and repeat before a habit really takes form.

10
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Change your habits. Think of a part of your house that’s disorganized or cluttered. What

exact habits of yours contribute to creating the clutter? And what small change of habit or

behavior can you do right away to minimize the clutter? Take a moment and write it down.
Then, even as you work on clearing up the existing clutter, be consciously aware every day of

performing your new habit to avoid making more.

Create aritual. Your new habit will become part of you more easily if you create a “ritual”
around performing it every day. It might be a particular way you walk through the house every
night, looking for items that are out of place. Perhaps you'll chant a reminder in your head as
your pause and observe every area. Or maybe you'll set a timer 30 minutes before leaving your

desk every evening, to use that time to file and organize what you've worked on that day.

Rituals will only work if they’re designed for YOU, and if you practice them with repetition. If you

are likely to forget performing your ritual, create a reminder system. This might consist of a note

posted on your bathroom mirror or a message in Outlook.

Consider a Professional Organizer. Professional Organizers (PO’s) can be excellent for
helping you create an organizing system for your home or office. There are PO'’s that specialize
in closet organizing, or those that create filing and computer organizing systems. Some are

best at dealing with handling paper, and can help you to create the optimal way to do that.

Unlike Coaches, PO’s need to work with you in person. If you can, find someone who

specializes in working with ADD Adults, and who won't try to impose their way of organizing on

you. Try contacting your local chapter of the National Association of Professional Organizers

(www.NAPO.net). PO’s usually charge at least $70 an hour.

= Lower-cost alternative: If you don’t need a sophisticated organizational system,
home cleaning professionals can be very good with organizing “stuff.” A cleaning

lady or housekeeper may be just the right person to help you clear storage space,

purge closets, and provide basic physical organization to your mess.

Hire an ADHD Coach. ADD / ADHD Coaches know how to work with your particular ADD
traits, taking into account your tendencies and personality, to guide you in creating workable

strategies for high effectiveness in all aspects of your life. ADHD Coaches are trained to work

by phone, and don’t need to actually see your clutter to help you create a customized strategy
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for breaking through it. Working with a coach for just a few months can have enormous life-long

impact.

Getting Organized

Gaining Clarity on What, Where and When

Once you get your physical clutter in your home and work space under control, your life will
appear to be organized. But appearances can be deceiving. That in-control feeling quickly
disappears when you miss an appointment, forget important stages of a project, or lose a
document in the bottomless depths of your computer. Suddenly, your nice clean desk becomes

a whirlwind as you frantically search for the information that you’re missing.
Disorganization has reared its ugly head once more!

You're likely to get that disorganized feeling when you're not sure of:
= What needs to be done and how you're supposed to do it
= Where you need to be and when you need to be there
= Where to find what you need

= When a commitment is due or something is expected of you

Two sure signs of DISorganization - ADDers who suffer from chronic disorganization tend to

exhibit two particular habits that contribute to their situation.

1. Relying on memory - Expecting to remember appointments or commitments instead

recording them in a calendar, day planner or PDA.

2. Scraps of paper -_Writing information on miscellaneous scraps of paper that are quickly
lost or misplaced.

How do organized people get that way?

Some naturally organized people may have gravitated towards organized habits from birth. But

organization skills come from performing simple actions in a habitual way. Remember, new

habits can be learned.

12
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KNOWING WHAT TO DO and HOW TO DO IT

Do you have to ask for directions more than once because you didn’t write them down the first

time?

Notepad - Keep a pad of paper with you to write on, especially in the office or in the car. If
someone starts to give you important information unexpectedly, tell them you need to get paper
to write it down.  If you're at work, you may want to send a clarifying email to confirm that you

got the instructions right.

Recorder - If you have difficulty taking readable notes when you're listening, get a pocket-sized
recorder that you always carry with you. Then play back what you recorded right away. Get the

information in written form, and file it in a place where you can find it.

Don't worry about what people may think of your need to engage in these organized habits.
Keeping written records is natural for organized people. What makes you appear disorganized
when you have to ask for the same information again — and even worse, when you don’t ask

and get it wrong!

KNOWING WHERE TO BE and WHEN TO BE THERE

It's difficult to appear organized when you don’t show up for a meeting where you are expected.
Although your excuse is that you forgot, or that you “mis-remembered” the time, place or date,

the natural inclination of most people would be to wonder, “Why didn’t you put it in your

calendar?”

Calendar habit — There is no getting around the need for a calendar if you want to plan your
time, become organized, follow through and gain control over your life. It doesn’'t matter
whether paper or digital, but it should be one that you can keep with you, and refer to when you

need it.

Calendars are not just for work. | often hear people tell me they missed a personal appointment

with a doctor, dentist, accountant or coach because it wasn't in their work calendar. Or perhaps

it was in their work calendar, but if they didn’t go to work that day they didn’t see the information.

" It's best to use just one calendar — This is easier said than done when you're required

to keep be on an intranet calendar system at work that everyone in the organization can

13
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access. You might indicate personal appointments simply as blocks of time. Or perhaps

you'd print out the work calendar each week to keep with you.

Create aritual - The calendar is no good if you don’t record commitments in it, and refer to it.

So develop a ritual of looking at it every day... or several times if necessary. If you do that, you

will be making a big step towards becoming reliable — or at least showing up!

KNOWING WHERE to LOCATE SOMETHING YOU NEED

In our age of virtual information, you need to not only keep track of paper information and

physical items, but digital information as well.

Do you spend time searching for documents you need on your computer because they're all
unfiled in your “MY DOCUMENTS” folder or on your computer desktop?

Computer Files - Keeping files on your computer is simple — the fewer top-level files the better.

If you're concerned that you won't be able to find information once it's “buried” in a file, use the
same principle for computer virtual filing that you would for paper filing. That is, start by sorting
information into the broadest categories. Then sort down more and more narrowly within the
category. As an example, you could file the notes for this “Thrive with Adult ADD” course so

that you'll find them years later.

Here are two of many possible ways you could file the course notes:
A. General computer file, “PERSONAL.”

1. Within Personal file, create a file called “PERSONAL DEVELOPMENT.” This
might contain all kinds of information on your own development, including articles,

correspondence, etc.

2. Within that, you might have a file called “ADHD.” That's where you'd file the

notes for this course.
B. General file called “TUTORIALS.”

1. Within Tutorials, create a file on “PERSONAL TUTORIALS.” This might contain
all kinds of personal self-development courses, from How to do your own Taxes, to

Creative Jewelry Making.

2. Within that, create a file called “ADHD.”
14
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3. Create afile for this teleseminar series, “How to Thrive with Adult ADD,” if you

have more than one ADHD-related course on your hard-drive.

Paper files — You could use a similar filing system for paper. Use general titles for hanging
files, and get more specific with file folders within them. It's a matter of personal preference for

how narrow / specific you want to get with file folders.

Items you need every day — Disorganized people waste a great deal of time searching for the
same personal items over and over, such as glasses, keys, cell phone, calendar, and wallet.

For women who carry a purse, this problem is lessened. However, you might spend time

everyday searching for the purse! The most obvious answer is to choose one spot where you

always park these items, and create a nightly ritual to check and make sure that you've put

them there. Good locations are near the phone charger outlet, near your front door or next to

your bed.

KNOWING WHEN SOMETHING IS DUE or EXPECTED FROM YOU

If there are dates attached to a project or personal commitment, you should be tracking them

somewhere visually, in a calendar, template, white board — or any visual way that appeals to

you. When there are date-related commitments in your life, it helps to be able to see a block of

time at a glance.

Create a chart - You might want to write dates and deadlines on one form, or keep them on one

screen that shows a whole week or month at a time.

» Class schedule - Susan was taking three evening classes towards her business
school degree while holding a job. With her study time so limited, Susan had to
remain vigilantly aware of every assignment and exam date so that she could plan
her studying accordingly. So she created a template that showed all the weeks of
her semester on one piece of paper. She then filled in key dates for each class on
the form, with each class assignment in a different color. She laminated the paper

with self-lamination sheets, allowing her to carry it with her and refer to it often.
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Susan’s Study Schedule Template

" Economics —red — Wed. 6:15 pm

- Statistics — blue — Thurs 6:15 pm

" Finance — green — Sat 9:00 am

Mon Tue Wed - Thur - Fri Sat - Sun
ECON STATS FINANCE
Week 1
Week 2 Paper due Homewk
Week 3 Quiz Homewk
Week 4 Homewk
Week 5 Paper due Homewk
Week 6 Homewk
Midterm Midterm
Week 7 Midterm
Week 8 Homewk
Week 9 Homewk
Quiz
Week 10 Paper due Homewk
Week 11 Homewk
Week 12 Final Final Final Exam
Exam Project
" Family holiday preparation - You could use the same concept to visually map out all

the arrangements that need to be done by each family member to prepare for the
holidays. A simple chart could be posted on the refrigerator, or printed on an index card

to carry with you.

" Work project status sheet - This same visual concept is also helpful for a work project
with many steps, especially if others must be involved. You could create a status report
on a spreadsheet that lists each step, when it is due, who is responsible or involved and

the status of each — at a glance.
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Ness Co.’s Audio-Video Installation

Step Target Who is Status Comments
Date Responsible / (not
Involved started,
pending,
done)
Vendors and
Suppliers )
Request b|ds from Oct. 15 Mari Done
vendors
and products contract
Contract ] ) ]
Get revised contract Oct. 24 Jake with Ness Co’s Pending Jake saw first draft, made
finalized attorney changes. Final pending Ness
Co’s attorney’s return from
Oct. 26 Jake, both attorneys, vacation 10/22

Sign contract

Malcolm Ness

Alternatives to charts — Hate charts? You could use a mind-map to record some of this

information if you're the only one who has to read it. However, a chart or spreadsheet would

probably be much easier for your boss and colleagues to read, without requiring explanation.

PRACTICE

These suggested assignments are optional. Creating intentional strategies around clutter and

disorganization -- and entering them into your Intention Log -- will go far towards helping you

quickly develop organized habits.

Clutter

Pick any part of your home or workplace to develop a de-clutter plan. Consider the

following points:

" Where and when you will obtain boxes

= How you'll divide the space into small areas of clutter to work on

. When you intend to work on each space
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= Your strategy for honoring your attention span and providing stimulation

. Your planned ritual for keeping the clutter from returning

Disorganization

For each of these types of disorganization that you relate to, describe a problem you're
having and a solution for how you can realistically handle it.

" Not knowing what needs to be done and how you're supposed to do it

. Not knowing where you need to be and when you need to be there

" Not knowing where to find what you need

" Not knowing when a commitment is due or something is expected of you
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