We've been told for years to toss anything that's outdated. Well,

how about throwing out all those old organizing rules that don't fit
our busy, fast-paced lives anymore? Try these fresh ideas to keep
you on track and, most important, to lighten your load.

getting it all done

Old school Follow a to-do list.
Today’s take “Most people make to-
do lists and then never get to them,”
says Anne Blumer, a professional
organizer and owner of Solutions-
ForYou Inc. in Portland, Oregon.
Instead of jotting down “Go to the
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dry cleaners” on the back of an enve-
lope, note the task in your planner at
a specific date and time. If you use
an electronic organizer, set an alarm
to go off to remind you of a sched-
uled task. And did you forget Mom’s
birthday again? We know, you've
been busy. Register at a website such

as birthdayalarm.com, sug-
gests Allison Carter, owner
of The Professional Orga-
nizer in Atlanta. “It will
send you an automatic
e-mail reminder on impor-
tant dates so you can send
a card, buy a gift or just
remember to call.”

Old school Process the
mail every day.

Today’s take As long as
youTe on top of your bill
paying, make mail man-
agement a weekly chore,
says Linda Durham, owner
of Organizing Matters in
Houston. Scan the mail for
anything urgent each day,
recycle or throw away
what's clearly junk and
drop the rest into a basket
or tray. Once a week go
through the basket and
sort the contents: Shred
(unwanted credit card
offers and the like), Trash
(unneeded catalogs or fly-
ers), Actionable (an invita-
tion needing an RSVE, for
instance) or File (doctor’s
office receipts).

0ld school Head to the office-
supply store for tools to organize
the family.

Today's take Chances are you
don’t dash around the house in a
suit and heels. Trying to shoehorn
your family’s schedules, phone
numbers and (Please turn to 116}
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