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Do yau tend to sty late at the officeto ©atch uplan siuif that didn®get done in the normal working
hours of your day? You krow, the REAL work that yau just cauldn® get to because of the
interruptions/meetings/appointments, etc. that yau dealt with all day long.

You probably tell yourself thet if yau stay later, yaudget more work done. Everyane is gone for the
day. It quieter and the phone is lesslikdy to ring, emails slow down.

The trouble with staying late is that you@e already put in a full day and you@ tired.
|®e got samething | want to tell you E
You aren’t nearly as productive as you think you are.

| know, sametimes you may have a short-term project that you NEED to spend additional time
working on. But has staying later at the officebecame E a habit?

Is yaur persanal life put on the back burner day after day - all in the name of getting yaur job done?
Do yaur children ask who that stranger is that keeps showing up at the house late into the
evening? Does the family dog who only growds at strangers E growd at yau?

Qur jobs would take 24 hours a day if we allowed it.

As a business owner, | krow first hand how cansuming Guuff that needs to get doneCzan be. And
whether yau work in a home office or a big caporate tower in the midst of down town Metropolis B
we ALL need to work harder at not working so hard.

So, here®a fewtips yau can useto get you out of the office a bit earlier.

Nix those last minute interruptions.

Close yaur door 20 minutes prior to leaving for the day so that coworkers with last minute
@mergenciesGre less likey to drop by. If that doesndwork, then at least let them krow yau only
have a few minutes to deal with them, and then yau are ©ut the door.Qf yau happen to work in a
cubicle, then be sure to use yaur vace mail and put yaur ccet in a visible spot.

If yau work in a home office, then put some boundaries around what your operating hours are B
and stick to them. | krow, it@ all too easyto let the business cu into yaur persanal life when it®
literally right acrossthe hall. Shut the camputer down, and get out of that office
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Block out the last hour of your day - every day.
Use that last hour of the day to finish up any work that needs to get done, or clear off yaur email.
Be sure to spend a few minutes plotting out yaur priorities for the next day too.

Start meetings prior to 3:00 pm.

If yau do need to schedule a meeting, be sure not to makeit too late in the day. Ideally yau want to
be out of that meeting about an hour prior to leaving the office This will allow you some time to
take care of any last minute details that didn®get attended to earlier in the day .

Be assertive.

Commit to getting out of the office on time. Don®be afraid to tell people that you @ave at 5 pm
evay day as | have a canmitment | must keep.CBven if that cammitment is to yaur family or
yaursdf, yau@ not obligated to tell anyane what that commitrment is. People will generally support
yau when you make yaur goals public.

Schedule personal time.

Make an appointment with your family, yaursdf, anything. That way when samneone asksyau to
meet late in the day you can honestly say yau are already booked.

You get the idea, right?

One of the most productivethings you can dois to E

GIVE YOURSELF A BREAK!

Go home. Relax. The work will be there tomorrow.

Makeit a new habit to cansistently leave the office on time eveary day. Remember that work is not
yaur life. You are working to LIVE. You want to enjoy yaur work but yau also need a worthwhile
LIFE aswell.

t®yaur life. Liveit.

Now, get on with yaur day!

Georgina Forrest, yaur Organizing Expert, provides office organizing services, consuting and training workshops to
busy professpnals. She shows them how to get cam-cantrol of their worksaceBone pile at a time. Sign up for her
uncawveational FREE audio tips, 7 PAINLESS TIPS TO GET & STAY ORGANIZED b FOREVER! at
http:/sworganizing.ca

Contactme at info@sworganizing.caor 403.615.4349. Thank you.
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