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ItÕs All In The Name! 
 
Have you got piles?  
 
Not THOSE kind of piles! IÕm talking about the piles of homeless papers scattered all over your desk, credenza, 
window sill, floor, and any other horizontal surface you choose to store ÔimportantÕ stuff. 
 
IÕm guessing theyÕre there because you really havenÕt decided where they belong É yet. 
 
I know. You plan to. Some day. 
 
Maybe you know you really need to put this stuff into files buuuuuut É  
 
ÒWhat should I call this!!!Ó 
 
This is what we in the business call a deferred decision. We put off deciding because it just seems like too much 
effort. Sometimes a small thing like figuring out what something is can actually stop you from doing something with 
it. 
 
Listen, the reason we put stuff into files is so that we can retrieve it when we need it, right? So the EASIEST way to 
figure out what to call something is to ask yourself:  
 
ÒWhat am I likely to THINK of when I NEED this information?Ó  
 
ThatÕs what you should call the file. It makes better sense to approach it from that angle instead of the traditional 
what should I call it. 
 
 
HereÕs another idea to help you name your files. Credit for this creative way of naming belongs to Professional 
Organizer Judith Kolberg (http://www.fileheads.net/) , author of several books and articles.  
 
Are you ready? 
 
Pay attention to what you mutter about when youÕre handling your papers.  
 
Muttering usually identifies an emotion Ð it doesnÕt mean youÕre crazy for talking to yourself. And isnÕt looking for 
that important paper an emotional ride sometimes?  
 
Especially when you canÕt find it? 
 
When you attach feelings rather than logic to naming, you may solve that age-old dilemma of what should I call 
this? 
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HereÕs an example of how it works: 
 
The data you collect for your weekly report Ð you mutter something like Damn Reports Ð I wish theyÕd just go away!  
 
Name the file É Damn Reports 
 
Those little bits of information you need and can never seem to find when you need them É  
 
Things I Can Never Find When I Need Them 
 
Pretty simple huh? 
 
 
Here are some other catchy titles that should help you start thinking outside the box: 
 

 This May Come Back To Haunt Me 

 Things My Clients Bug Me For 

 When I Win The Lottery 

 Not In This Lifetime 

 In My Dreams 

 I CanÕt Believe I HavenÕt Called These People Back Yet 

 Proves My Point 

 Wish I Had Thought Of That 

 Tax Man 

 Those Were The Days 
 
Who says filing canÕt be fun? 
 
Get muttering and get those piles gone. 
 
Now, get on with your day! 
 
 
 
 
Georgina Forrest, your Organizing Expert, provides office organizing services, consulting and training workshops to 
busy professionals. She shows them how to get calm-control of their workspace Ð one pile at a time. Sign up for her 
unconventional FREE audio tips, 7 PAINLESS TIPS TO GET & STAY ORGANIZED Ð FOREVER!  at 
http://sworganizing.ca  
 
Want to use this article? Contact me at info@sworganizing.ca or 403.615.4349. Thank you.  


