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When my son wes little, | had a habit of alwaystelling him 1@ be there in st a minute.OF | wes visiting with a friend
and he was more than ready to leave, 1@ tell him that we would be leaving in -- yau guessed it - qista minute.O

Of caurse, that minute uswally lasted a bit longer than 60 secands. Okay, mayle sametimes a lot longer. That darn
minute alway's seemed to pass soooo quickly.

| often wonder if that®why he doesn®alway's have a good sense of time today .
It6& soeasyto underestimate the vaue of that precious 60 seconds. | mean, really E
What is a minute worth?

A minute can either pass quickly or slowly depending on what you@ doing at the time. And when it cares to
getting stuff done, | think we grossly underesimate the vaue of what we can accarplishin justa minute.

It® true that same things do take longer to do than we think they will. But other things can be done in very sl
increments of time. And those sirell steps move you closer to getting stuff done and getting organized.

Most things that need done can probably be broken down into one minute tasks.
Evey minute caunts and there® many things that can done in justa minute.

Here® a few ideas to get yau started:

Put that loose paper anay in its file

Put 5 files anay in your filing drawer

Clear a spot on yaur deskto work on samething

Throw samething -- anything - anay

Collectall yaur loose stickynotes to process later

Call and make that appointment you®e been putting off
Answer one emeil and delete the original

Make a file for thoseloose papers that belong together
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Meke a to-do listof @ustget done today Giems

Then set a time limit for each of those items

Delegate samething that cauld be better done by sameone else
That should get same ideas floning for yau.

And here® one more for yau E takea minute to acknowledge yaur efforts and celebrate yaur success No matter
how smrall it is -- it@worth celebrating.

Those small things will lead to HUGE results down the road.
Remember E

When yau multiply tiny pieces of time with sirall increments of daily effort, you can accamplishanything yau want.
~ Author unknown

So, what can yau do in ista minuteQo accorplishwhat yau want?

Do it now. Don®waste ancther minute.

Now, get on with yaur day!

Georgina Forrest, yaur Organizing Expert, provides office organizing savices, consuting and training workshops to

busy professbnals. She shows them how to get cam-cantral of their worksaceBone pile at a time. Sign up for her
FREE audio caurse, 7 PAINLESS TIPS TO GET & STAY ORGANIZED BFOREVER! at http:/sworganizing.ca

Want to use this article? You can, as long as yau include the entire article intact, along with the author profile at the end of the article.
Thank yau.
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