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The Rule of 5! 
 
Rules???  
 
IÕm not trying to be bossy or anything, but sometimes we need some guidelines to live and work by. 
Otherwise, Chaos reigns and well, everything is just plain out of control when Chaos is in control É 
if you know what I mean. 
 
And I get that nobody likes rules Ð least of all myself. If youÕve been reading my articles for some 
time now, you know structure is not my bff (best friend forever - for the non-texting folks). 
 
But there are some things I do on a consistent basis that help keep things orderly in my office. 
TheyÕre not in any particular order nor preference, theyÕre just simple little things that are easy to do 
that help me keep Chaos away. 
 
They donÕt take any additional time out my day, and as a matter of fact Ð doing these things save 
me oodles of time ... as well as any stress and frustration that comes along with Chaos. And they 
will for you too. 
 
So, without any further overture (I looked this one up), here they are. 
 
Drum roll please É  
 
Don’t put it down – put it away. This is such a small thing, yet yields huge results when it comes 
to maintaining order. It really only takes a few itsy bitsy seconds to put things back when youÕre 
done with them. If you pull a file and youÕre done with it Ð put it away. If you just used the hole 
punch and youÕre done with it Ð put it back where it belongs. Even if you donÕt put stuff away 
immediately, make sure you do it before you leave your office for the day. That way you wonÕt have 
to face it first thing in the morning. 
 
Do the little things right away. If a task will only take you two minutes or less to complete Ð JUST 
DO IT (thank you Art Williams). DonÕt waste time looking at it and then postponing it to later. Need 
to call Mary for a code Ð call her. Need to sign off on a report Ð sign off. Quit putting off the small 
stuff. If you leave it too long those little things seem to grow with time. 
 
Plan for tomorrow. Before you leave for the day, make sure you take a few minutes to determine 
what your priority tasks for the next day will be. Write them down and be sure to place them in a 
spot that youÕll immediately notice when you sit down and begin your workday. That way you know 
exactly what needs to get done before any new stuff gets consideration. 
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Delete, purge, recycle. Stuff always manages to come to you. Emails pop in, the snail mail 
arrives, papers get dumped on your desk, you use the print key liberally. The trick to staying ahead 
of all this is to get rid of stuff as you go. Every day make it a mission that you will delete some 
emails and shred or recycle some papers you no longer need. Be ruthless! 80% of the stuff you 
keep NEVER gets looked at again Ð ever! YouÕre keeping far more than you really need to.  
 
Complete at least one incompletion a day. Maybe you wonÕt always have time, but most days do 
what you can to get rid of that old niggly stuff thatÕs been hanging around for far too long. Just pick 
something randomly and get it done. Or better yet, make the decision to just dump it once and for 
all. YouÕll be amazed at how much better youÕll feel just by getting one silly old thing done. I dare 
you to try it. 
 
Ta Dah!! There you have it É The Rule of 5! Those rules arenÕt so bad are they? 
 
Once you experience the benefits of the Rule of 5, youÕll learn to love rules. Okay, perhaps ÔloveÕ is 
too strong of a word, but youÕll certainly appreciate them.  
 
Keep it up every day, and before you know it Ð Chaos will no longer reign over your workspace. 
 
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.  

 


