Tackle that
paper pile

BY KEN .HBH‘.ILHCE?K
;i -,' * 'STAFF WRITER
¢ ou muld put up a sigmin the home
E \offite that reads: “Feng shui ist
verboten.”

Clutter and paper piles literally suck
thetife right out of a home office, Look
to the left, Paper on the floor. Look to
the right. Files that have sat for months.

Next to the printer are sheets of paper
printed from a computer of a newspaper
article about that restaurant that sound-
ed intrigning (at least it did three weeks
ago), or those search engine results for
airfare, hotels, car rentals.

On the desk itself, financial articles
are strewn about like leaves on a fall
afterncon.

And it all just sits there.

“It can be extremely overwhelming,”

said Donna Lindley, professional organ- -

izer at Organize Your World in
Rochester Hills and a member of the
National Organization of Professional
Organizers. '

Clutter can be a problem when no sys-
tem is In place, said Rebecea DeLoy,
owner of Come to Order in Plymouth
and also a professional organizer.
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1T you et the mall doWwn one aay 1n
the dining room, another day on the
dishwasher or on a desk, you will have
the mail all over the house. There has to
be a system for everything you do.”

“A lot of times (people) look at a pile
of papers and they feel overwhelmed,’
said Lori Drouillard, professional organ-
izer with Design a.nd Declutter in West
Bleum'nﬁeld “They end up jumping
aq:;und the room.

+The most important thing to do is to
pﬁ ufpro_]mt and finish it. If you think
of something else to do, make a nﬂm
and” get to this later”

SET UP ROOM

Lindley says paper piles take up more
space because more junk mail hits the
mailboxes, because of new privacy laws
and so many people are on the “do-not-
call” lists,

“E-mail is a large reason for it.
{Computer users) feel the need to print
it out more.”

But home office users also need filing
systems not just on the computer, but in
the traditional file cabinets, too.

Lindley advises her clients cleaning a
home office to make space on the top of
the desk.

“Don't worry about the piles of papers,
just set up enough room for a basie sys-
tem,” she said. “You want to have a sys-
tem set up to handle papers to be filed.”

And if today’s mail has bills that need
to be paid or have some urgency to
them, then place them somewhere
where they won't get buried.

“The biggest thing is don't worry
about the other piles,” Lindley said.
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Papers can easily pile up when they aren't filed or acted on quickly.
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Organizing the bills on top of the desk will remind the office user to pay them, while other documents
that don't require immediate attention can be filed and placed nearby for easy access.

‘If you set the mail down one day in the dining room, another day on the
dishwasher or on a desk, you will have the mail all over the house. There has
to be a system for everything you do."

Rebecca Deloy
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When organizing your home
office, Donna Lindley says
you should ask the following
guestions:

M Does this paperwork
require action? Is it recent
enough or is it something
that is outdated?

M [s it difficult to obtain
again, or is it something that
can be conveniently printed
from your computer? "If you
can, then you can throw it
out,” Lindley said.

W How old is it and what is
it? Anything with tax implica-
tions should be kept for
seven years, and legal docu-
ments should be held onto
permanently.

“We have what we call a FAT
system,” Lindley said. "Every
time you pick up a piece of
paper, it's either file, act or
toss."







