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	      This newsletter is a FREE service providing you with strategies and support to help
      you live a more organized stress-free life. Without spamming, please forward this on
      to anyone you think may benefit…

	

	

	

	HAPPY NEW YEAR… to you and yours...
I hope you had a wonderful Christmas this year?  And of course January is the time we all get to push the ‘reset button’ and begin a new year; and classically make new resolutions about how we will behave and think. Both require changing old patterns and habits. Neither is easy to do. Its very ‘simple’ to write down  ‘get organized’ but so much harder if you have ADD and a pre frontal cortex that cant be ‘guilted’ into behaving; and brain chemistry that makes prioritizing and organizing much more challenging.       
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	ADD isn’t about ‘lack of will power or an abundance of laziness’. If you have ADD you can hyperfocus till the cow’s come home on a subject that ‘ignites your interest’ (and your brain chemistry) BUT you cannot ‘force yourself’ to do something that’s a snooze. 

Hence most of my clients don’t like filing or paying bills. How interesting is a piece of paper once you have read its message?!! While it was in an envelope and looking a tad mysterious (who’s it from; how much is the bill this month) you are motivated to open and look at it…but once you see what it is the ‘ho hums’ set in, and unless you have a system for capturing the paper and a strategy to deal with it you will likely put it down on the desk in a pile saying ‘I’ll do that later”…and move onto more interesting subjects.
So if one of your new year’s resolutions is to get organized. And paper organization is an issue for you; here is a system that has worked for many of my clients, with or without ADD. 

Most of the paper that makes up clutter in a home arrives in the mail, so if you can get this ‘organizined’ you are well on the way to saving yourself a lot of wasted time and anxiety. 



	

	

	

	MAIL CENTRAL….organizing your in-coming paper 

Have a spot that is your MAIL CENTRAL. Have a shredder plugged in and on to shred all junk mail that is personalized. A paper recycle bin for the rest of the advertising trash. Stamps, pen,  envelopes return address labels and your Action File System all in one spot.

SETTING UP THE SYSTEM

Set up an ‘Action Filing System’ to SORT all the mail into. Unless you have a specific place to put each ‘do to’ you will end up with piles and have to re-read (sometimes many times) before actioning’ the item and waste time as the best scenario or lose it in the worst. 

This system gets the paper sorted immediately. Many clients have a place set up for ‘bills to pay’ but no other ‘actions’. Mail usually contains papers that need least 5 different actions like…

PAY

WRITE

PHONE

KEEP

COMPUTER - ON LINE 

READ 

PASS ON
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To set up an ‘Action Filing System’ you can use ‘file jackets’ (like super large envelopes) and put them on a ‘step back file holder’ so you can see them all from the front. Choose primary colors to catch your eye. Or you might like to use horizontal filing trays stacked up – one for each category of action needed – or how about clear plastic file slots that attach to the wall – again one for each category. You choose how you want to capture the paper but make it easy to access, highly visible, consistent and clearly labeled with its category.
Feel free to tweak the categories and/or the containers to suit your particular space, situation, or style. You will know it needs changing if you don’t use it properly, or at all. But to begin with don’t be perfectionistic here – just get a system in place and begin to use it. You can perfect it as you use it, not in the beginning. So set it up and mark your calendar every week for a month to ‘reassess’ it. It is vital you make several appointments with yourself to ‘check back’ to see if its working, and stop long enough to ask yourself “if not, why not” otherwise you may zoom off into the new year and never look back.  

ACTION THE SYSTEM

When you action the paper depends on the quantity of paper work, your natural energy levels, what type of action is required and what you need to do the job. For example if you typically have a lot of business PHONE calls to make you need to schedule the phone action file time during business hours. Do you need to PAY bills once or twice a month? (Can you arrange to have all bills come due on the 1st of each month so you can get into the ritual of bill paying once a month on a specific date)? Can you do the ON-LINE work in the evening when it’s quiet and you like to go online anyway? Would Saturday morning be the best time to PASS ON the papers in this file? KEEP or file is the least fun of all. But if you do it regularly it will only take a few minutes and if you use a strategy that helps you fully focus you will be able to segue into the task more easily and have a reward set up for completion.
How long it will take will depend on your paper volume and complexity. You could try having a 15 minutes a day ‘date’ with your action file; link it with opening the mail. New mail in and ‘action’ a different file each day – if you have 5 files that would work well. 

Or you might start with one hour a week. If you feel you are falling behind make it 1.5 the next week.  Decide when would work best for you depending on the type of ‘to dos’ and your optimal work patterns. If you would like to work with me to brain storm this concept and take it from an idea to a reality just call me…we can discuss how coaching works.

5 STEPS TO MAKE IT WORK….

1.
Only open your mail at MAIL CENTRAL so you have the organizing systems you need at hand…

2.
Only hold and open one piece of mail at a time. Don’t put it down till you have decided which category to place it in…think slowly and carefully.

3.
To decide where it belongs ask yourself ‘what is the next step with this piece of paper’? …do I pay it, phone to query it? Go online to research or reply to it? Read it to decide what I want to do with it? Pass it onto someone else to action? Keep (no action required here but filing).

4.
Make appointments with yourself for Action File work for at least a month more likely three… PUT IT IN YOUR DIARY, CALANDAR OR PDA UNTIL IT BECOMES A HABIT. And find ways to focus you to get the job done…

5.  Keep at it till you have a system that resonates with you and becomes a habit. It takes time, practice and patience and keep plugging away till you get it…or call me if you need support.

	  

	

	

	Motivate Me!

Since we are all in the "fresh start"/New Year kind of mood, I thought you would like this motivational resource as a great activity for you to create your own customized motivational poster!  Visit http://bighugelabs.com/flickr/motivator.php, upload a photo, pick your border, font colors, and your motivational text.  When you are done click "Create".  Your customized poster will appear.  Right click and choose "save image" or "save image as" to save it to your computer.  Have your clients print out the motivational picture for their wall and wallets!  
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	WORK WITH YOUR STRENGTHS…

Something I am super keen on is working with clients to identify their strengths. It’s amazing how often we focus on our weaknesses and put all our energy into trying to change these traits. Guess it makes sense that the ‘squeaky wheel’ gets the oil; but the simple fact is your weaknesses are not the place you want to be spending gobs of time.
[image: image6.wmf] 

An example for many of my client is they can’t stand to do house hold chores. In fact I think the role of house husband/wife has to be one of the hardest jobs for an ADD brain to wrap itself around. Mostly it consists of doing many, fairly boring jobs, over and over again -  and on top of that you are expected to be organizer and time keeper for not only your self but the whole family. Could there be a job that is a worse fit!! 

So in this case what you might do is:

1.
Established what aspects of running a home you do well - typically what you really enjoy doing, is what you are really good at and an innate strength of yours.

2.
Identify what aspects of the job of house frau you really dislike and don’t do well.

3.
Use your out of the box thinking to come up with a solution to get those jobs done by someone else!!

What springs to mind for me is;

Delegate to other family members if age appropriate

Barter with friends, family or neighbors – you do their xyz if they do your ABC…look for folk with opposite traits to you who likely love to do what you hate.

Pay someone to do the work. You don’t have to do it all and truly if not doing what needs to be done is negatively impacting you and your families well being then paying for some assistance is a wise use of your money. If necessary cut back on something else of less importance than your peace of mind.

OK you live in Alaska and don’t have any money??!! In that case think how you can minimize the job, make it as super simple as possible.

One great suggestion I read once to simplify folding the washing was to wear only one brand of sock and have only black and white pairs – folding laundry becomes a snap. Got several kids? Same deal but they have one color each. Only cook ‘one pot’ super nourishing meals. Dessert is always fresh fruit. Never buy clothes that need to be ironed. Reduce after school activities and/or group them to make your schedule simpler – put you first and your children’s activity second. Reduce the amount of toys you and the family have. More toys = less money = more maintenance = more clutter = less relaxation all round. Sound too restrictive? What’s more important the color of your socks or your sanity!! You get to choose here…

    

	

	Strip Calendar

Download this great little strip calendar and put on Your Monitor or Laptop Keyboard....handy and easy to refer to…





http://www.mcuniverse.com/fileadmin/pics/crafts/comp_calendar/2008_computer_calendar.pdf


	

	

	

	A Great Tool for ADDer’s and other savvy folk….

Here is a handy tool that can help you organize your time, thoughts and ‘to dos’. One of the tricks to managing ADD successfully is to identify what trips you up; then find support systems and structures that will bridge the gap. Here is one that takes notes and manages your to do lists online or with your mobile phone. Never forget an idea or meeting with this hands-free voice dictation and transcription services...

www.Jott.com
You can call a number on your cell phone, leave a voice mail, have it transcribed and sent to the email address of your choice. Or use it to remind yourself of things you need to do, create your grocery list, send your VA a list of things to do, create a blog posting and have it appear in your blog right away.  It's all possible with this neat tool, www.Jott.com.
Visit their site to create your account and start sending emails, text messages and blog postings. 

Currently Jott only works for American and Canadian cell phone users, but keep looking back at their site as I'm sure this cool tool will be global soon.



	

	

	cheers,
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Lindsay Hilsenbeck ACG
ADHD Coaching & Consulting
The non-judgmental support- life 
management solution for ADD issues
Phone: 510 669-1152 Cell: 510 685-6339 
Email: lindsay@adhd-coaching.com 
WebSite: http://www.adhd-coaching.com

	

	

	Lindsay Hilsenbeck, ACG

ADHD Coaching & Consulting
The nonjudgmental solution for 
ADHD life management issues...
ph: 510 669-1152 fax: 510 669-9728 
email: lindsay@professional-organizing.com
website: www.professional-organizing.com
Member - NAPO, ICF, NSGCD & ADDA
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Unless otherwise attributed, all material is written and edited by Lindsay Hilsenbeck, ACG ADHD Coaching & Consulting Copyright (c). All rights reserved. 

You may reprint material other electronic or print publications provided the above copyright notice and a link to http://www.adhd-coaching.com is included in the credits. Please send a copy of the publication along with a note referencing the reprint.

	

	

	Privacy Policy

	

	Your privacy is important to us. Your e-mail address and any other information you provided in subscribing to this newsletter will be used only by us to deliver information to you.

	

	Unsubscribe

	

	If you no longer wish to receive mail from us, click the unsubscribe link below or email unsub@ADHD-coaching.com . 
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