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Professional Organizing & ADHD Coaching

Quarterly eZine

Are You A Procrastinator Or A Perfectionist?
October 2005
This newsletter is a FREE service providing you with tips and 
ideas to help you live a more organized stress-free life. 
Without spamming, please forward this on to anyone 
you think may benefit… 

****************************************************************************

Hi there...

I hope you and yours have had a great summer and are ready to for the more mellow days of autumn. 

I have been studying to be a certified ADHD coach over the last two years - and ramped up my study over the summer. Many of my clients have ADHD (as does most of my extended family...) so I am keen to offer one-on-one coaching now as part of my service, to clients that would benefit from it. 

For some getting their physical space organized is only part of the solution - ongoing suggestions and support to implement new strategies and habits is vital. As-is work on life management skills and emotional issues….  

My new Coaching Website will be 'up' in a few weeks. I will email you when it is so you can 'read all about it!".  I will be offering FREE  'GET IT DONE NOW' SESSIONS -  we will come together as a group on a bridge phone-line, check in with what we want to do in the next hour (typically a job you have been procrastinating about...) and come back at the top of the hour to see how well we did. I will offer solutions and strategies for those that would like feedback, as will the group....Great way to be held accountable and motivate yourself to begin to develop better habits. If time permits we may go for a second hour and de-brief again at the end of that session...the group will decide when we begin. I’m looking forward to these sessions as I, like you, have tasks I need to work on in my office!!

And I will be offering Group Coaching and Teleclasses in 2006 and as requested, hope to get an ADHD Support Group organized too...

By now you will have received my 'opt in' emails through EZezine. To avoid spam filters stopping my emails arriving I’m sending future eZines via them. I expect to loose some folk on my database but hope that those that want to continue learning with me will stay. 

Some of you may have already 'opted in' and I thank you. But for those of you that haven’t here is the link. 

Please 'Do it now' - two clicks and you are done - it will take less than a minute, and you can come right back to read the rest of the eZine...

http://www.professional-organizing.com/freeezines.html

Do you want to re-subscribe but didn’t? Why didn’t you? Read on, procrastination may be an issue for you...

Did you find you had a lot of 'things' planned for the summer that didn’t get done? Do you regularly find yourself saying "one of these days I've got to get to..." or I'll leave this here "Just for now...". Do you write a daily 'to do list' but never get it all done?  If so procrastination may be rearing its ugly head… 

IS IT PROCRASTINATION OR PERFECTIONISM?

Most of my clients describe themselves as procrastinators. Some put off dealing with paper clutter; others with tedious jobs; some with starting living their lives. What ever the scenario new, less troublesome habits, can be developed 

For some of my clients perfectionism and procrastination go hand in hand. Interestingly the most disorganized and cluttered clients are often perfectionists at heart; but couldn’t keep it up. 

When we work together and remove all the clutter often underneath there's a well thought out - beautifully arranged - organizing systems. Sometimes to the point of perfection… 

This person often has the skills to be organized, and was, until lack of time, age or a traumatic event or illness stopped them carrying on 'perfectly'. And then the decision made is 'If I can’t do it perfectly - I won’t do it at all...".

If you are still a practicing perfectionist there can be some benefits: 

( You get a lot done. 

( People say they are amazed at how much you do. 

( You feel a little superior at times. 

( You have flashes of feeling totally in control. 

( You are climbing the career ladder three rungs at a time!! 

But remember there can be a down side: 

( Never 'time to yourself' to just relax and enjoy your life

( You’re always running to get to the next job on the list

( You feel waves of overwhelm as you scan how many 'projects' you have on the go, and planned for the future

( You may feel isolated and lack deep friendships

( And be super critical of others – expecting family or friends to live up to your standards?

mmmm food for thought!!

If you would like to find your way out of this none to healthy way of coping first RECOGNIZE that this is what is happening and second DECIDE to make some changes. The change isn’t made by 'intellectual decision' alone however, you need to take small tangible steps daily to nip this self defeating habit in the bud. If you're not sure you are a perfectionist ask 3 people who know you well, whom you trust. 

Want to change? Try using the mantra 'Good enough is Good enough'. Some things have to be done perfectly such as measuring medicine or dialing a phone number but there are a ton of things that we all do everyday that can be done well, but not perfectly! 

Decide not to go all out 100% on everything today - pick something you can relax about just a bit. Remember adequate is frequently sufficient. Need some coaching to break the habit....email me and we can talk: 

lindsay@professional-organizing.com

Perfectionism can create PAPER PILES...a scenario I see often is a client who is swamped by piles of reading material. Its usually a combination of newspapers, magazines, downloads from the internet, tones of books, unread mail or unfilled mail etc. 

The issue at hand can be the illusion that all reading matter received must be read. Maybe a hang-over to school days when we were told we 'had to read every word on the page!"....

Nowadays it’s impossible. We are deluged with information. Unless you want to, or can, spend most of your time reading everything available to you, you need to DECIDE what is really important and ditch the rest… 

KEEPING PAPER....another issue is how much do you keep. Do you try to keep and file everything? Again unless you want this to become a full time job being VERY choosy about what you keep is vital. 

Remember most letters sent to you from a business source a copy is filed by that source....keep information you cannot get again, by all means, but much of what you receive is simply to inform you and once you are informed you can shred the message. 

Obviously there are some docs that must be kept for tax and legal reasons and the odd card or letter that’s memorabilia but get ruthless with the rest....unless you love filing, keep what you keep to the bare minimum!!

MAIL: Decide where and when you will open your mail. Getting into the routine or ritual of opening and designating an action for your mail regularly will stop it building up...daily is good – but every Mon Wed and Fri would work…you decide and stick to it.

You need a  'temporarily filing system' for your incoming mail such as an Action File System ( ....go to my website and get my Paper Clutter Solutions book FREE which tells you how to set up this system and many more). 

Try these ideas to manage your paper processing time...

Get into the habit of scanning a page to decide if you need to read it at all. Just read the first sentence of each paragraph. 

Take a speed reading class if that appeals. 

Begin to identify mail by the envelope - if its junk mail don’t even open it - feed it to the shredder. 

Don’t keep buying more books if you have a pile of unread ones already. 

Don’t believe just because you have the knowledge in your environment you automatically internalize it - less is more in this case. You will learn and retain more knowledge in a less cluttered setting...

Cancel your newspaper delivery and buy a copy when you go to work and leave it behind when you go home. 

Do you read the magazines you have subscribed to? No...then cancel them - just buy a copy when you know you have time to read and enjoy it!!

Do you have to read research as part of your job or running a business? then schedule reading time into your daily or weekly planning. 

For some reason we think of reading as a ‘none time consuming activity’; it’s any thing but. Decide how long you will put aside each week to keep current and schedule it in your diary/planner/calendar.

Cut back on the amount of junk mail you receive - go to my website and check July's 2005 eZine which has the contact details to stop Junk Mail arriving...

Procrastination isn’t part of your personality or character it’s simply a habit or coping mechanism you have developed. And habits can be changed. 

There can be many reasons why you procrastinate; fear, overwhelm, anger, apathy or you just plain dislike the task...we could work on this in coaching if you would like to get to the source cause. In the meantime I can suggest a couple of strategies to move you ahead..

1
Don't do the job!! If it’s something you hate doing why not delegate it? Just because you have the skills to do a task, doesn’t mean you have to do it! Money an issue? then barter....what are you good at that you enjoy - find someone that needs that skill and swop jobs. Don’t agonizing over a job and marinate in guilt if you can delegate.

2
OK so you want to do the job yourself. 

Pick a task that you have been postponing. 

Make a list of each step needed to achieve the result you want. 

Now estimate, as best you can, how long each step will take - (for ADHDers this may not be so easy...ask a non ADHDer to ball park it with you...) 

Next schedule the first step onto your calendar - matching the time it will take with available time. Make it as soon as possible. 

At the completion of that session schedule in step 2 on your calendar and so on. You will be surprised how often once the first step is taken the rest falls into place quickly thereafter...and breaking the job down into individual steps will often nix the overwhelmed feeling

3
Try scheduling a task you don’t enjoy early in your day. When you’re fresh you are more efficient so the task is completed quicker. And having a job to do afterwards that you do enjoy draws you forward with anticipation

4
Join one of my free GET IT DONE NOW sessions and get it done...and if you don’t, get some feedback to help you figure out why not!

Maybe the underlying cause for you is ADHD. Clients with ADHD invariably find themselves putting off doing jobs that are boring and repetitive. To be able to manufacture the brain chemicals ADHDers need to focus they need to stimulate the pre-frontal cortex portion of the brain. Unfortunately boring repetitive jobs don’t do this. So in a very simplified nutshell: 

less stimulation = less chemicals efficiency = less focus =  less done!! 

For some, medication is a great help to balance the brain chemistry. But there are strategies too, that can be incorporated into ones life to stimulate the brain to increase the chemicals needed naturally, here are a couple of very effective ones:

1
Aerobic Exercise - this is a great way to rev up the brain. Before you need to focus in on a tedious task go for a run or brisk walk. Or run up and down a flight of stairs.

2
Develop A Ritual - what action typically has you focusing 110%? try doing this prior to undertaking the tedious task - e.g. playing the piano, singing/ listening to rock music, playing a riveting computer game, talking with a gabby friend, going out for a coffee at a busy Starbucks, playing golf?? 

You need to identify your own trigger to help you focus BUT the trick here is to do it FOR A LIMITED TIME. If you don’t have a good sense of how time passes then set a beeper on your watch or PDA so you only ‘Revel in the Ritual’ for 15 or 20 minutes...

Or maybe your time sense is not good? I have noticed that many clients will assess tasks that they dislike as taking ten times as long as they really will while underestimating how long an enjoyable task will take. So a typical refrain maybe that the filing will take 'for ever' to do, while 'I'll just pop out for a quick lunch" is also unlikely to be true!! 

A faulty Time Sense can also play into making impossible to do - To Do lists. Have a look at one of your past To Do lists. Get some feedback to assess how long each task would take. 

Now factor in mealtimes, an hour or two for unexpected jobs that crop up for all of us everyday. Add traveling time. Add time for interruptions, unexpected phone calls, visitors ....now add up all the time. You see my point? 

Often those lists are impossible for two super humans to do in any one day. My last To Do List analyzed before I started to monitor myself worked out to be 23 hours worth of jobs I was hoping to do in an 8 hour day!! 

So from now on be VERY realistic. Better to have a much shorter list that you can realistically get through and feel satisfied and gratified at the end of the day. 

Otherwise you begin to feel that you 'never' achieve enough or 'do enough' and can set yourself up to begin negative thoughts and procrastinating, and around we go again!!

As you see there can be a multitude of reasons why you don’t do what you plan to do. You could be a procrastinator and a perfectionist or maybe you have ADHD and need strategies to counter act this syndrome. 

Discovering the underlying reason is the first step, and making the decision to change, be it alone or with help, the next...you can do it!! 

****************************************************************************

A REMINDER TO CELL PHONE USERS IN THE USA

...cell phone numbers are being released to telemarketing companies this month and you will start to receive sales calls. YOU WILL BE CHARGED FOR THESE CALLS... 

To prevent this, call the following number FROM YOUR CELL PHONE: 888-382-1222 or you can go to their website at http://www.donotcall.gov/. It is the national DO NOT CALL list. It will only take a minute of your time. It blocks your number for five (5) years. Please pass this info onto any friends and family cell phone users...

****************************************************************************

QUOTE FOR THE DAY

There is no “try;” there is only “do” or “not do.”

Yoda

(I think this is a friend of Dr Phil’s!)

****************************************************************************

Take care and if you have any questions or comments just email me.

Kind regards, Lindsay

P.S. did you 'opt in' for the next Professional Organizing & Coaching eZine?? if not here is the link again...

http://www.professional-organizing.com/freeezines.html

thanks
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