
address books, 27–28, 142
appointment scheduling

allowing time for, 53–54
anticipating interruptions and, 59–60
for doctor visits, 40
down time as, 13
overscheduling and, 33
procrastination and, 68
See also workplace

audiobooks, 151, 175, 219
auto repair, 40

banking. See family finances
bathrooms, 81–82, 97, 98–99
bedrooms, 85–86, 229–232
birthdays

cards, 90
childrens’ parties, 234
gifts, 168–169

books, 86–87, 182
audiobooks, 151, 175, 219
for children, 232
cookbooks, 109
labeling, 164
time for reading, 150–152

businesses. See workplace

camping equipment, 176
camps, for children, 239–240
cars, 165, 172–175, 179. See also travel

cell phones, 165, 166, 202–203, 211–213
children, 227–228

birthday parties, 234
child care, 235–238
exercise and, 148
family calendars used by, 24
homework, 232–234
housework chores by, 93, 99–102
independence of, 61, 228
laundry washed by, 120
maintaining bedrooms of, 229–232
meal preparation by, 111–112
memorabilia and, 242–243
morning routine for, 56–58, 228–229
safety considerations, 81
snacks for, 61
summer vacations, 239–242

cleaning. See housework
Cleanup Game, 93
“clock” technique, 91
closets, 82–84, 90, 153–154
clothes

closets, 83–84
color selection for, 153, 159
faster dressing, 153–154
gym bags, 84
ironing, 119, 120
labeling, 165
laundry, 103, 116–121, 153
mending, 119
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shopping for, 157, 158
socks, 119, 120
for travel, 176–177

clutter, 2, 88–93
desktop, 48, 199, 219
e-mail, 205–206, 210
“free” stuff, 162
kitchen counters, 105

commuting, 174–175, 219
computers, 202–203

for address books, 28
efficient use of, 209–211
protecting from loss, 167
to-do lists, 31
See also electronic planners

containers, 80
baskets for groceries, 114
for decluttering, 91–93
hampers for laundry, 118–119
See also storage

cookbooks, 109
credit cards, 155, 166
crisis management, 26–27, 215
customer service, 169–171

daily planners
crisis management and, 26–27
electronic, 20–23, 167, 204
family calendars, 20, 23–24
paper-based, 22–23
personal address book and, 27–28
as priority, 24–25
protecting from loss, 167
selection of, 20–24
See also time management

deadlines, creating, 53
decisiveness, 49, 58
decluttering. See clutter
desks, 48, 199, 219
Direct Marketing Association, 125
dishes

organizing, 108
for potlucks, 165
washing, 110–111

documents. See paper management
“do it yourself” jobs, 163
donations, 91, 93, 124
Do Not Call Registry, 60, 125

eBay, 91–92
e-cards, 142–143
electronic planners, 20–23, 167, 204
e-mail, 22, 202–203

auto reply function, 179
etiquette, 206–208
keywords in, 207–208
management of, 124–125, 203–208
reducing amount of, 125

emergency planning, 26–27, 155
employee benefits, 164
entertaining

childrens’ birthday parties, 234
for holidays, 143–144
hosting guests, 83
housework for, 97
time for friends, 152
time-saving tips, 180
wine charms, 165

Equifax, 166
errands, 160–161

avoiding wait time, 39–40, 113–114, 157,
158

sample lists for, 36–37
shopping secrets to save time, 157–159
See also to-do lists

exercise, 148, 222
Experian, 166

family, 227–228
birthday parties, 234
calendars for, 20, 23–24
child care, 235–238
homework and, 232–234
identifying goals for, 10
independence among, 61, 228
kitchen responsibilities, 107
memorabilia, 242–243
morning routine, 56–58, 228–229
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family (continued)
sharing financial chores, 129
sharing housework chores, 99–102, 233
summer vacations, 239–242
tidying children’s bedrooms, 229–232

family finances, 128–129
banking, bill paying, 124, 130–133, 166
child care employees and, 235–238
credit-card security, 155
protecting items from loss and, 163–167
time for, 129–130

family rooms, 79–80
fathers, involvement by, 233
faxing, 210
filing, 48, 126–128

finding missing papers, 197
five easy rules for, 195–196
Internet and, 194–195
“out” card system for, 199
system check-up, 200
system selection for, 196–198
tickler files, 195, 200–201
time-saving tips for, 195, 198–200

first aid, 81–82
Freecycle Network, 92
“free” stuff, 162
freezers, 107–108
friends, time for, 152. See also entertaining

garbage cans, 101, 164
“get it done” system

customer service and, 169–171
“do it yourself” jobs, 163
errands, 161–163
gifts, 168–169
grooming, 155–157
handbag organization, 154–155
hobbies, 152–153
lost items, 163–167
news and, 149–150
for reading, 150–152
shopping, 157–159
ten-second rule for, 149
See also time management

gifts, 139–141, 168–169
glassware, 108, 165
goals, 53

assessment of, 8–10
avoiding interruptions and, 66
for family finances, 130
for housework, 99–100
manageability of, 10–11

GPS systems, 174
groceries

buying/putting away, 112–115
shopping time-savers, 14, 39, 40,

113–114
grooming, 155–157, 177
guests, hosting, 83
gym bags, 84

hall closet, 82
handbags, 154–155
hiring practices, for child care, 235–238
hobbies, 152–153
holidays, 135–137

cards for, 142–143
entertaining during, 143–144
gifts for, 139–141
time-saving tips for, 137–139

home automation, 77–78
home office

kitchen family center, 112
working from, 222–223

homework, 232–234
hotels, 179
housework, 94

bathroom cleaning, 98–99
bedrooms, of children, 229–232
for children, 241
daily routine, 94–95
faster chores, 101
finding time for, 95–97
laundry, 116–121
quick-cleaning methods, 97–98
sharing chores, 99–102, 233
spring cleaning, 102–103
See also kitchens
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insurance, 130, 235
Internet

“favorites,” 209
filing and, 194–195
grocery shopping, 113
hot linking to, 210
news-feed services, 150
ordering stamps online, 142
for shopping, 140–141
for travel directions, 174
voice-mail/e-mail access via, 208
See also computers; e-mail

interruptions, 55, 58–59
anticipating, 59–60
assessing, 64–65
concentration and, 64, 66
by family members, 61
managing, 60–63
protecting blocks of time, 63
self-interrupting, 65–67
in workplace, 219

invitations, 124
ironing, 119, 120

jewelry, 85
jobs. See workplace
junk drawers, 90, 109

keyless cars, 165
keys, 167
kitchens, 104–105

family responsibilities in, 107
meal preparation, 109–113, 180
office/family center in, 112
quick cleaning, 110–111
storage, 105, 106–109, 112–115
time-saving tips, 105–106
See also housework

labeling, 164–165
lateness, 55–58, 228–229
laundry, 103, 116–121, 153
leisure time, 68
libraries, 151

linen closets, 82–83
lists. See to-do lists
lost items, 163–167, 197
luggage, 165, 177, 179

magazines, 90, 126, 149, 151–152
mail

management of, 123–124
ordering stamps online, 142
post office wait time and, 40
reducing amount of, 125
See also e-mail

maps, 39, 173–174
master notebook system, 14, 30–31, 42,

48–49
meals

for entertaining, 180
menu planning, 112–113
quick-start suggestions, 109–110
travel and, 178–179
See also groceries; kitchens

medicines, 81–82
meetings, 215–216
memorabilia, 242–243
microwave ovens, 111
Mini-Vacations

finding more time, 17–18, 53
holidays and quiet time, 137
housework and, 96
ironing and, 119
laundry and, 117

morning departures, 56–58, 228–229

napping, 220
National Association of Professional Orga-

nizers, 92
news, 149–150
night tables, 85–86
notes, 152, 175. See also master notebook

system

“one in, one out” rule, 93
organizers, professional, 92
ovens, 111
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paper-based planners, 22–23
paper management, 122–123

backlog, 128
family finances, 128–134
filing, 126–128, 194–201
magazines, 126
mail, 123–126
online information protection, 132
saving documents, 133–134
school notices, 234
sending holiday cards, 142–143

passwords, 131, 132
personal address books, 27–28, 142
personal digital assistants (PDAs), 20–23,

167, 204
personal finance. See family finances
personal shopper Web sites, 140
pets, 167
phone calls

cell phone etiquette, 212–213
contact management software and, 22
housework and, 96
for prescreening job applicants, 236
procrastination and, 73
reducing interruptions and, 60, 125
voice-mail systems, 49, 169–171, 208

photos, 243
plants, 101
prescriptions, 40
“prime time”

identifying, 33–35
prioritizing and, 45–46
starting day earlier and, 46–47

prioritizing, 45–46
daily planners and, 24–25
flexibility and, 43–44
“prime time” for, 34
promptness and, 56
rules for, 44–45
staying focused and, 42–43
time management and, 58
in workplace, 215

procrastination, 55, 67–68
accidental, 68–69
being overwhelmed and, 69–70

as habit, 72–73
tips for dealing with, 73–74
of unpleasant tasks, 70–71
working under pressure and, 71–72

professional services
child care, 235–238
for children’s activities, 240
cleaning, 100
customer service and, 169–171
“do it yourself” jobs vs., 163
entertaining and, 180
organizers, 92
personal shopper Web sites, 140
relaxation and, 182

project management
avoiding self-interrupting and, 

65–67
being overwhelmed and, 69–70
breaking down into steps, 50–51
for children, 233
delegating tasks, 14, 216
finding step one for, 51–54
“jumping into the middle,” 52–54
procrastination and, 67–68
“ten-second rule” for chore completion,

149
See also housework; procrastination; time

management; workplace
promptness, 55–58, 228–229
public transportation, 174

Quick Starts
employee benefits, 164
hosting guests, 83
paper management, 123
prioritizing, 47
workplace shortcuts, 217

reading. See books
recipes, 109
recording, of thoughts, 152, 175
refrigerators, 107–108, 113
relaxation, 182–183
research completion, 49
roll files, 27–28
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Sanity Savers
avoiding interruptions, 64
children’s activity bags/kits, 236
children’s lessons, 240
daily planners, 25
decisiveness under pressure, 58
desk clean-up, 199
family kitchen responsibilities, 107
filing, 197
“free” stuff, 162
hiring cleaning services, 100
household management, 86
keyless cars, 165
online security, 132
“prime time” for priorities, 34
recording ideas, 152
school notices, 234
stolen wallets, 166
“ten-second rule” to finish projects, 149
time for parents, 231
to-do lists, computerized, 31
universal remote controls, 80
weekend time management, 13

scheduling. See appointment scheduling;
daily planners; time management

security
of credit cards, 155
online, 131, 132
protecting items from loss, 163–169
travel and, 177–178

self-interrupting, 65–67
shaving, 156–157
shopping, 157–159. See also groceries
sleep, 181–182

early waking and, 46–47
power naps, 220
stress management and, 220–221

snacks, 61
Social Security cards/numbers, 140, 166
software

bill paying and, 131
contact management, 22
spamblocker programs, 203
to synchronize files, 211
virus protection, 209

See also computers; electronic planners
sports equipment, 165, 176
spring cleaning, 102–103. See also house-

work
stain removal, 118–119
storage, 77–79

bathrooms, 81
bedrooms, 85–86, 229–232
books, 86–87, 232
cell phone numbers, 213
closets, 82–84
computer files, 209
containers, 80, 91–93, 114, 118–119
family rooms, 79–80
for files, 133–134, 195–196, 199–200
gym items, 84
jewelry, 85
kitchen, 105, 106–109
medicines, first aid, 81–82
toys, 232

stress management, 220–221
summer

family fun, 241–242
routine, 240–241
vacation planning, 239–240

supplies
for cleaning, 97
for entertaining, 180
gathering before starting projects, 66
for laundry, 118
for young children, 238

taxes, 235
teenagers. See children; family
telephone calls. See phone calls
television watching

for children, 230
program recording, 101
for relaxation, 182
universal remote controls, 80
while traveling, 176

ten-second rule (for project completion), 149
tickler files, 14–15, 195, 200–201
Time Boosters

daily planners, 22
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Time Boosters (continued)
dressing, 154
exercise, 222
fathers’ involvement and, 233
gym bags, 84
handbags, 155
housework, 91, 101
interruptions at home, 61
interruptions at work, 219
paper management, 126
supplies for young children, 238
task completion, 48–49
time management for children, 230

time management, 1–3, 16–17
avoiding carelessness, 47
avoiding wait, 39–40, 113–114, 157
during crises, 26–27
daily planners for, 19–28
for exercise, 148
finding more time, 17–18, 46–47, 53
friends and, 152
goals for, 8–11
interruptions and, 55, 58–67
lateness and, 55–58
prioritizing and, 42–46
procrastination and, 55, 67–74
saying “no” and, 15–16, 48, 60
systems for, 11–15
task completion and, 48–54
tracking your time, 7–8, 10
See also “get it done” system; housework;

workplace
“time out” for parents, 231
to-do lists, 22, 29–30

daily, 42–43, 43, 50
for holidays, 137–138
identifying personal time and, 33–35
master notebook for, 30–31
nightly updates, 35–36
for prioritizing, 42–43
sample lists, 36–39
for shopping, 157
task-specific, 37–39
for travel, 38–39, 176

waiting time and, 39–40
weekly, 32–33

tools, 109, 164
toys, 232
Trans Union, 166
trash cans, 101, 164
travel

avoiding wait, 40, 179
cars, 172–175
e-mail during, 208
lists for, 38–39, 176
luggage, 165, 177, 179
preparation for, 175–179
summer vacation planning, 239–240

“under five minutes” folder, 195
universal remote controls, 80

vacuum cleaners, 96
van pools, 175
voice mail, 49, 169–171, 179

wallets, 166
weekends

decluttering during, 93
sleep schedule for, 47

wine charms, 165
workplace

business reports for, 216
career goals, 10
commuting to, 174–175
delegating in, 216
holiday gifts in, 139
meetings, 215–216
mini-breaks for, 214–215
office triage, 215
procrastination and, 67
reading for business, 151–152
stress management in, 220–221
time management reminders for, 216–220
working at home, 222–223
working late, 221–222
See also e-mail; paper management;

phone calls; time management
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