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the act of sliding papers in and out may 
require additional space, as does stapling a 
test booklet with a long stapler, or a paper 
cutter on the right side.4 

Ergonomics
The relationship of desk/chair/computer 
is critical. Cumulative trauma disorders 
(CTDs) do not have to occur because of 
repetitive motions of arm, hand and fin-
gers. Be sensitive to the first sign of discom-
fort and alternate tasks or select a different 
position or movement.5 CTDs and pain 
also result from movements that involve 
spinal rotation combined with the tension 
of reaching, holding and manipulating. By 
analyzing the action and its relationship to 
object placement, you can make changes to 
eliminate the problem.

Files
Many office management writers and train-
ers like to categorize people into “filers” 
and “pilers.” I think most of us are both, 
with clear preferences for one method. The 
only real criterion for an efficient filing sys-
tem is retrievability. 

Of course, the efficiency of any manage-
ment system depends upon how we orga-
nize electronic folders on the computer and 
hard copies in filing cabinets. One useful 
method for me has been the use of aliases, 
which take up almost no hard disk space. 
After I file a document in its primary folder, 
I can then make an alias so I can file it in 
one or more other projects as well.

Another useful tool has been the creation 
of a file titled “references”. This database 
currently includes more than 1,000 citations 
of books, journal articles etc. that I own or 
have used as citations in published articles. 
I recently added a field named Where 

Filed—that is, the location of the print copy 
or electronic copy or both (of those I have, 
full text or abstract). 

For example, articles I am requesting from 
Interlibrary Loan may be e-mailed to me in 
pdf format or mailed as hard copies. An elec-
tronic file will be stored in its current project 
folder on the computer; a hard copy will be 
stored in the corresponding paper folder. 
After the project is completed, I move the 
hard copy to a cardboard box labeled Feed-
ing, so it is retrievable for new projects.

Toss or Keep
Finally, to really avoid the growth of clut-
ter and resultant disorganization, make the 
Toss and Keep Test a weekly routine.6

1. � Have you used this item within the 
past month/year? (Many of us ask this 
same question when we are cleaning 
clothes closets.)

2.  Is it serving a specific purpose?
3. � Do you have a place to store it where you 

will find it again? 

Time Management
The most common complaints seem to be too 
much work, not enough time, and difficulty 
meeting deadlines. Table 1 addresses these 
issues. Of course, a self-employed person will 
have much more latitude to utilize these solu-
tions, but everybody has the ability to modify 
his work style to some extent.7

Sherry Shellenberger, OTR/L, co-owner of 
TherapyWorks Inc. in Albuquerque, NM, has 
an effective time management solution. No 
matter where she is, she always brings some-
thing to read, usually articles that normally 
just keep piling up. Even she is surprised 
how many of the articles she really wants to 
review can get read in 10-15 minute blocks 
while waiting, especially at appointments. 

To-do Lists and Calendars
Paul Hill, accounting manager of Graston 
Technique® in Indianapolis, IN, recently pre-
sented to his staff a planning process using 
two different task lists: master and daily. 
Table 2 gives examples of items in those 
lists. After priorities are set, the process is 
tracked with symbols indicating task status  
(completed, in process, moved forward, 

returned to master list, delegated or deleted).
Some productivity experts, however, say 

you don’t need a to-do list.8 Instead, use a 
calendar, only one, and keep it with you at 
all times. Use this single scheduling system 
for all appointments, meetings, errands and 
phone calls (conference, proactive, return 
call or expected call), as well as personal 
events (medical appointments, children’s 
ball games, parties, etc).

During the first 20 years or so of my career, 
I carried a date book and a small notebook, 
and each day transferred information back 
and forth from the to-do list in my office. I 
wrote every single task on that pad, and 
crossed off each one when it was completed, 
an act of great satisfaction. For the last 20 
years I have used the Daytimer two-calendar 
system (portable and desk), because I still like 
the security of backup. When a task is com-
pleted I circle it, rather than drawing a line 
through it, so it is legible if review is needed. 

One of my favorite tips is simply to use 
pencil instead of pen on calendars. You can 
erase tasks that are not completed and move 
them to a different day and time. No more 
scratched out, illegible and messy pages.

What about portable electronic devices 
that eliminate almost all this writing? If I 
were as active in my career as I was 10 or 
15 years ago, I would surely incorporate a 
PDA into my busy life. However, Gail Baev, 
an insurance claims attorney in Woodbury, 
MN, who depends on her PDA for every-
thing, tells me she still likes to have printed 
calendars to view an entire week or month 
at a glance. Visual/tactile learners like me 
know that the act of writing seems to imprint 
memory so well that reviewing the written 
word is often unnecessary. Recording and 
playing back to-do items may be most effi-
cient for an auditory learner. 

Table 2: A Planning Process

Master Task List
Daily Task List
(to be done today)

Unscheduled tasks Scheduled for today

Generating reminders
Repeated or ongoing 

tasks

Future tasks Project tasks

Table 3: Waiting For Checklist

Date:

To Whom?

Phone:

E-mail:

Meetings:

Waiting for What?
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