
Organizing Round-Up 1

Organizing Round-Up
Volume 3, Issue 2  2003

Brought to you by

       

How To Use Your Minutes Wisely!
By Diane St James, © 2002

Ever wonder what happens to all your T I M E ??  It
goes fast, doesn’t it? Since time is so precious and
always seems to be so lacking, I like to refer to it as
minutes...as opposed to hours.  And to many of us,
the minutes just seem to whip by...

There are many articles about time management and
using time it wisely, and I thought I'd provide some
tips that I personally use on a daily basis. I wear many
hats like a lot of parents do and I need to juggle the
kids, the house, my husband's demands er..needs, my
mortgage consulting website and e-zine, and the
mortgage underwriting I do full time as well!  Some
people ask me how I do it all?

Well here are some tips, but I have my good days and
bad just like everyone else.

1. Write a menu before going shopping.  Before I'm off
to use those coupons at the grocery store, I write a
menu for the entire week. This is such a great time
and money saver!  Not only do you have an exact list
of what to buy, you don't have to sit there the next
day and wonder what to scrounge for dinner. If you
stick to your list, it eliminates unplanned purchases
too!  Okay, even I buy the occasional bag of Oreos.
After shopping I tear off the menu portion of my
grocery list and place the 'menu' for the week on the
fridge,...also avoids the constant “ What's for dinner
tonight?" question..  The whole family knows what's
on the menu :)

2. In the morning, the first thing I do after taking my
vitamins, and a few sips of coffee, is throw a load of
laundry in. If your house is anything like mine there is
ALWAYS dirty clothes to do.  This way, by the time I
get the kids off to school, this load is already ready for
the dryer and I'm that much ahead of the game.

3. I like those microwave able lunches. So, while I'm
heating my lunch in the microwave, I usually have
clothes in the dryer that I can check. I hang up any
shirts or slacks that are half way dry, so I won't have
to iron anything.  I haven't had to iron anything in
months! :)

4.  When the mail comes, I sort through it right away,
chuck any junk mail and (try at least to) chuck any
tempting catalogs.  Then I immediately go to the
basket in the kitchen where I keep all the bills, pull out
my List of Bills to pay, and add the creditor name,
date due and minimum payment amount.

Make Your Personality Work For You
By Susie Glennan
©2003

There is a second wave hitting the planner industry
because the pace of life is continuing at a high speed
with no end in site.  People are trying to take control of
their lives in order to maintain some sort of balance.
Women are calling me daily saying that they need to
get back to using a planner. Some say that the new
high tech gadget their husband bought for them just
didn’t cut it.

We have a large number of women who are just not
ready to give up good old paper that they can open up
and have in full view.  Personality type, learning
style/behavioral tendencies, and way of life are factors
women must consider when trying to stay on top of it all.

Let’s first take a look at learning style/behavioral
tendencies.  As more women became aware of ADD and
ADHD (Attention Deficit Disorder and Attention Deficit
and Hyperactivity Disorder) many of them figured that
they must have one or the other. Why, because many of
us have some of the “symptoms” of ADD and/or ADHD.
When I went for “my” testing I certainly thought that I
had ADD. But case in point, I didn’t.  I have a situation
called busy-ness.  It’s what has happened or is
happening to most of us.  The doctor who read my test
results stated that I just have more to do than one
person can do alone.  He said that because there is so
much I think about and deal with in a day, my brain has
a hard time bringing things to the front of my mind
when I need it.  It already has info being temporarily
stored there.  Put in my own words, “My short term
memory takes a leave of absence because there’s too
much clogging up my mind.”  He also stated that there
was a class I could take to help my short-term memory.
I have yet to take it.  I’m too busy.

Let’s look at it this way.  When you’re using a
computer, it has only so much RAM (Random Access
Memory).  While you may have a lot of space on your
actual hard drive, the RAM is what processes the
information of the programs that are open and in use.
If you open up too many programs, your computer will
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tell you that there isn’t enough memory to open up
that program.  You must first close some of the
things you are working on to free up RAM.  It’s the
same with your brain.  When you have too much
information on the desktop of your brain, you might
have trouble bringing more information to the
forefront unless you free up some space.  Therefore,
you must write down some of that information to
release it from your thoughts, freeing up space to
work on the next project or issue.

The more women I speak with the more women I
hear talk about experiencing memory loss, feelings of
being overwhelmed or inadequate, and exhaustion.
They need help in scheduling, home and office
organization, and in general making order of their
chaos.  So once again people are setting out to find
helpful tools to help manage their busy-ness.
However, we also need to address the many who
have AD/HD tendencies and need a more simplified
way of keeping track of everything.

I’ll slightly touch upon AD/HD to give you an idea of
what I’m talking about, and then move on.
1Diagnosing AD/HD in an adult requires an
examination of childhood, academic and behavioral
history. The problems need to be rooted in childhood
but persist into adulthood.

AD/HD symptoms often arise in early childhood.
AD/HD is diagnosed using the criteria in the
Diagnostic and Statistical Manual, 4th Edition (DSM-
IV). To meet the diagnostic criteria for AD/HD,
symptoms must be evident for at least six months,
with onset before age seven.

Diagnostic criteria (as it pertains to children and/or
adults) are as follows:

Inattention:

a. often fails to give close attention to details or
makes careless mistakes in schoolwork, work, or
other activities

b. often has difficulty sustaining attention in tasks or
play activities

c. often does not seem to listen when spoken to directly

d. often does not follow through on instructions and
fails to finish schoolwork, chores, or duties in the
workplace (not due to oppositional behavior or failure
to understand instructions)

e. often has difficulty organizing tasks and activities

f. often avoids, dislikes, or is reluctant to engage in
tasks that require sustained mental effort (such as
schoolwork or homework)

g. often loses things necessary for tasks or activities
(e.g. toys, school assignments, pencils, books or
tools)

h. is often easily distracted by extraneous stimuli

i. is often forgetful in daily activities

Hyperactivity-Impulsivity

a. often fidgets with hands or feet or squirms in seat

b. often leaves seat in classroom or in other situations
in which remaining seated is expected

c. often runs about or climbs excessively in situations
in which it is inappropriate (in adolescents or adults,
may be limited to subjective feelings of restlessness)

d. often has difficulty playing or engaging in leisure
activities quietly

e. is often "on the go" or often acts as "driven by a
motor"

f. often talks excessively

g. often blurts out answers before questions have
been completed

h. often has difficulty awaiting turn

i. often interrupts or intrudes on others

Now that you’ve seen a list of symptoms, you can tell
WHY many of us think we have AD/HD.

What our company has done to help determine
personality type is to provide an “exaggerated”
personality quiz that is quick and fun. It makes it
easier for women to see in a more obvious fashion,
why less is better if you are a “Type B Personality” as
apposed to a “Type A Personality” who can handle
more details. To take our online personality quiz, go to
http://www.thebusywoman.com/timemgmt/personalit
yquiz.shtml

Type “A” women tend to jump onto our website, order,
and jump off, while Type “B” women tend to write
email asking questions and often call to ask questions
that are stated right on the site in plain view. I
understand perfectly why they call.  I personally will
call a company 9 out of 10 times; a.) to make sure
there is a real person taking care of things behind the
scenes, b.) To make sure I’m not reading the
information incorrectly, c.) because it’s faster for me to
call and ask questions rather than read, read, read to
get to the end result.  However as I get more familiar
with sites I regularly shop at, I will first go to their Q
and A to find answers before calling. The same goes
for many of our Type "B" women.

Type “A” women love order.  They hate it when their
friends are late because they have a precise schedule
and that’s how they get so much done in a day.  It is
very important to Type “A’s” to check things off on
their to-do list.  When they do things that aren’t on
their list, they write them in so they can check them
off.  There is a psychological reason for this.  The end
result of looking at a list with everything checked off
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when I am actually sitting in front of the TV. There
are occasions when I’m not really watching what is
on especially if I’m just agreeing to have the channel
on something someone else wants to watch.  This is
a great time for writing letters, paying bills, writing
up a To Do list, or balancing your checkbook…
although this last one may require a bit more
concentration and your calculator!

I promise you if you just put some of these time
saving tips into place, you will notice a difference. Or,
you can keep going day to day always in a rush and
always playing catch up!

@--`----'----

Diane St. James is a mortgage professional with 21 years

experience. Her website http://www.abcmortgage.net is all

about pre-mortgage education to make everyone's

mortgage process a Breeze. She was recently quoted in the

Wall Street Journal and on MSN.com. She is the author of

"How to Get a Mortgage", and publishes a bi-weekly ezine

called Diane's Mortgage Tips + Other Tidbits. To subscribe

enter your email here:

http://dianesmortgagetips.mailmylist.com/cgi-

bin/mojo/mojo.cgi

Online Calendar of Events

Click on the calendar link on the lower left hand
of the site under Busy Woman Information.

This way I have everything in one spot and look at the
list every few days to see what needs to be paid.
After all, it is  not good to be late paying things as it
will affect your credit history and as I always preach,
credit history is really important' when you apply for a
mortgage.  I also believe in keeping my money, MY
money for as long as possible, so I don't pay the bills
right when I get them, but a week before they are
due.

5. Here is one for when there is idle time...yes there
are those occasions. There are many times when I am
sitting in the car waiting to pick up one of my kids
from one thing or another.   I keep a small bag in the
car at all times for trash, so sometimes I pick up all
the tissues and candy wrappers, etc., that
mysteriously accumulate.  Recently I even threw a
bottle of Armorall in the car and spent some time
using that on the interior of the car. My dashboard
gets so dusty!  Sometimes people look at me like I'm
crazy.  So what!  I sing all the while too, it doesn't
bother me! Am I using my minutes wisely?  You
betcha!

If you don't like this idea, but still don't want to waste
the minutes, you can keep a paperback in the car that
you can catch a chapter of here and there. You can
even sit back, close your eyes and let all the tension
drain out...until the car door opens and you hear "Hi
Mom"!

6. When I can, I get my kids to help. Gee, what a
concept! Make them earn their allowance!  They help
with the dishes, setting the table, making their bed,
etc.  Every night before school we set out their clothes
for the next day and if they are packing their lunches,
that gets done ahead of time too, usually. The
mornings just seem to fly way too fast to try to do
everything then. If you work outside of the home, this
is a good idea for adults too!

7. Another thing I do is write EVERYTHING down on
the calendar.  What's everything?  Appointments,
birthdays, ball games, dance practices, school trips,
hair apts., doctor appointments...you get the picture.
This is one of the best tools for using minutes wisely.
When you know pretty much what is on the schedule it
helps you to plan ahead.

8. Speaking of planning ahead.  There is a wonderful
piece of cooking equipment that gets used at least
once a week in our house.  That is the Crock Pot.
When I know there is an away from home function
that is going to require a quick meal, there is always
the fast food option, but often I use the crock-pot
instead. The food tastes so good, you generally save
money, and it saves waiting at the drive thru line too.
There’s less dishes to wash too since often the whole
meal is in the pot. I make a mean Crock Pot meatloaf!

9. Finally, the last tip I’d like to share is for sometimes
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Are YOU Right For A Home-Based
Business?
By Ken Leonard Jr.
© 2003 KLJ Online

The internet is loaded with all sorts of ways for you to
work from home. You will consider many options,
finding the right fit for your personality and goals. But
first, you have to take a look at yourself. Do you have
what it takes to run a successful business from home?
How do you know if YOU are cut out to be "The Boss"?

Before you spend too much time and money looking
for that perfect home-based business, make sure
that you have these essential qualities first:

You're A Hard Worker

Running any home based business takes a lot of time
and effort.  Sure, automation can have your business
running mostly on it's own, but there is a lot of work
involved in getting it to that point. Even after it is
established, there will still be a lot of things that
demand your attention daily. If you are afraid of hard
work, there is no way you will enjoy working at home.
It is still a full workday; you're just at home. If you are
not good at working unsupervised, you'll never get
anything done. You are the boss now. Be The Boss.

Are YOU Right… - Continued on page 7
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C O U N T R Y  S T Y L E  S T E A K

Salt and pepper, country style steak.

Roll in flour and pan fry in oil until lightly browned on
both sides.

Slice onion into rings and lay on top of steak in crock-pot.

Put remaining flour into pan to soak up oil.

Blend well

Whisk in 1/2 - 3/4 cup of milk

Pour over meat.

Season to taste with chopped garlic cloves, bouillon
cubes or Worcestershire sauce.

Add enough water to crock pot to cover steak.

Simmer all day until gravy is thickened and steak falls
apart.

B E E R  B R E A D

3 cups self-rising or all-purpose flour

3 tsp. of baking powder

1 tsp. of salt (optional)

3 Tbsp. sugar

1 can of beer

Preheat oven to 375. In large bowl, mix all ingredients
well. Lightly spray a non-stick loaf pan with cooking
spray, or grease with 1 teaspoon of canola oil.

Pour mix into pan. Bake for 1 hour. Let cool in pan for
5-10 minutes, then finish cooling on rack.

Makes 12 servings. Nutritional values per serving: 134
calories, 0.3g fat, 0mg cholesterol, 1.1g fiber, and
398mg sodium.

© Donna Sauvageau
How old you are is your business, how old you look is
mine. Shop with me online at
www.marykay.com/dsauvageau

VirtualCherub.com, Inc.
Virtual Assisting for Small Business

Would you like MORE TIME daily?
How much time could you add to your workday,
without sacrificing personal time or time with your
family, by having!one, two or more of your business
tasks taken over by a skilled professional?  Or could
you get more of the critical work done that only you
can do?

Find out! Tell us where you found us.

www.VirtualCherub.com ~ 813.659.9776

Testimonials for The Busy Woman’s Daily Planner
I wanted to tell you what a wonderful business you have. Not
only do you help us with our busy days but also you seem
very sincere and friendly. I placed an order online and when
it wasn’t shipped three days later you called me at home to
apologize and explain why.
And it was you, not an email or recording. That means a lot. I
enjoyed talking to you.
The planner is working great and I really love the newsletter
and other materials you send with it. The prioritizing,
appointment and telephone codes are very helpful. I can’t
believe how easy it is to keep track of everything. Your
planner and information keeps me going from day to day.
Thank you.
I am going to let my friends know what a great product your
planner and pages are. I think every woman who uses a
planner will appreciate yours a lot more, especially the menu,
fitness, project planning, and party planning pages. We just
celebrated my daughters one year birthday and your party
planning page came in very handy in planning her party.
There is a need for personal communication and you are
doing a great job at it. Thank you for changing my life.

God bless,   Shanna
------------------------------------------

just a note to say i ran down the ups man this morning and
got the Christmas memories book. what a nice book and a
very sweet surprise. you didn't have to send such a nice gift.
when i called you about the mistake last week i knew from
your voice that you were sincere about what  happened. that
means more than anything else you could have done, i wish
more business's were like yours. anyway thank you and i
wish you a  merry Christmas. M in VA Continued on page 9

Let us know you found us in Organizing Round-Up.
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Time Management for VAs: Keeping
track of multiple clients
Kathy Ritchie ©2002

Virtual office assistance…. Remote office assistance….
Stay at home secretary… Cybersecretary. Whatever you
call what a Virtual Assistant does, they are still among
the busiest people I know. Being a Virtual Assistant
myself, I know about the stress that comes with working
with multiple clients and projects. Virtual Assistants
everywhere have complained at one time or another
about keeping track of multiple clients.

Recently, I computed my true hourly rate. I may be
earning a fair amount through my virtual assistance
practice, but when you break it down into the number of
actual hours worked, it’s frustrating what the actual
hourly rate can be.

Managing your clients, and the paperwork or record
keeping tasks that go with each, is a smart way to raise
your true hourly rate. Efficiency, organization, time
management--these words mean nothing if the actions
behind them are inefficient, disorganized, or waste time
rather than save time.

More than one client?

This is wonderful! You have two or more clients now – this
is what you’ve been striving for. Congratulations!

It’s important at this point to begin to set up your record
keeping tasks. Each client should have at least two files: a
physical file folder for the file cabinet, into which all papers
pertaining to this client are placed, and a folder for this
client on your computer. I like to keep client files separated
from other files on the computer. I have a business folder,
RSS, then in this business folder, I have a folder called
Customers. Inside this folder is where all client folders go.
From here, I can place shortcuts on my desktop to make
finding and opening work in progress easier.

Routine tasks are billing, logs of time spent, bookkeeping
updates, communication logs and more. Each new client
is immediately set up with:

1. Physical file folder

2. Computer folder

3. QuickBooks (client information entered)

4. Email folder for all client email

5. Log for timekeeping set up

6. A client calendar to mark deadlines

7. Designated floppy disk for backups

8. A ‘thank you’ for being my client

Now that you have more than one client, it’s essential
that you begin to train yourself to immediately update
client records. Don’t wait. This will ensure accurate billing
and timely completion of their projects. Establish a
routine you can live with. For instance, upon start of

business, I check client calendars for deadlines or tasks.
Then I mark these into my desk calendar and highlight
according to priority. I then section off spaces for each
client on the same desk calendar to keep track of time
spent on their projects.

Throughout the day, as I’m working, I’m writing down
the time spent into their section. When its logged into
the time tracking software I use, it’s crossed off my
calendar. End of business is when all logs are updated;
client papers filed if needed, or placed in tickler file for
completion during the next day.

This is my routine and may not work for you, but it has
proven beneficial for handling 8 – 9 daily long-term
clients, and the smaller projects that crop up at any
given time. Bottom line is to find what works for you
and stick to it.

Time and Log Keeping

Software that’s essential for me is TimeStamp, which is
available at Synap Software.
(http://www.syntap.com/downloads.htm) This is an
invaluable tool for my practice. Not only does
TimeStamp log time, it will also calculate what you’ve
earned by your hourly rate to that point. Clients can
have their own log. If your clients are at different rates,
TimeStamp will still calculate based on the hourly rate
you enter. Print out your logs and attach them to the
invoice. This is positively the best time tracking
software I’ve ever used and best of all, it’s free!

Microsoft Outlook is the calendar tool I prefer. I’m using
it from start of business to end of business each day,
and the calendaring options are very good. My only
complaint is that reminders and alerts don’t pop up on
any calendar but the main one. Nevertheless, this is fine
since I’ve got a daily reminder in the main calendar to
check my client calendars anyway.

QuickBooks is my bookkeeping software of choice.
Whatever version you are using, this software is perfect
for invoicing and collecting from your clients. I love the
reporting features that I use monthly to see just how far
ahead or behind my goal I am.

Trillian (www.trillian.cc) is an essential tool for
communicating with other Virtual Assistants. Trillian is
capable of using the AOL, MSN, ICQ, Yahoo! and IRC
platforms. For instance, Janice Byer, of Docu-Type
Administrative Services (www.docutype.net) in Canada,
is a co-worker of mine with several joint clients. She is
also the web designer for the RSS Herald
(www.rssherald.com). By using Trillian, we are able to
communicate real-time and deal with problems or issues
at that moment without waiting. Plus, instant messaging
is more affordable than calling Canada.

Forms that are vital in my practice are Communication
Logs, Postage Logs, Work for Hire Form/Agreements,
Client Data Form, Job Estimate / Proposal, Invoices, and
more. Many of these forms are set up in table formats,

Continued on next column

Time Management for VA’s! – Continued from previous column

Time Management for VA’s – Continued on page 7
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as completed or moved to the next day gives them a
sense of accomplishment, completion if you will.  Heck, it
would give any woman a sense of accomplishment.  How
about when your significant other comes home and says,
“How was your day?  What did you do all day?”  You can
take out your list and show him.  He’s a man, unless he’s
a Type “A”, he won’t read all of it.  He’ll only see the
check marks and think you’ve put in one heck of a day.
Now that would make me feel great.

More often I deal with Type “B” women who want so
much to be more organized.  I hear things like, “I want
so much to have all of my projects completed. But
instead I started all of these projects and only finished
one or two.”  I tell them how they are more the norm
than the exception to the rule and this makes them feel
a little better.

Once we get past that part, they can move onto more
pressing issues such as over scheduling or the inability
to follow a schedule. Type B women tend to have
symptoms of AD/HD and that drives them nuts. So we
give them permission to use less in the way of planner
pages and to schedule less in their day, freeing up their
mind. Many of them do well when they have explicit
instructions to follow.  Often having a good friend to help
hold them accountable gets them through the initial
phase of getting on track.  And while it’s normal to get
off track, they now have the experience they need to get
themselves back on track when needed.

Figuring out a schedule that is right for you and sticking
with it is an important aspect of every day life.  While
Type A women seem to have it easier than Type B
women in the scheduling department, they still NEED to
learn to say no, check their schedule throughout the day
and remember not to schedule in more than they can do.

For example, many of us forget (some more often than
others) about scheduling time to prepare meals.  When
you fill your day with too many to-dos, when do you eat?
If you KNEW how many people actually do this you’d be
astonished!

Whether you use The Busy Woman’s Daily Planner
or any other tool for scheduling, remember that it
takes anywhere from 3 – 5 weeks to turn
something new into a habit.  Use memory tricks to
remember to check your schedule at least in the
morning and evening.  If you find you have many
of the ADD or ADHD tendencies, you’ll need to
schedule much less than you think in order to
maintain balance.

Set your priorities:

1. Rest (Mind rest and sleep are a must for a
healthy person.)

2. Meals/Health (Can be combined with relationship
building and Free Time but don’t forget shopping
and preparation time.  Maybe find a work out
buddy so you can enjoy each other’s company
while working out.)

3. Work (Your work schedule is usually set, i.e.: 9 –
5, Mon – Fri but if it’s not, you’ll have to be more
diligent about scheduling work time.)

4. Have To-Do’s (for your home, grocery shopping,
cleaning, laundry – for work, gasoline stops… think
of things you don’t normally think of but HAVE TO
be done)

5. Relationships/FREE Time (i.e.: God, family, friends,
FUN!)  Schedule FREE TIME into your planner and
take it!  I listen to talk radio each day on my way to
pick up the kids from school.  There are so many calls
that deal with this exact issue.  People who are givers
have trouble taking time for themselves.  Find a way.
It’s imperative that you do!

6. Housework (general housework can come last
such as cleaning underneath the refrigerator,
bathrooms, trash – unless it’s overflowing,
vacuuming, dusting, and more things like these)

7. If you have children and they want to play more
than one sport, either get into a carpool or say no.
I know it’s hard, but it’s a family lifesaver.

For more information about ADD and ADHD, visit
http://www.chadd.org.  They are a great resource.

©2003 Susie Glennan

Susie Glennan is happily married since 1982, is mom to 3

teenagers, and a Home Maker, Nurturer, Teacher,

Designer, Author and owner of The Busy Woman's Daily

Planner.  She teaches time management seminars, offers

FREE consultations with your first order, and will help you

set up a schedule that's right for YOU.  You can reach

Susie at susie@thebusywoman.com, 800-848-7715, or on

the web at http://www.thebusywoman.com
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Got Kids?

Get the

VC Kids Directory

to advertise

YOUR business.

Call Cheryl at: 805-218-0308

Or

E-Mail: CherylAD@aol.com

Distribution of over 16,000 throughout
Ventura County and more!

Make Your Personality… - Continued from page 2
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with protection, allowing me to tab through and enter
information quickly and easily. Ongoing forms or logs
that will be used in figuring the bills are printed and
filled in by hand until month end. Some of these forms
are available for download in PDF format at
www.thebestva.com/links.html.

Accounts Payable and Receivable.

Billing day… my absolute favorite day of all!

Establishing your billing routine is vital for smooth
operation of your practice. For me, billing day (for
long-term, on going clients) is the last working day of
the month. On this day, I compute the month’s total
per client, generate invoices, and distribute using the
client’s preference. Some clients prefer using Papal
(www.paypal.com) or C2It (www.c2it.com) while
others want the invoice physically mailed, or sent in a
file via email to them. My favorite method is accepting
checks by phone. The checks by phone payment option
is also a service I offer my clients for their clients.
Whatever method of invoice delivery I’m using, billing
day is when this happens. Unless of course, the client
prefers weekly billing, or the invoice is for a completed
project only, not a long-term client.

Don’t forget to add in postage you’ve spent on your
clients, long distance calls, or supplies you’ve used for
your clients. To remember this, I keep the logs I’ve
been maintaining all month, in the tickler file under the
specified month. When I begin my month end
bookkeeping, these logs are pulled out and calculated
into the invoice total. It’s very important to generate
new logs for the coming month. Make this a practice
for billing day as well.

I handle my accounts payable duties by paying bills by
their due dates. I depend heavily on my tickler file into
which these bills are placed by due date. For instance, if
the due date is October 15, I file the bill into the October
8th slot, giving me 7 days before the due date. Then, of
course, paid bills are marked, and then filed.

Being a Virtual Assistant is the most rewarding career
I’ve ever had. I love my commute – three steps – and
I love the freedom of working in my bathrobe.
However, working virtually or remotely can be
frustrating as well. By maintaining accurate and up to
date client records, we can begin to reduce the stress
of running our own business.

Because we work for ourselves, we must be
responsible in our record keeping. This is our Bible.
These records will make or break us if we are ever
audited, and these records are vital to settling client
disputes.

~~~~~~~~~~~~~~

Kathy Ritchie is the Editor of the RSS Herald and owner of

Ritchie Secretarial Service, a successful VA practice since

1996. www.thebestva.com, www.rssherald.com where you

can find her fabulous newsletter.

Persistence

Can you follow through on tasks that you start? Do
you give up easily, when things start to get rough? To
succeed in any small business, you need to have a
"never-say-die" attitude. You must commit to building
your business to a successful level. You have to be in
it for the duration. Remember success is not a
destination. It is an ongoing journey.

A Great Attitude

Are you an upbeat person, or do you find the negative
in everything? Maintaining a positive outlook on life
will help you deal with the ups and downs of running
a small business. Make it your mission to have a great
attitude, always. You will be much more productive
this way, and you might even discover that you are
having a good time.

Don't take this attitude thing lightly. You won't get
what you want with a bad attitude, and your life will
be stressful and unfulfilling.

Achieving Goals Motivates You

Why do you want to run a home-based business? What
do you want in life? What is it going to take to get it?

Strong motivation to succeed in your chosen field
comes from knowing that the results will make all of
your plans and goals in life a reality. Setting and
following through on detailed goals will ultimately give
you what you want. Looking at the "big picture" when
dealing with day-to-day tasks will keep your
motivation high. You will enjoy each day of work on
your business. You will also be able to keep that great
attitude going strong. Do what you have to do, to get
what you want the most. Let "the big picture"
motivate YOU to success.

Have Control Of Your Life And Business

There is no way you are going to build a successful
home-based business if your life is a mess. A business
that is not run in a controlled manner is also doomed
to failure. You must be in control of everything you
do. That means dealing with family or personal
problems in an effective way. Focus will grow your
business, but lack of control will destroy your focus.
Filter business advice received from others with your
own good sense. Take control of your website, and
your customers. Never give control of your life or
business to anyone.

Willing To Learn

Do you enjoy learning something new? Your business
success will depend on your ability to be in a
"constant learning" mode. The top marketers on the
'net admit that they spend a good chunk of cash each
year on courses, eBooks and seminars. This assures
that they will be up on all of the new, innovative
techniques used to market online. If an eBook can
give you one, great, original idea, your investment of

Are YOU Right… - Continued from page 3Time Management for VA’s – Continued from page 5

Are You Right… - Continued on page 9
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The Basic Rule of Organizing Clothing
By Jane Sadowy

Need to get the children to school on time and they
can’t find something to wear?  Let them help you
organize it!  Do you have a time budget to meet and
need to organize your time?

If you use an item a lot, keep it near and accessible,
such as your favorite sweater.

You have 3 places where to relocate the clothes you
do not use often-

      (1) Another Closet

      (2) Dresser Drawer

      (3) Stacking Storage Bin

The first thing you should do is separate all of your
clothes into three categories:

Summer, winter or Spring/Autumn.  Use Name labels
on dressers drawers, closets, as well as on the
Storage Bins. To save space - sort out your seasonal
items and pack them away.  You may add cedar
chips in storage bins to avoid months.  I don’t
recommend mothballs since they may be toxic.

Fold clothes that do not need to be on hangers and put
in bins.  Make bins labels with shirts only or pants only

DISCLAIMER

The Busy Woman's Daily Planner does not personally endorse
any advertisers in this newsletter unless clearly stated. While
we have done business with many of the wonderful women

advertising in this newsletter, we can not be held liable for any
problems you could incur while doing business.

In the off chance you do have a problem, please let us know.

G R E A T  S I T E S  F O R  B U S Y
W O M E N !

The Busy Woman has teamed up online with sites that are
the latest and greatest at helping you save time & money.

www.thebusyfamily.com – Something for every busy
family member. (Under Construction)

www.themouseconnection.com – offers the solutions you
need to conduct business online. They also can help you
organize an online family or class reunion!

www.networkofconnections.com – The connections you
need for a successful on-line business.

www.theexpoconnection.com – is the ultimate online
event place. It’s your virtual expo in the comfort of your
own home.

www.christmasorganizing.com – Helping families have a
less stressful holiday season through Year-Round holiday
organizing.

www.wwwpacks.com – Women working on the web,
promoting one another.

http://glamkitty-beauty.com/ – We do more than re-
vamp your look. We support you, wash after wash!

www.asmallbusinessdirectory.com/ – provides online
shopping at its finest . . . serious, legitimate small
business entrepreneurs who take pleasure in their work,
and pride in providing worthy products and personal
customer service.

PLEASANTRIES
~ Collaged Boxes ~ Journals ~ Wishes ~

Cloth Women with Heart
Our “ Wishes” are an enchanting assortment of
whimsical messages packaged in a glass bottle,

And include a magical wand!

For brochure and sample Wishes, please send $1.00 to:

Sandi Moran
P.O. Box 462

Ankeny, Iowa 50021
http://www.sandimoran.com

Make sure to say that Organizing Round-Up sent you.

The Basic Rule… - Continued on page 9

Label Creations
Personalized Address Labels,

Personalized Checkbook Covers, Hang
Tags for Crafters, Note Cards, Canning
Labels, Candy Wrappers, Recipe Cards,

ID Labels for Kids,….and FREE
Stickers for kids, just for the askings!!!

www.LabelCreations.com
Make sure to tell us that Organizing Round-Up sent you.
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Healthy, Wealthy And Wise
Enjoy the astonishing effects good nutrition can make in your
life with Reliv International’s patented nutritional supplements.
Then discover what true financial freedom is as an
independent Reliv Distributor.
Whether you’re looking to supplement your income, or launch
your own home-based business, Reliv offers one of the most
rewarding compensation plans available among network
marketers.
Call today for complete details about what Reliv can do for
you.

Alan & Laura Edelstein
Independent Reliv Distributors

(847) 546-8416
Tell us you found us in Organizing Round-Up   www.reliv.com

Toll Free: 1-877-569-7565

www.thecountrybean.com

etc.  Put shoes in buckets or organized shoe racks.

Clothing that you might need to give-a-way or toss out:

Clothing that is too big or small [I will never fit into
them again!]

Items to Iron [I don't feel like Ironing so why should I
keep it?]

Gym/athletic wear

Costumes

Miss-Match Socks [I think the washer eat them]

School Uniforms

Sentimental clothing (Sweatshirts, T-shirts and Tank Tops)

Anything that hasn’t been worn twice in a year!

You can use this system with your entire family. Kids
love to be organized when they know how.  Children
will gladly make up name labels and tag the storage
areas for you too.
---------------------

©2002 President Jane Sadowy
http://www.swaphandmedowns.com [A global service
designed to help families give-a-way used clothing or swap
them around with other families online]

Send in YOUR testimonial and receive a FREE gift!

$50 could turn into thousands. Be willing to take what
you've learned and apply and test it in your situation.
Some ideas will work well. Some won't. It's all part of
the never-ending learning and testing process.

You Can Make It Happen

Do you know what separates successful people from
those who are not? They are willing to do what others
won't. These people have a "make it happen" attitude.
This puts them in a position to take risks, and be
reasonably sure that they will reach their goals.
Entrepreneurs like this don't make excuses. They hold
themselves personally accountable for the success of
their business.

In Closing...

If you don't have all of these qualities, don't worry. You
can develop these inside YOU over time, and your
home-based business will have the greatest chance for
success. Don't think that these points are too basic or
trite. That would be a grave mistake. Those who take
these ideas lightly will find that they can't succeed at
any kind of small business. Those people would be more
suited for working at someone else's business. Working
from home is not for everyone. Is it right for you?

---------------------

How do YOU get results online with little or no business
experience? Get Ken Leonard Jr.'s new mini-course, "7
Ways To Beat The Competition", a smart first step for
YOUR small business. End your frustration; get going
in the right direction!
7waystobeattherest@kljonline.com
http://www.kenleonardjr.com

Are YOU Right… – Continued from page 7

The Basic Rule… – Continued from page 8

Thank you for the service you provide to so many of us... I
sure do appreciate it, and use mine daily!

Thanks again!

Karen R.
------------------------

We sent a news clipping showing the support for our troops
overseas. Here’s the response we received:

Just got my order and the news clipping.  I'm glad you sent the
whole thing.  I gave it to our Family Support Group to put on
the bulletin board in hubby's mailroom for all to see that they
are being supported despite the protestor’s sensationlist
headlines.  You've got a customer for life!

Dionne

Testimonials – Continued from page 4
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  P.O. Box 1557
  Thousand Oaks, CA 91360
  www.thebusywoman.com
  800-848-7715

If you enjoy our 8th newsletter, please let us know.

While the main focus of this newsletter is to simplify

your life and make time for what matters most, it

also offers a lot of information that's sure to help you

in one area of your life or another.

We’ve done our best to bring you a Great NEW

website with easy to use search box and secure

online ordering beginning May 1st.  You can log onto

the web site at any time of the day or night to take a

tour of our site, a personality quiz that’s sure to help

you in ordering, read articles or check out what's

new.  You can also email me on your time and get a

response within a day or two. This way there's no

more playing phone tag from East to West.  With a

three-hour time difference, it's sometimes hard to

meet up. The Busy Woman's Daily Planner offers

purses, day planners and other organizing products

found at www.thebusywoman.com

Are you in business? Do you want to be?
We can help you reach your goals by helping you network with other
women through our global community.
We offer:

fi Personal profile page to help you advertise your business to
thousands of our monthly visitors

fi Friendly & Professional support from our members & staff
fi Forums, discussion lists and resources to help you focus your

business
fi Personalized tools and services to build your business
fi Articles by experts to teach you the how-to and where-to's of

business.
fi Business Startup for those who want to work from home.

www .woman s-net .com  Tell us Organizing Round-Up sent you.


