Gain Success Through Organization

By DOMENICK RAFTER
Disorganization at home isn't the
only place where a mess will cosi vou
moey, somenimes that costly clurrer
extemtls 1o the oftice, alfecting not
anly vaur ability o da voanr job, but
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alsa vour business' ahiliny @ rive.
A mess is a bad first impression. T
conld be a mrnall io those who wish
tor e business with vou. Sigming a
contract with a client 1s much harder
if they have to navigate throwugh hosxes
ol papers and otfice
supplics st 1o gel
tromn the recepriomn-
ist to vour oflice. A
client may mol st
vour with an imper-
tant job it they decm
vou disorganized.
"Lack ol organiza-
tion conld cost you
clienis” saidd Dawn
Falcome, a
Heighits
stonal organeer and
presicdent of Dawn
Falcone Lifestvles.
Why would soame-
hady irust their in-
vestment ol time
anel/nr maney in
somenne who o
filesin tile o
f= nets oF has cluirer
scattered all over his
of her desk?
Losing husiness
is nod the onlvway a
company conld he
et - they could lie-
erally lose money.
While organiring for
aclient of he
comnrant, shie found

dovens of checks, thought losr,
hadn't been cashed.

"My client cashed ihem aned made
serme money,” she explained,

Another eostly factor ina disorga-
nized office is tme spent finding im-
portant dlocuments or sorting throngh a
mess, which auis dasm on prodectivi.

“Time is money,” Falcone said.
“The more time vou spemd having
emplovees searching for missing
documents. the less productive they
are.”

ven, Falcone said, otfices are
lorced 1o -\.-|1r:ut mancy (o |11'||1g ina
professional consultant to help orga-
nize their oflice space, which, ai a
time when budgets are being
squeered, conld eat up money that
contlidl onherwise be utilized (o expanid
hmsiness or hire a new emplovee.

e of the solutions, Falcone said,
affice supplics that have

1ail

multiple uses, like an all-in-one
printer, copier, fax machine o save
on space anid money. Insiall shelving
alomg any wall space, and make wse of
liling cabinets with liles [olders, Have
a shredder handy it possibile to deal
with unnecessary aned outdated pa-
pers, =0 that they don’t siack up on
dlesks or common spaces,

A commaoi pluhlclll lor ollices s
wires. Althongh modern technology
has moved in the direction ol wire-
less, the entanglement of elephone,
power ani network cables can not
anly e an 1Ig|'..' clittiered mess, bt a
danger. Emplovees could rp over the
wires and susiain serious injury o
even he elecirocnted by traved power
cords. Bundling the cords together in
plastic tmbing, or fie wires, against a
wall i possible, 1o keep them from
smagging and oni of ihe way of toot
trattic, will in sesafery
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