
UNDER CONTROL DIRECT
Organizing News to get you out from under and the products and services to move you ahead

New Year 2002

LETTER FROM THE PUBLISHER

Welcome to 2002. It seems as if we
just celebrated the millenium and yet, so
many world events have taken place
since then. Just in the last few months,
many of us have reevaluated our
priorities. These priorities may include
spending more quality time with loved
ones, clearing up clutter, starting!
stopping a project or home renovation,
learning a new skill, changing a habit.

My priorities included the decision to
bring this newsletter back to you. It
has been 2Y2 years since the last issue of
Under Control Direct. I know that
many of you missed reading it and I
missed writing it. I enjoy sending you
ideas that help you to stay under
control. For those of you who are
receiving it for the first time, I hope
you, too, find it valuable.

I wish health and happiness to you all.

And remember to get Under Control
when it all seems out of control.

Marcia Sloman, Publisher

~ DO YOU KNOW?

The phrase "having too many irons in the fire"
comes from the days before electricity, when
housekeepers heated several irons in the
fireplace at once, so that when one iron cooled
it could be exchanged for a hot one. It was
important not to heat more irons than you
could keep up with, since an overheated iron
would scorch fabric. Do you know other
"time-oriented" phrases (other than this or "the
11th hour")? Let me know and I will print it in
the next issue. The first caller will win a prize.
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Where Do You Keep Your Stuff?
by Marcia Sloman

UNDER

Where do you keep your most important
possessions? Where do you keep your most CON T R 0 L
important papers? Where are the papers that
show your personal and professional identity,
birth, family, education, insurance, work
experience, inventory, business, health,
investments, interests? Where do you keep the
tools that are vitally important to your home,
your work, your life?

Where else? Where they belong, right? Maybe
not. Chances are, you keep this stuff in a place
where it was convenient at the time you first
had it. But wouldn't it be a relief if you knew
where your stuff was? Wouldn't it be a relief
to know that you won't need to scavenge
around, wasting time looking for it when you
need it? How about deciding now to store that
important stuff in a place called a "work
space."

The best place for a work space is where you
are most comfortable working, and where you
have enough space to store your stuff Your
work space must be comfortable or you will
not be motivated to spend time sorting out
which papers or items you should keep and
which you should not. But how do you know
how much space your stuff will take up?
Sizing it up can be tricky. Start with the
assumption that managing a home or business
requires at least one two-drawer vertical filing
cabinet for current papers. If you have lots of
interests or hobbies, double it. If you have
business papers, estimate at least two drawers
for every five years of work files kept. If you
are storing supplies, estimate a drawer or shelf
for each type of item; one shelf for papers, one
shelf for adhesives and glues, one for markers
and writing instruments, etc. Make rough
estimates quickly. It is only a start. As the
shelves and drawers fill in over the years, you
can reevaluate your need.

(continued on the bottom of opposite page)
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~ Thankyous
Thank you again to all of you who
have referred the continuous flow of
new clients to Under Control. I
sincerely appreciate your concern
for others as they get their lives
Under Control. And they do, too.

Imagine your life going smoothly,
making deadlines with ease, finding
those important papers easily and
having the storage you need.

Do you belong to a community or
professional association? Call me at
914-923-1057 to schedule a
presentation on time, priority, goal,
paper, clutter, balance and (home)
office management for your group.

Do you want to send someone
UNDER CONTROL DlREC-r.
Call 1-800-227-5638 ext. 252 for a
free copy on Return Fax in 20
seconds. There is no obligation.

¥ lIm>iration
"If one advances confidently in the
direction of his dreams, and
endeavors to live the life which he
has imagined, he will meet with a
success unexpected in common
hours."

- Henry David Thoreau -

"The riches that are in the heart
cannot be stolen.

- Russian proverb -

Stuff (continued from page 1)

Locate a place to store your bills,
receipts, investment statements and
transitional papers. Some items,
however, may need to be secured.
Stuff that needs to be kept in a fire-
proofed safe can be secured and
hidden away right in your own home
or office. Catalogs such as AIstos
and Frontgate sell fire-proof safes.
Special sizes of fire-proof
containers, such as for diskette
storage, are also available at

specialty vendors. For other types
of storage, local superstores such as
Walmart, and specialty stores such
as The Container Store carry
assorted sizes of containers.

What are some of the important
papers to secure? Professionals
suggest that your lawyer (and
executor) should have a copy of
your will, medical directive, burial
instructions, provisions for pets,
trusts and power of attorney. They
suggest that the following belong in
a safe deposit box: deeds, titles,

marriage license, divorce decree,
birth certificate, home inventory, .
Social Security card, stock
certificates and a list of bank and
brokerage accounts, CDs and credit
cards (with account numbers). At
home, you can keep the following in
a secure, fire retardant safe: your
insurance policies, passport, 7 years
of tax returns and a list of the
contents and location of your safe
deposit box.

Now you can get your stuff organ-
ized and stored it in the right place.
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