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DECIDE to be Organized®: 
An Empowering Process to Boost Productivity & Change Your Life!

November 18, 2013
ASTD Sacramento Chapter Meeting

Know 
• How being indecisive leads to disorganization
• How to figure out your own unique organizing style
• What you need to do to get started and make progress

Do 
• Create a DECIDE to be Organized Action Plan 
• Use the DECIDE process in every area of your personal and professional life
• Tailor the process to match your own organizing style and habits

Feel 
• Less overwhelmed 
• Empowered to take action
• Confident that you can start deciding to DECIDE 

Roadmap
• How to think differently about our time and productivity.
• Expose misconceptions, assumptions and myths about time management  and productivity that 

may cause mindset shifts.
• Productivity strategies - tips, tricks, and tools.
• Action plan - next steps.

Your Responsibilities:
• Be honest with yourself.
• What do I want from my time and productivity? 
• What is my motivation for wanting to manage my time better and be more productive?
• Be open to challenging yourself and some typical thinking.
• Try out some strategies. Not all will work for everyone, so pay attention to the strategies that 

particularly appeal to you.

How Disorganized Are We? The Sobering Statistics
• Let’s look at the average individual in terms of organization challenges and habits.

• OnlineOrganizing.com reports that the average American loses an hour per day due to 
disorganization.

• Dr. Richard Swenson in Margin reports that the average American will spend one year of his 
or her life searching through desk clutter looking for misplaced objects.

• During the last 25 years, our leisure time has declined by 37% while our workweek has 
increased by a full day.
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• The Wall Street Journal reports that the average executive loses six weeks per year searching 
for missing information in messy desks and files.  That translates into one hour per day per 
person.  

• USA Today reports that Americans collectively waste 9 million hours every day looking for 
misplaced items.

• We only retrieve 20% of what we file; that means that 80% of what we take time to file is 
never looked at again until we throw it out.  This is often called the Pareto Principle, named 
after Sr. Pareto, a 19th century economist from Italy.

• Spending 15 minutes every morning mapping out your day can save up to 6 hours per week.

The Benefits of Being Organized
• Save time
• Save money
• Increase space
• Decrease stress/Improve health
• Improve relationships
• Maintain reputation

Decide to DECIDE™

• Clutter = Delayed Decisions
• The single most significant characteristic that separates organized people from disorganized 

people is decisiveness.  

DECIDE™ to be Organized - 6 Step Process
“There is no more miserable human being than one in whom nothing is habitual than indecision.” 
~ Psychologist William James 
D = Discover what you have and want at home, at work, and in life
E = Eliminate what is unnecessary and does not further your goals
C = Categorize what remains
I = Implement a system designed to match your needs, habits, work and lifestyle
D = Dedicate yourself to maintaining your effective new system and integrating it into your life
E = Enjoy the freedom and positive results that being organized brings

D = Discover what you have and want at home, at work, and in life

Discover – Self Assessment

• What is your purpose or desire for wanting to get better organized?
• What organizing systems are already in place and effectively working that you can use as a 

model?
• Why did things get this way? 
• How can they be fixed?
• What is your disorganization preventing you from having in your home, life, or work?

E = Eliminate what is unnecessary and does not further your goals 

Eliminate – Take Action!
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• What global rules (Meta-Decisions) can you create to help you Eliminate and keep things in 
check? List your “rules” here and try to stick to them!

• What are you ready to Eliminate? List some items and then make a plan to take action on them!

C = Categorize what remains
Categorize – Take Action!

• Are there categories that are unmanageably large?  
• Are there stragglers that are left out of the loop, off by themselves in a category of one?  

I = Implement a system designed to match your needs, habits, 
work and lifestyle

Implement – Take Action!

Learning Styles
Can you learn to be better organized? Yes! Organizing is a skill that can be learned, but it is not 
taught in school.
· Visual people learn best by seeing.
· Auditory people learn best by hearing.
· Kinesthetic people learn best by doing.
· Tactile people learn best by touching.

Brain Types
• Left Brain Dominant Personality

• People who are left-brain dominant tend to be tidy, methodical, punctual, think in linear 
fashion, crave order, are good with numbers, and need closure.

• Thought sequence: Analysis » Action » Feeling
• Right Brain Dominant Personality

• People who are right brain dominant are characteristically creative, use associative thinking, 
and think in metaphors and pictures.

• Thought sequence:  Feeling » Action » Analysis

Developing Organizing Systems
• System must make sense to you.
• System should be simple.
• System should be low maintenance.
• System should build on your strengths.
• System should get the results you want.
• System should be accessible.

D = Dedicate yourself to maintaining your effective new system and integrating it into your life

Dedicate – Take Action!
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• Behavior modification.
• A Meta Decision is a decision made with the intention of impacting or replacing a number of 

future decisions.  Meta decisions are crucial to organizing because they save the mental anguish 
and time involved with making hundreds of individual decisions one by one

• Grab your calendar and schedule in a recurring appointment for home and for work to Dedicate 
yourself to maintaining your organizing systems. Remember, maintaining an organizing system 
should become second nature, like brushing your teeth everyday.  BUT it takes time, so be 
patient.  Example: "File Fridays"

• Examples of Meta Decisions:
• Do not check email the first hour of the day (or check 1 hour in morning, 1 hour after lunch, 

and 1 hour before go home).
• Answer and return calls only certain times of day.
• Turn off computer/smart phone after 8pm.
• Don’t schedule meetings for Mondays and Fridays.
• Don’t be away from home more than 2 nights per week

E = Enjoy the freedom and positive results that being organized brings

Enjoy – Take Action!

• What will be your reward for getting organized? 
• Figure out what it is that you want to Enjoy,  and then get ready  for  new  opportunities and 

experiences to enter your life.

Time Management
 “Dost though love life, then do not squander time, for that’s the stuff life is made of.” ~ Benjamin 
Franklin.
• Time management is an oxymoron. You can’t really manage time, as you have no control over it.  
• You do have control over how you choose to spend your time, and how you choose not to spend it.   
• Having good time management skills means when life throws you a curve ball, you can get back 

on track. 
• Many people wish for greater balance in their lives, but most feel too busy to take the time to 

make real changes.  Balance won't just happen - you have to consciously and deliberately work 
toward it by examining your life, work, and time, and determining what is working and not 
working for you. 

• Trying to change everything immediately just gives you one more urgent thing to do.  Take one 
small step at a time.  Most importantly, keep in mind that balance isn't something you just do.  It 
requires constant readjustment..

• "The significant problems we face cannot be solved at the same level of thinking we were at 
when we created them." ~ Albert Einstein

What makes time so hard to manage? 
• Opportunity overload
• Interruptions
• Spend a lot of time “thinking” about time, but not planning or managing it
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• Hyper speed/pace of life
• E-mail/computers/internet/social media – time bandits!

Self Assessment
• Preparing and planning for the future is the most critical step to time management.  By being 

proactive, you’ll spend less time in reactive mode.
• The best way to assess your time management skills is to focus on what you are doing presently in 

an honest manner.  Each person’s specific time management issues are unique.   
• I spend way too much time on ___________?
• I am never late for ____________________?
• My goals are clear when it comes to _______?
• Meeting deadlines is easiest for me when _______________?
• The things that I easily delegate are ___________________?
• I spend way too much time on ___________?
• I wish I had more time for ______________?
• I procrastinate whenever I have to ________?
• One thing I wish I could do every day is ____________?
• It is hard for me to say no to ____________________?

Time Map
• A Time Map is a snapshot of a typical week in your life, both professionally and personally.  
• Try to pick an average week, not one when you are on vacation, or in the middle of a huge project 

(unless huge projects are typical for your work).

The Container Principle
• Organizing time is the same as organizing physical possessions or space.  
• Your schedule is stuffed with too many things and there is no plan on where it fits.  
• When you need to shove something in, you need to delete something out.  
• A schedule is simply a limited space into which you must fit a certain number of tasks.

More Tasks than Time? Follow the 4 D’s of Time Management 
(Julie Morgenstern, Time Management From the Inside Out)
• Delete Tasks
• Delay Tasks
• Delegate Tasks
• Diminish Tasks 

Time Management Tools
• Keep one Calendar, PDA, or planner to have a place to write all appointments.
• Create a Master Project List and a separate Daily To-Do List.  

• Your Master To Do List can also be called a Project List.  It can be broken down by category 
(committee work, research, reports due, etc.), by deadline, or some other type of system that 
makes sense for you and your work. 

• Add a Time Element to your Tasks.  Plug your to-do’s directly into your calendar so that they 
are scheduled and get the time and attention they need

Lisa Montanaro
www.LisaMontanaro.com
(530) 564-4181

Copyright © 2013 Lisa Montanaro Global Enterprises, LLC

http://www.LisaMontanaro.com
http://www.LisaMontanaro.com


12

• This is the most important time management skill, but is most often overlooked!
• Most people tend to overestimate the time required to complete small tasks and 

underestimate large ones.
• Exercise - Time yourself doing three tasks and see how long they actually take (e.g., checking 

email, writing a blog post, checking social media.). 
• Honor appointments with yourself.

• Usually, we honor appointments with other people on our calendar.
• Figure out what you need to do, how long it will take, and choose a time to do it.
• Start making appointments with yourself, and stick to them.
• Treat yourself with the same respect as any other appointment in your life.

Tech Tools
• Technology is the servant, not the master.
• It can be a great tool to boost productivity, if used smartly.
• In the extreme, technology tools can actually get in the way of our time management and 

productivity.
• Don’t become a slave to technology and let it take over.
• Just because you can be available 24 hours per day, and text while you drive, doesn’t mean you 

should.
• Love the One You're With: 

• If you have a smart phone, “app”, or electronic calendar system of any kind, learn how to use 
it! 

• Many people have all of the gadgets with tons of bells and whistles, but don't know how to use 
them and maximize their power. 

• Read the manuals, watch the tutorials, play the instructional DVDs they come with, and 
harness their productivity power!

• Applications (“Apps”)
• Device

• iPad or other tablet
• Laptop
• Smart phone

• Programs/Applications
• Cloud based calendar – iCal, Outlook, Google, etc
• File sharing/synching – Dropbox, Google Drive
• Capture information – Evernote, memo feature
• Productivity – Asana, Trello, Wrike, ToodleDo, Actionplanr

• Video
• Skype, Google Hangout

• Backup storage
• Mozy, Carbonite, iCloud, Dropbox, Google Drive

• Remote login
• Log Me In, Go to My PC

• Send large files
• You Send It, Share File, Pando

• Financial
• Quickbooks, Quicken, Mint.com, Freshbooks
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• Voice to Text
• Dragon, Jott, Siri Dictation 

• Project Management
• Asana, Zoho, Basecamp, 5pm Web, Control Desktop, Wrike

• Contacts
• Goldmine, ACT, iContact, Outlook, Google

• Scheduling
• Doodle, Time Trade, Google Calendar

• Survey/Information gathering
• Survey Monkey, Google Forms

Study your energy levels
• Are you a morning person?  If so, schedule your most vital work assignments for the morning, if 

possible.
• Use your peak energy times for the most critical tasks.  Make this your “quiet time” when you set 

up a Do Not Disturb environment to focus on the big elephant that needs your attention! 
• Some Days are Better Than Others

• Statistics show that Fridays are the least productive in an office environment as people’s 
minds are already out the door by week’s end. 

• Tuesday is the most productive, followed by Wednesday, Thursday and Monday.
• Monday suffers from an overload of weekend mail and calls from clients and customers, as 

well as reentry shock.

Procrastination - How to Overcome?
• Involve Other People

• Collaborate with co-workers.  Split up a huge project by doing a portion of it and having 
someone else work on another portion, delegate sections, meet for a brainstorming session, 
etc.

• Jump Right In
• Just start the work assignment and see where it takes you.

• Take it Step by Step
• Break the assignment up into small, manageable steps.

• Choose your Starting Point
• Who says you have to start at the beginning?  Many people get stuck on the beginning.  Start 

somewhere else and then come back to the part that has you stuck.
• Race the Clock 

• Set a self-opposed deadline, and milestones to meet along the way.  Come up with your own 
behavior modification system where you design the incentive.

• Tie Yourself Down
• Don’t allow yourself to do something else until you get this project done, or at least meet a 

designated milestone.

Shorten Your Work Day - Reverse Psychology
• Studies show that some busy professionals that are forced to leave work earlier are actually more 

productive throughout the day.
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• According to a recent study in the Journal of Applied Psychology, you may get more done--and 
enjoy your job more--if you pack up and go home on time.

• People who give themselves a chance to recover from the stress of the day and begin the next 
morning well rested are more energetic, enthusiastic and effective than those who stay late.

The Myth of Multi-Tasking
• When we need to accomplish more, we do 2-3 things at once.  But in reality, multi-tasking is 

generally less efficient than focusing on one thing at a time.
• Studies show it impairs productivity – impossible to do 2 tasks at the same time without 

compromising each.  Takes your brain 4 times longer to process than if you focused on each task 
separately.

• David Meyer, Ph.D., a psychology professor at the University of Michigan in Ann Arbor explains 
“It takes time to warm up to a new task, especially if both require the same skills.”

• For example:
• Writing an e-mail and chatting on the phone

• It’s impossible to do both of these tasks well because each requires language skills and 
short-term memory.

• Reading the mail and talking to someone
• If you’re trying to actually read the mail, a conversation becomes difficult because you’re 

tackling two language activities at once: reading and listening.
• Making a shopping list during a business meeting

• Not a good idea if you need to pay attention.  Writing a list is essentially talking to yourself, 
which makes it harder to hear someone else.

• Some people thrive on multi-tasking – if getting it done, fine; but if too many balls in the air, re-
think your strategy.

• Check out my blog post: “Multi-Tasking Decreases Productivity: Fact or Myth?.”

Own Your Interruptions
• The average American is interrupted 73 times per day.
• Grade your interruptions. 
• Screen calls, or set up “call” times of the day.
• Utilize a “do not disturb” sign or set “office hours.” 
• Anticipate urgency, which is the norm in legal practice.
• Defer your response.
• X Marks the Spot.

• Before take an interruption, write down the very next action you were planning to take, how 
long you thought it would take, and whether you can delegate it to someone else. This one 
technique can help you not have to backtrack – can save up to 1 hour per day!

• Check out my blog post “Want to Avoid Getting Sidetracked? Own Your Interruptions”.

Take Action
• Which techniques or mindset shifts do you plan to “try on” to see how they feel and if they work 

for you? When?
• Which technique will you implement first?
• What changes, tools, and support systems do you need to put in place to boost your productivity, 

better manage your time, and make technology your servant?
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Consistency Trumps Commitment
• Feel empowered to take control of your productivity.
• You have everything you need. Trust yourself to implement the changes slowly and incorporate 

them into your life.
• Be confident in your ability to design a productivity system that works for you.
• Get excited to start!
• Start practicing the techniques and mindset shifts and give it time… pun intended!
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About Lisa Montanaro
Purpose ~ Passion ~ Productivity

Often referred to as a  pint-sized power  house, Lisa  Montanaro is living proof 
that good things really  do come in  small packages! A dynamo in high heels, 
Lisa is a  Productivity  Consultant, Success Coach, Business Strategist,  Speaker 
and Author. Drawing upon her experience as a performer, educator, mediator, 
and lawyer,  Lisa founded LM Organizing Solutions, LLC® in 2002, and then 
expanded her brand to Lisa Montanaro Global Enterprises in 2012 to fully 
capture the holistic approach her work takes in improving personal and 
professional development  at all levels. She has helped thousands of people 
live successful and passionate lives, and enjoy  productive and profitable 
businesses and careers.

Lisa is an inaugural Certified Professional Organizer (CPO®), a member of the National
Association of Professional Organizers (NAPO), and the National Speakers Association
(NSA). A sought-after speaker, Lisa has presented professionally  to audiences throughout the 
United States, has been interviewed by television and radio hosts, and is
a frequent presenter and guest expert for  teleclasses and webinars. Her practical programs, 
enthusiasm, humor and energy  inspire participants to take action and implement new techniques 
designed to improve their personal and professional effectiveness. Lisa’s work has been featured in 
the media, and her written content has been widely  published online and in print.  She is the author 
of The Ultimate Life Organizer: An Interactive Guide to a Simpler, Less Stressful & More 
Organized Life, published by Peter Pauper Press.

Always one to live life to the fullest and embrace change, Lisa started a new adventure in
July 2012 when she and her husband, Sean, a veterinarian, and their two very sweet but
spoiled dogs, Dublin  and Jerry, moved 3,000 miles clear across the country! Lisa relocated 
personally, and expanded professionally, from New York to Northern California.

Lisa has successfully  created her  purpose and very  much lives her  passion, and now makes it  her 
mission to help others do the same!

Lisa Montanaro Global Enterprises, LLC
(530) 564-4181
Lisa@LisaMontanaro.com
www.LisaMontanaro.com
@LisaMontanaro (Twitter)
www.Facebook.com/LisaMontanaroBiz (Facebook)
www.Linkedin.com/in/LisaMontanaro (LinkedIn)
www.YouTube.com/LisaMontanaro (You Tube)
www.Pinterest.com/LisaMontanaro (Pinterest)
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Ways to Access Lisa’s Expertise 

Claim Your Free Digital Toolkit      Free 
Claim your free digital toolkit, Achieve Powerhouse Success with Purpose, Passion & Productivity, 
by visiting the link below. The kit includes two content-rich audio programs and an e-book, all 
downloadable from my site. As a bonus, you will be subscribed to the Create Your Purpose, Live 
Your Passion e-newsletter, which offers free tips, articles, and advice on being more productive and 
successful. It gives you access to great content, my calendar of events, and special promotions and 
offers for subscribers only!
http://www.lisamontanaro.com/toolkit

         Lisa's Book: The Ultimate Life Organizer    $20 including tax
Lisa is the author of The Ultimate Life Organizer: An Interactive Guide to a Simpler, Less 
Stressful & More Organized Life, published in 2011 by Peter Pauper Press. You can purchase the 
book on site or on her website.
http://www.lisamontanaro.com/TheUltimateLifeOrganizer/

DECIDE to be Organized® Jump Start Program   $59.99 
 If you want to go deeper with DECIDE, check out this comprehensive program, which includes two 
audio recordings and a 58-page e-book covering the DECIDE process in detail. It allows you to get 
organized and boost your productivity using the DECIDE process in a self-paced manner.
http://www.lisamontanaro.com/store/products/the-decide-to-be-organized-jump-start-program

Comprehensive Online Store       Rates vary
I offer a wide array of online products, including audio programs and teleclass recordings, print 
products, and home study courses. Topics include organizing, record retention, time management, 
goal setting, public speaking, entrepreneurial success, legal issues in running a business, how to 
launch an organizing business, etc.
http://www.lisamontanaro.com/online-store

Productivity Consulting/Success Coaching    Rates vary  
Call or e-mail me for details on my coaching and consulting services. I offer 75 minute Strategy 
Sessions, half-day and full-day VIP Intensives, or Platinum Level Coaching packages where we 
work together for 3, 6 or 12 months. The first step is to set up a meet-and-greet-call to see if we are 
a good match. Productivity Consulting/Success Coaching focuses on changing behavior and taking 
action, and can encompass improving your personal or professional life. Lisa@LisaMontanaro.com  
or (530) 564-4181. 
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