
Get Organized!
Cleaning out a closet or organizing a home office can be a 
daunting project. Where do you begin? Here are some simple 
rules to get you started on the path to less clutter and more 
space. Having more breathing space in your home will save 
time and energy (no more searching for lost keys!) and 
reduce stress.

“What Is My Ultimate Goal?” 

An organized garage? Easier access to canned goods in the 
pantry? An uncluttered workspace? An end to frantic 
mornings? Whatever your goal, keep it in mind at all times. 
A vision of the end product will inspire you. Cut out a 
magazine picture of a clean office desk, or a well-organized 
closet. Sit or stand in various vantage points in the area you 
want to reorganize so you can see its possibilities from 
different perspectives.

Estimate Your Time

If you think a project is going to take an hour, most likely it 
will take longer, because these thingsjust do! Whatever 
amount of time you have to give to this project, make sure 
the last 15 to 30 minutes are for clean up. There’s nothing 
worse than ending up with a  bigger mess then when you 
started. For example, don’t pull everything out of a closet at
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one time. You can always close the door to a messy closet, 
but if everything is all over the floor, you’ll feel worse than 
when you began the project.

Let the Project Fit the Time

Don’t start a big project if you have to leave for an 
appointment in an hour. If time is limited, use it to get ready 
to start your project. Think it through and plan in advance. 
When you are ready to tackle the project, it’ll be ready for you. 
Prioritize! If visitors arecoming that day, it doesn’t matter if 
the basement is a mess, but if they can’t get past the piles of 
newspapers to get to the bathroom, that’s what youshould 
work on. 

Have the Right Tools

Cleaning out a closet? Buy a box of 13-gallon garbage bags, 
masking tape, and a marker. Label the bags: GIVE AWAY, 
GARBAGE, ATTIC, DECIDE LATER. When organizing an office, 
store-bought storage boxes, or old shoe boxes, will keep 
various categories of paper separated. Labels such as 
CATALOGUES, BILLS, LETTERS TO ANSWER, TRASH will keep 
everything clear. Put photos in a box but don’t get sidetracked 
putting them in a scrapbook now!
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Got Anxiety?
Everybody knows what it's like to feel anxious--the butterflies 
in your stomach before a first date, the tension you feel when 
your boss is angry, the way your heart pounds if you're in 
danger. Anxiety rouses you to action. It gears you up to face a 
threatening situation. It makes you study harder for that exam, 
and keeps you on your toes when you're making a speech. In 
general, it helps you cope. 

Here are some tips from the American Academy of Family 
Physicians on relaxing and coping with anxiety: 

-  Control your worry. Pick a place and time to do your 
   worrying. Make it the same time and same place every day. 
   Spend 30 minutes thinking about your concerns and what 
   you can do about them. Try not to dwell on what "might" 
   happen. Focus more on what's really happening.

-  Learn ways to help you relax. These may include muscle 
   relaxation, yoga, biofeedback, and deep breathing. Muscle 
   relaxation is easy. Start by choosing a muscle and holding it 
   tight for a few seconds. Then relax the muscle. Do this with 
   all of your muscles. Try starting with your feet and working 
   your way up your body.

-  Confront the things that have made you anxious in the past. 
   Start by just picturing yourself confronting these things. 
   After you begin to feel more comfortable envisioning that, 
   you can begin to actually face them. 

-  Exercise regularly. People who have anxiety often quit 
   exercising, but exercise can give you a sense of well-being 
   and help decrease your stress.

-  Get plenty of sleep. Don't rely on alcohol or drugs. It may 
   seem that alcohol or drugs relax you, but in the long run, 
   they worsen anxiety and depression.

-  Avoid caffeine, a stimulant found in coffee, tea, soft drinks, 
   and chocolate. Caffeine may increase your sense of anxiety. 
   Also avoid over-the-counter diet pills and supplements that 
   contain ephedra (Ma huang) and other stimulants.

-  If you are still feeling crippling anxiety, discuss your feelings 
   with your physician. He or she may prescribe medicine to 
   help reduce anxiety while you learn new ways to respond to 
   the things that cause it.

-  Counseling and supports can help you learn to express 
   your needs and cope with your feelings and to bolster your 
   sense of security.

Remember that although feelings of anxiety are scary, they 
won't hurt you. The most important thing is to take action. 
Any action you take will help, because it will give you a sense 
of control over your anxiety.

If you or someone you know may suffer from feelings of 
anxiety, call your EAP for further information and counseling.
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