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To my parents,
Bill Schechter and Pauline Jaret Schechter,
with infinite love and appreciation




In all chaos there is a cosmos,
in all disorder a secret order.


—CARL JUNG
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Of course, this is a fable. Nothing in it is true.
Except for the part about you becoming a Chaos Conqueror. . . .





Introduction
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Has getting organized failed you?


Notice I didn’t ask if you’ve failed to get organized. Mark Twain once wrote that success is the ability to go from failure to failure with great enthusiasm. So according to that definition, as long as you keep trying to get organized, you haven’t failed at it. But it may have failed you.


Why? Because chaos does not respect organization. Chaos will happen no matter how tidy you keep your desk and no matter how carefully you organize your files. Chaos can occur as quick as a crash-causing keystroke or as slow as a meaningless meeting. It slips into your day via last-minute cancellations, forgotten deadlines, and unreturned phone calls. To paraphrase a famous saying, “Chaos is what happens when you’re making other plans.”


Think about all the times you’ve tried to get more organized. Perhaps you read a book that gave you tips such as “handle each piece of paper only once” and “a place for everything and everything in its place.” Maybe you attended a seminar on time management, or listened to a tape that told you how to set up a new filing system.


But does any of this traditional organizing wisdom help you when your boss habitually dumps “due yesterday” projects on your desk? Or your coworkers keep borrowing materials they forget to return? Or your assistant can’t find the file you gave him or her this morning? Or your most important client repeatedly reschedules appointments at the last minute?


Getting organized probably isn’t enough to save you from these and other types of chaos—because it addresses only one of three possible chaos conduits.
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Chaos Clarification


Chaos means different things to different people. So right now, let’s avoid confusion by getting clear about what chaos means in this book. Chaos is a disruptive consequence of people’s disorganized and/or inconsiderate actions or inactions. It is not used here merely as a synonym for clutter, change, or commotion.
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Putting Chaos in Context


In your workplace, chaos usually comes from at least one of the following sources:


1. The chaos you create for yourself.


2. The chaos you create for others (which can boomerang back to you).


3. The chaos others create for you.


Getting organized only addresses the first, and possibly the second, sources of chaos—but not the third. That’s why this book is unique. It will show you how to manage all types of workplace chaos, no matter what—or who—is the source: your boss, your coworkers, your assistant, your clients . . . or yourself.


You are about to discover how you can transform yourself from a Chaos Creator (or the victim of Chaos Creators) into a Chaos Conqueror. A Chaos Conqueror is someone who goes beyond being well-organized—because in today’s workplace, organized just isn’t enough. You need to know how to dismantle chaos bombs before they explode, instead of just cleaning up the mess afterward.


The process of becoming a Chaos Conqueror involves learning how to recognize the roots of chaos as well as how to identify recurring chaos patterns. This will enable you to anticipate chaos so you can avoid it, minimize its impact, counteract it, or work with it.




Chaos Creators and Chaos Conquerors


Conquering Chaos at Work is basically about two kinds of people: those who often cause chaos—Chaos Creators; and those who consistently counteract it—Chaos Conquerors.


Chaos Creators usually create chaos through reactive behavior and lack of planning. Chaos Conquerors conquer chaos proactively by anticipating it, identifying its sources, and strategizing.


This book will teach you how to identify and understand the first group and how to join the ranks of the second.





How can you learn to do this—especially if you’re still struggling with your own disorganization?


I’m going to teach you how.


Out of Chaos Comes . . . This Book


Since 1986, when I founded The Miracle Worker Organizing Service in San Diego, California, I’ve helped hundreds of people and businesses get organized. Working hands-on with clients who are immersed in varying degrees of chaos, I’ve discovered the most effective ways of developing and enhancing a person’s latent organizational skills.


Over the years, as I spoke to thousands more via seminars and workshops, I began to notice a pattern. More and more people were asking (sometimes begging!) for advice on how to handle the chaos created by someone else’s disorganization, not just their own. Bosses were complaining about their disorganized assistants, assistants moaned about their chaos-causing bosses, coworkers blamed their colleagues for ongoing mess-ups, business owners griped about disorderly employees, consultants told tales of chaotic clients—and eventually, this book was born.


The trade secrets in this book are real-life solutions, tried and tested techniques and tools from my years as an organizing consultant. The anecdotes and case histories are true; the names and certain details have been changed, however, to protect the organizationally impaired.



Which Kind of Person Are You?



Some people are born with the organizing gene. As youngsters, they keep their toys and games in order without needing to be nagged. In school, their notebooks never have dog-eared pages sticking out in every direction, and you can always count on them to actually have a copy of the class syllabus that the teacher handed out on the first day of school. Once in the workforce, these people consistently make deadlines, keep appointments, and honor commitments.


For others, though, being organized doesn’t come naturally. Instead, they have to really work at it. In childhood, they are the ones who clean up their rooms only after parental prodding; in school, they may have to struggle to get their assignments turned in on time. But they still manage to muddle through. When they hit the workplace, they learn how to do the best they can, making ongoing efforts to stay on top of their workloads.


Then there’s a third group: the people who turn their disorganization into almost an art form. As kids, their rooms may be such disasters that their parents don’t even bother to nag them anymore. In school, they routinely lose their homework, often turn in projects that may appear fine but are actually incomplete, and invariably manage to come up with excuses for not getting things done (such as the classic “my dog ate it”). By the time they enter the workforce, these folks have developed habits that create chaos not only for themselves but for practically anyone with whom they interact. I call them Chaos Creators.
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Gifts and Gaps


We all have gifts and we all have gaps. If you weren’t born with the gift of organization, you probably have other gifts (or at least abilities). But your talents may be unrecognized or undervalued if they are continually overshadowed by your chaos-causing gaps.
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What is a Chaos Creator?



A Chaos Creator isn’t just someone who continually misplaces files, usually runs late, or regularly forgets things. Those are just symptoms of disorganization. And being disorganized does not alone create chaos for oneself or others. If a disorganized person usually manages to respect other people’s schedules and fulfill commitments, he or she is not a Chaos Creator. Chaos Creators bring disorganization to a whole new level. They’re so disorganized that they waste not only their own time and energy, but also that of everyone around them.


There are two defining traits all Chaos Creators share:


1. They create chaos both for others and for themselves.


2. They almost never accept responsibility for the chaos they cause.




You Can’t Escape Them


Whatever your job, career, or position, there’s no escaping Chaos Creators—they’re everywhere. You may see a reflection of yourself or your colleagues in one or more of these roles:


Captain Chaos: A basket-case boss


Chaos cadet: An overwhelmed secretary or assistant


Chaos colleagues: Harried coworkers or partners


Chaos colony: Disorganized employees or subordinates


Chaos clientele: Crazy-making clients or customers


In the chapters that follow, you’ll find real-life descriptions of Chaos Creators in each of these roles, along with actual chaos-conquering strategies that were utilized successfully.





Oh, sure, some may claim—loudly and often—that they want to be more organized. But deep down—and often aloud, too—Chaos Creators feel that others are to blame. One of the key reasons they keep causing chaos is that they are completely blind to the connection between their chaotic behavior and the chaos that follows them everywhere. Of course, it’s always easier to point the finger of blame toward others instead of toward yourself.


The Art of Creating Chaos


Maybe you suspect you’re a Chaos Creator because your extreme disorganization continually causes problems for yourself and others. Or perhaps you really aren’t a Chaos Creator but in fact have been the victim of one. Either way, this much is true: No matter what your (or their) vocation, location, or level of education is, Chaos Creators always have the same effect—causing chaos and confusion for themselves and almost anyone they work with, in all types of situations.


Chaos Creators accomplish this specifically by:


[image: images] Not returning phone calls (ever, sometimes, or only eventually)


[image: images] Not answering correspondence (ever, sometimes, or only eventually)


[image: images] Being unreliable—not following through on duties or obligations


[image: images] Blowing deadlines—their own and therefore others’


[image: images] Losing paperwork (especially documents that affect others)


[image: images] Borrowing things and not returning them


[image: images] Repeatedly rescheduling dates or times of appointments


[image: images] Not showing up for scheduled appointments or meetings


[image: images] Showing up unprepared for meetings or appointments


[image: images] Running late—and making others late as a result


This structure of chaos is built on an underlying foundation that is so flawed it allows commitments, deadlines, promises, and obligations to consistently slip through the cracks . . . and onto someone’s head. Perhaps yours?



Consistent Chaos Is Key



Hey, we all mess up once in a while, right? None of us is always on time. And who among us hasn’t missed a deadline or a meeting? Does that make us all Chaos Creators?


In a word, no. It’s true that even the most organized people suffer temporary lapses. To paraphrase a popular expression, “Chaos happens.” Such bouts can be triggered by a variety of major stressors, including personal crises (such as health problems, death of a loved one, divorce) and lifestyle disruptions (e.g., a move, a new baby, downsizing).
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Chaos Magnets


Some people apparently have the uncanny ability to attract chaos without actually creating it themselves—or so they claim. They get a great new job only to discover that the boss who started out as Mr. Wonderful is actually a chaos-creating fiend; or their initially helpful cubicle mates have turned out to be demons of disorder. They start their own business only to be plagued by cancellation-prone clients, unreliable vendors, or dishonest employees. No matter where they go or what they do, chaos seems to follow.


Bad karma? (East Coast translation: “bad luck.”) Perhaps. But more likely, the root of the problem is bad choices and/or a bad attitude. If you’ve become a chaos magnet, I recommend that you take a good hard look at your past choices to see if you can discern a pattern. (You may need to get some outside help for this.) As for your attitude, we’ll be covering that in Chapter 8. In the meantime, for instant attitude improvement, resolve to stop telling everyone about your chaos horror stories. (Unless you’re paying them to listen—or they’re paying you to talk.) It’s time for you to move on.
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But if people are embarrassed by their slipups, take responsibility for the chaos they cause, don’t try to blame others, are willing to accept help, and make sincere efforts to return to their formerly organized selves, they are not Chaos Creators.


The key here is consistency of behavior. True Chaos Creators cause chaos routinely, not rarely. What’s more, they almost never hold themselves accountable for the havoc they wreak, preferring to blame their chaos on coworkers, computers, companies, their own creativity—whatever or whomever is most convenient.




How to Use This Book


Conquering Chaos at Work is not a “tips” book—it is a step-by-step strategizing manual. Although it does include a number of tips that I have found to be effective for many people, it is not a compendium of bite-sized axioms or Band-Aid-style platitudes. The book is organized into three sections:


Part I, “Classifying Chaos,” features a unique self-assessment tool, the Chaos Questionnaire. Take it, and find out the truth about both your own potentially chaos-causing habits and those of virtually anyone with whom you work. You’ll also discover how to identify exactly which types of chaos are consistently disrupting your work flow. Classifying chaos is a key step—you must be able to recognize the enemy in order to conquer it.


Part II, “Controlling Chaos,” describes specific tactics, techniques, and tools to help you cope with the five key Chaos Categories—time, memory, communication, information, and projects.


Part III, “Conquering Chaos,” takes you beyond organizing and shows you how to become a Chaos Conqueror by strategizing. It includes use-it-now forms and real-life case histories that offer both immediate and long-term solutions to help you deal with anyone who creates chaos for you at work.






Don’t Be a Victim of Chaos



How you deal with your own chaos-creating tendencies and how you interact with the Chaos Creators around you will affect your steps up or down the ladder of success. Unless you know how to counteract chaos (yours and others’) and cope with those who create it, you’re destined to become a victim of chaos. So these are your options: You can let chaos-inducing traits derail your career, disrupt your life, and destroy your sanity. Or you can become a Chaos Conqueror and eliminate (or at least reduce) chaos—and live happily ever after. The choice is yours.


Through the years, I’ve learned that I can’t overemphasize the importance of maintaining a sense of humor when working with Chaos Creators—but I’ll try.


So choose to chuckle, inwardly if necessary, at the pitfalls and occasional pratfalls you’re destined to encounter in the workplace (such as tripping over a coworker’s carelessly placed briefcase and spilling coffee in his lap). And remember . . . humor empowers you to look past the problems of the present so you can obsess about the annoyances of the future.





How to Talk Like a Chaos Conqueror
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Before you can walk the walk, you’ve got to know how to talk the talk. Here are some Chaos Conqueror terms to get you started.






	Chaos Categories:


	Time-related, memory-related, communication-related, information-related, project-related.







	Chaos Conqueror:


	One who consistently counteracts chaos by using the strategies described in this book.







	Chaos Creator:


	One who consistently creates chaos.







	Chaos Log:


	Record-keeping tool used for tracking chaos sources and frequency. (See Chapter 8.)







	Chaos Trait Types:


	[image: images] The Bureaucratic Chaos Creator (BCC) exacerbates chaos by passing the buck after wrapping it in red tape.







	 


	[image: images] The Creative Chaos Creator (CCC) creates chaos by losing the buck and using the red tape to make paperweights.







	 


	[image: images] The Deceptive Chaos Creator (DCC) camouflages chaos by hiding both the red tape and the buck in a drawer somewhere.







	 


	[image: images] The Oblivious Chaos Creator (OCC) doesn’t notice any chaos even while sitting in the midst of piles of red tape (and denies having seen the buck as well).







	Clutter-Mutter:


	Involuntary mantra (“Where is it? Where is it?”) mumbled by victims of Treasure Hunt Syndrome. (See Chapter 4.)







	Deadline Deadbeat:


	One who consistently misses deadlines. (See Chapter 7.)







	File-o-phobe:


	One who consistently demonstrates a fear of filing. (See Chapter 6.)







	Gap-Time:


	Time scheduled to accommodate foreseeable delays. (See Chapter 3.)







	Mess Maven:


	One who is well-organized yet messy. Mess Mavens function well amidst their own clutter and apparent disorder. (See Chapters 2 and 8.)







	Overwhelm:


	A condition that causes temporary paralysis of the decision-making muscles. (See Chapter 4.)







	Paper hangover:


	Temporary condition caused by overexposure to paper and overstrained decision-making muscles. Symptoms include glazed eyes, impaired focus, and an inability to make rational decisions. (See Chapter 6.)







	Paperosis misplacea:


	Highly contagious condition evidenced by the visible manifestation of information-related chaos, aka piles and piles of paper. (See Chapter 6.)







	Phone-o-holic:


	One who continually spends excessive or unnecessary time on the telephone. (See Chapter 5.)







	Phone-o-phobe:


	One who consistently avoids making or returning telephone calls. (See Chapter 5.)







	Pile pilot:


	One who navigates piles of paper. (See Chapter 6.)







	Redundant file syndrome (RFS):


	Recurring tendency to set up duplicate, redundant, or excess files with different file names. (See Chapter 6.)







	Sidetracking:


	Condition caused by lack of focus. (See Chapters 3 and 6.)







	SOP:


	Stereotype of the Organized Person. (See Chapters 2 and 9.)







	Subscribitis:


	Condition caused by subscribing to more publications than can be read in a lifetime. (See Chapter 6.)







	Treasure Hunt Syndrome:


	Recurring tendency to hunt frantically for misplaced items. Victims of Treasure Hunt Syndrome become subconsciously dependent on the euphoric rush they experience upon finding lost things during their hunting expeditions. (See Chapters 1, 3, and 4.)







	V & V:


	Verbalizing and vocalizing, a memory management tactic. (See Chapter 4.)







	White space:


	Calendar space left deliberately unfilled to accommodate unforeseen delays and emergencies. (See Chapter 3.)











PART I
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Classifying
Chaos


CHAPTER 1
Are You a Chaos Creator or a Victim of One?


What You Need to Know About Chaos and Those Who Cause It


CHAPTER 2
Chaos Conquerors, Organized People, and Mess Mavens:


The Truth About Being Organized





OVERVIEW



[image: images] What is chaos, who causes it, and why?


[image: images] What does it really mean to be disorganized?


[image: images] What does it really mean to be organized?


[image: images] Is “Chaos Creator” just a new way of saying “slob”?


[image: images] What’s the difference between an organized person and a Chaos Conqueror?


As you discover the answers to these and other questions in the two chapters that follow, you’ll be exposed to a different way of thinking about the process and purpose of being organized. You’ll also gain a clearer understanding of what it means to be disorganized. These insights will allow you to cope more effectively in your workplace, no matter how chaotic it is right now.


The Chaos Questionnaire in Chapter 1 will help you figure out to what degree you create chaos, which type of Chaos Creator you may be, and who or what are your prime chaos culprits. This chapter also offers insights into what chaos really is—and what it isn’t. Expect to be surprised and inspired.


In Chapter 2, you’ll discover why being organized doesn’t necessarily mean having a perpetually tidy work space and a strictly structured routine. You’ll see which traits and habits the truly organized possess, learn the key differences between organized people and Chaos Conquerors, and find out what it means to be a Mess Maven. Expect to be enlightened and motivated.
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Are You a Chaos Creator or a Victim of One?


WHAT YOU NEED TO KNOW ABOUT CHAOS AND THOSE WHO CAUSE IT


Chaos is a name for any order that
produces confusion in our minds.


—GEORGE SANTAYANA


Overall, Gerri was an okay boss. Bill, her overworked assistant, appreciated how good she was about sharing credit and giving praise. On the other hand, Gerri was also good at creating chaos and placing blame—usually on him.


Bill tried hard to keep things running smoothly. But the situation finally boiled over after one particularly chaotic week in which Gerri . . .


[image: images] Accused Bill of misplacing an important file—which he eventually located beneath a pile of papers under her desk


[image: images] Told several callers she hadn’t received phone messages they had left, implying that Bill didn’t pass the information on to her


[image: images] Showed up an hour late to pick up a business associate at the airport, again blaming Bill by claiming he had told her the wrong arrival time.
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What Is Chaos?


When I refer to chaos, I’m not necessarily talking about clutter, Clutter isn’t chaos—it’s merely a visible manifestation of perceived chaos. It’s possible to have chaos without clutter, and clutter without chaos, as you’ll see in the coming chapters. Chaos is more complicated than just clutter.


In the workplace, chaos is created when people regularly:


[image: images] Circumvent systems and procedures, thereby disrupting workflow


[image: images] Neglect correspondence and phone messages, both their own and that of others


[image: images] Show up unprepared for meetings and appointments


[image: images] Expect others to cover for them when they let things slide


[image: images] Forget important details, then “delegate” blame for any resulting problems


[image: images] Stretch deadlines-and everyone’s patience-to the breaking point


[image: images] Spend more time looking for things than accomplishing them


[image: images] Clog desks (or entire offices) with paper


[image: images] Disclaim responsibility for the chaos and confusion they cause
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Bill was so upset he threatened to quit. Gerri finally acknowledged she had a problem, and promised to meet with Bill first thing Monday morning. Over the weekend Bill relaxed a little, feeling certain that things would get better. But his relief was short-lived. Gerri never showed up for their meeting.


Forgetful? Yes. Disorganized? Certainly. Malicious? No. Gerri was a classic Chaos Creator, and Bill was simply one of her victims.



Get a Grip—Not a Gripe



What if Gerri had shown up for her meeting with Bill? Would their discussion really have accomplished anything? Probably not, because Bill had no real plan in mind. Grievances galore, yes; but ideas for solutions? None.


Bill’s lack of planning is typical. When it comes to conquering chaos—whether self-created or caused by others—most people tend to do at least one of two things: gripe and shop. Between complaining about chaos problems and shopping for organizing gadgets, it’s easy to stay busy without actually fixing anything.


Of course, griping and/or buying stuff seems much more fun than planning an effective course of action, especially if you’re unaccustomed to strategizing. So go ahead—gripe and shop to your heart’s content. But when you’re finally ready to stop wallowing in chaos and start moving forward, here’s how to proceed.


Ready, Set . . . Focus


The first step is to accurately assess your current chaos condition. This will enable you to focus on the best strategies for solutions. The Chaos Questionnaire that follows is an assessment tool designed to help you complete this first step.


Note to clever and impatient readers: If you’re the kind of person who finds questionnaires a chore and a bore, I totally empathize. For me these quiz-type things are usually frustrating time wasters—the questions often bear little relation to reality, the answer options tend to include absolutes such as “Always” and “Never” (which always never apply to my life, anyway), and the scoring invariably contains putdowns disguised as feeble attempts at humor (apparently intended to make you feel silly no matter how well you did). So when I created the Chaos Questionnaire, I made sure to leave out all those things that annoy me about questionnaires!


Instead, I designed it to serve two purposes:


1. As an assessment tool—to help you discover useful insights about yourself and the people with whom you work; and


2. As a time-saving tool—to show you which parts of this book to focus on first for your specific needs.


In about 10 minutes (the time it takes to complete the questionnaire), you’ll not only have new insight, you’ll also have an effective, customized “skimming strategy” for reading this book. Your assessment will show you specifically which chapters you need most. (Ideally, I hope you’ll read every word from cover to cover; realistically, however, I know you may hop, flip, and skim around these pages. So you may as well skim strategically!)
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Habits vs. Traits


What’s the difference between chaos-causing habits and traits? Habits are specific recurring actions or inactions; traits dictate the manner or style in which the habits are perpetuated. For example, Gerri has a habit of forgetting—she forgets where she puts things; she forgets what people tell her. However, like all good Chaos Creators, Gerri’s natural inclination (trait) is to deny responsibility for the chaos caused by her forgetfulness. Because of her particular chaos trait type (one of four identifiable types that differ subtly yet significantly), the way in which she absolves her-self of responsibility is to blame someone else—namely, Bill


There’s another key difference between traits and habits: traits are inborn and tend to be immutable; habits are acquired and, therefore, potentially changeable. These distinctions will be worth remembering when you are planning your future chaos-conquering strategies.


Being able to classify your own chaos-causing habits as well as those of others can help you prevent, or at least minimize, chaos. Chaos traits, however, tend to be extremely difficult to recognize in yourself; it is easier (not to mention more fun) to spot them in your coworkers. Identifying their chaos trait types will ultimately enable you to anticipate how—and even when—chaos may occur.
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How the Chaos Questionnaire Works



The questionnaire has two sections. The first section is about you: it’s designed to reveal to what degree you may be causing chaos and which specific kinds of chaos-causing habits you need help with.


The second section is about the people with whom you work: its purpose is to identify specifically who is causing chaos for you, their chaos-causing habits, and their chaos trait types.


The Chaos Questionnaire will help you honestly identify three crucial chaos factors in your workplace:


[image: images] Chaos categories: What kinds do you need the most help with?


[image: images] Chaos channels: Who, specifically, is causing the most chaos?


[image: images] Chaos creators: Which types are you dealing with?


Completing the Chaos Questionnaire is your first step toward becoming a Chaos Conqueror. Here’s how to get the most value from taking it.


1. Arrange to spend an uninterrupted block of time (a minimum of 10 minutes) filling in the blanks and assessing your responses.


2. Be as honest as you can. You may want to ask someone you trust for feedback on some of your responses.


3. Disregard any items that do not apply.


4. Avoid skipping ahead to the Scoring and Evaluation sections; doing so may cause you to unconsciously “cheat” by adjusting your responses.






	The Chaos Questionnaire







	PART I: ARE YOU CREATING CHAOS FOR
YOURSELF OR OTHERS?







	For each of the following queries, check either;







	F (Frequently, e.g., 4–5 out of 5 times)







	S (Sometimes, eg., 2–3 out of 5 times)







	B (Rarely, e.g., less than 2 out of 5 times)







	Note: Leave blank any that do not apply to you.







	 


	F


	S


	B







	1. Do you arrive 10 minutes late or more for work, appointments, and/or meetings?


	 


	 


	 







	2. Do you break or cancel appointments at the last minute?


	 


	 


	 







	3. Have colleagues remarked about your lack of punctuality?


	 


	 


	 







	4. Do you underestimate how much time you need to allocate for routine tasks and activities?


	 


	 


	 







	5. Do you lose track of time (talking on the phone, doing paperwork, e-mailing)?


	 


	 


	 







	6. Do you forget to return “borrowed” items (staplers, books, files, etc.) or fail to put them back where they belong?


	 


	 


	 







	7. Do you neglect to write down dates, assignments, and tasks, either those you give yourself or those others give you?


	 


	 


	 







	8. Do you have trouble completing projects because you’ve forgotten key details?


	 


	 


	 







	9. Do you need to be reminded regularly of recurring obligations and tasks?


	 


	 


	 







	10. Do you forget where you put things (keys, pager, supplies) and/or forget frequently used names, phone numbers, passwords, etc.?


	 


	 


	 







	11. At day’s end, do you find yourself with a pile of unreturned phone messages?


	 


	 


	 







	12. Do people need to call at least twice before you return their calls?


	 


	 


	 







	13. Do you inadvertently neglect, or delay, answering correspondence (paper or e-mail)?


	 


	 


	 







	14. Do you inadvertently neglect, or delay, sending requested or promised information?


	 


	 


	 







	15. When you make requests or give assignments, do people misunderstand your instructions?


	 


	 


	 







	16. Do you tend to avoid reading and/or have to reread materials in order to comprehend them?


	 


	 


	 







	17. Do you misplace or lose paper and/or electronic information (notes, computer files, disks, etc.)?


	 


	 


	 







	18. Is it difficult for you to accurately process information (fill out forms, write reports, input data)?


	 


	 


	 







	19. Do you have trouble making decisions?


	 


	 


	 







	20. Do piles of unread or unsorted paper accumulate anywhere in your work space?


	 


	 


	 







	21. Do you put off planning or mapping out projects?


	 


	 


	 







	22. After starting a project, do you get sidetracked (for one reason or another) before its completion?


	 


	 


	 







	23. Do you miss deadlines—your own and others’?


	 


	 


	 







	24. Once a project is mapped out and assigned to you, do you put off getting started?


	 


	 


	 







	25. If you delegate a task that requires monitoring, do you neglect following up on its progress?


	 


	 


	 







	 


	 


	 


	 










SCORING FOR PART I


Tally your score by assigning the following numerical equivalent to each answer. Note: If you left any questions unanswered because they did not apply, you may need to average your score accordingly.


F = 5 points S = 3 points R = 1 point


Score: ________






	[image: images] If it’s 75-125 . . .


	You are creating chaos consistently.







	[image: images] If it’s 50-75 . . .


	You are causing chaos intermittently.







	[image: images] If it’s 25-50 . . .


	You do not seem to be a major source of chaos.
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Chaos Cure Shortcut


If you’re in a hurry to get help, here’s a shortcut. Check out the chapters relating to your specific chaos-causing habits. The questions in Part I are grouped into five key areas; if your score is high (15-25) in at least one of these areas, it is likely that you’re creating chaos for yourself or others. So . . .


[image: images] A high score in questions 1-5 = You need help with time management; see Chapter 3.


[image: images] A high score in questions 6-10 = You need help with memory management; see Chapter 4.


[image: images] A high score in questions 11-15 = You need help with communication management; see Chapter 5.


[image: images] A high score in questions 16-20 = You need help with information management; see Chapter 6.


[image: images] A high score in questions 21-25 = You need help with project management; see Chapter 7.
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The Chaos Questionnaire


PART II: IDENTIFYING AND CATEGORIZING YOUR CHAOS CREATORS


Fill in the names or initials of any people in your workplace who come to mind as you read each of the situations and accompanying completion phrases described below. Feel free to fill in the name/initials anywhere it is applicable (even in more than one lettered blank per situation). Note: Some of the situations may not apply; likewise, not all of the completion phrases will describe your specific experiences. Leave blank any that do not apply to you.





Example:


Here’s how Bill might respond to Situation 4.


4. When this person borrows items (files, supplies, etc.) and forgets to return them, he/she . . .
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