SEIf-OrganiZGtion Skill—to keep things

organized, have a clean working area. You can’t be successful if

you are messy and disorganized. For every minute spend in
organizing, an hour is earned. If you have a place for everything,
and everything in its place, you will not get mixed up and wasting

your time looking for these things.

The starting point in being organized is going
through and getting rid of things that are taking up
unnecessary space in your work area.

You must decide what to throw and what to stay,
when to attend to routines and when to stick to
work schedules, how to plan the workflows and

how to flow with the plans.

Simply being organized, you can increase your personal productivity, better manage your
projects, and improve your memory and retention skills. You have to change your current
habits in order to stay organized all the time; having to learn how to prioritize your time
schedule for daily tasks, determine ways for storing information and supplies, learn to
organize personal workspace and to resist procrastination.

Nobody plans to fail, but most failed to plan. Planning needs good self-organizational skill.
Be organized, stick to the Plans and you are on your way to great successes.

Success doesn’t just happen. It’s planned for. -y anonymous

No business can succeed in any great degree without

being properly Organized. - James Cash Penney
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