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0 matter how many ways
N you cut it, everyone has

exactly the same amount
of time to work with
each day - 86,400 seconds, to be
precise. Into that finite number of
seconds, we allot time for eating,
sleeping, fundamental personal
maintenance  (showering is
always good), time with family
and friends, and of course, your
job consumes a large portion of
that time.

With only 86,400 seconds of
time each day, it's important to
make the best use of it we can,
and most of ustry very hard to do
that. However, sources say that
we could do better!

"White collar workers waste
an average of 45% of their work-
day, not because they aren't
smart, but because they were
never taught orga-
nizing skills to cope with
increasing  workloads  and
demands." Source: The Wall
Street Journal

"Americans waste 9,000,000
hours per day searching for mis-
placed items."

Source: American Demo-

graphics Society

"The average United States
executive wastes six weeks per
year searching for missing infor-
mation in messy desks and
files... this trandates into one
hour per day."

Source: The Wall Street Jour-
nal

"An enterprise employing
1,000 knowledge workers wastes
$48,000 per week, or nearly
$2.5M per year, due to an inabil-
ity to locate and retrieve infor-
mation." Source: IDC Report

Let's be honest... computer
technology hasn't really made
things more streamlined. While
it was hoped that it would elimi-
nate, or at least minimize, the
amount of paper used in busi-
ness, the truth is we have just as
much, if not more. The accumu-
lation of paper each day can be
staggering. Add to that the
mountains of emails, text and
voice messages we receive and
it's easy to see how we could
become disorganized and lose
precious time. So, what can we
do to fix this?

In order to remain competitive,
even highly successful people and
profitable companies need to look
for ways to get more donein less
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A place for everything, and everything in its

Photo by Linda S. Burnett

If your small business could use some organizing to get things running smoothly, Ann Michael Henry is just the per-
son who can help you out. Her business, Mise En Place, literally helps you find a place for everything and puts every-

thing in its place.

time with fewer people. Accord-
ing to Ann Michagl Henry, an
organizing and productivity con-
sultant who operates a business
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caled "Mise En Place" in Victor,
a lot of the success in today's
business environment comes
from having a staff that's highly

organized and focused. Simply
telling people to be more orga
nized, however, won't make it so
unless there is a system in place

that actually supports the organi-
zational process.

"The phrase"mise en place’ lit-
erally trandated means "a place
for everything and everything in
its place," says Ms. Henry, who
began her business out of her
home office three years ago as a
certified GO System Trainer.
"The phraseis used by the French
to describe the prep work they do
before cooking. They carefully
pre-measure al the ingredients
that they're going to use while
cooking into small dishes, mak-
ing the actual process of food
preparation faster and more orga-
nized. When an executive chef is
cooking, the preparation process
changes every day based on the
menu he's preparing, so the
process aso has to be flexible,
and it'sthe sameway at aperson's
job. To betruly organized at what
you do, you have to adjust to
accommodate your job responsi-
bility and life changes. You have
to be flexible, and you have to
have processes in place to accom-
modate that flexibility. That's
where | comein."

Mise En Place offers personal
and professional organizational

Continued on page 2
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services. They can help individu-
als or families develop a system
that works for their lifestyle. For
businesses they create manage-
able organizational systems to
help individuals and teams with
their specific roles and responsi-
bilities within the company. Get-
ting organized doesn't just mean
physically organizing "stuff,” it
also includes tying your life or
work style into a physical envi-
ronment. For example, you can
physically organize your office or
home, but if it isn't organized
according to your individual way
of thinking, living or working,
then that's dl it is- things in their
place. It is how you function with
those things in their place that
makes an organizational system
work for the long-term.

"Habits," Henry says, "is what
it dl boils down to. We al have
gotten so used to doing something
in one particular way that we fail
to see that there's actually a better
and more productive way to do
things. So many people struggle
to stay focused and on track with
their daily projects and 'to do'
lists, using systems that may have
worked twenty or thirty years
ago, but don't work anymore.
Technology has added a whole
new layer of stressand challenges
to becoming organized, and now
people need new tools." Henry's
tool isthe GO System.

"The system is very simple”
Henry says with a smile. "GO
stands for Getting Organized, and
it's a proven, step-by-step process
that can help you become more
focused, organized and produc-
tive. The GO System will help
you find things when you need
them, and more importantly,
helps you stay focused on high
priority activities."

What the GO System addresses
are the six major issues that cause
chaos and disorganization in the

-CORRECTION-

office environment:

1. Handling incoming items -
Paper, voice mails, e-mails, etc.

2. Prioritization Issues - Learn-
ing that not everything is that
important.

3. Rational Use of Time -
Notice that the term "time man-
agement” isn't used! Henry says
that time cannot be "managed”
unless you are

Hermione Granger of Harry
Potter fame.

4. Project Management |ssues

5. Persondlity Issues - Having
the right people in the right jobs

6. Psychological Issues-Weall
come with "history" that subcon-
scioudly relates to our jobs.

Every one of these issues has a
hand in making an office system
disorganized if not addressed.
The GO System not only deals
with each of these issues, but also
can be customized to accommo-
date each individua in the office
environment.

"I don't ever go into a business
with a preconceived notion of
what needs to be done" Henry
says. "Every tool | bring to the
table can be customized to each
individual person and situation.
So there can be ten different peo-
plein a department doing ten dif-
ferent jobs, and how we set up
their work area and processes can
be set up ten different ways using
the exact same tools. You can
accommodate each person's indi-
vidual persondity and still have
the entire system work at maxi-
mum efficiency."

After Henry hasinstalled a sys-
tem in abusiness and trained peo-
ple on it, they will often tell her
when she cdls weeks later to
check on their progress that the
system makes their jobs more
"fun."

"The system actually makes it
fun to file" said one business
user, "and filing has never been
fun."

"The GO System is helping our
people find things faster when
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includes Crab L egs, served on Tuesday and Wednesday
evenings from 5:30 p.m. to 8:00 p.m. Scott’s Fish-N-
Chipsislocated at 1715 Route 21 N. in Shortsville. For
mor e information, give them a call at (585) 289-3206.
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they need them and improving
their ability to consistently follow
up on projects, tasks, and cus
tomer requests,” said another
executive.

Moreover, the system comes
with a guarantee that when using
their file system you will be able
to find what it is you're looking
for in just five seconds!

"Think of a card catalog in a
library," Henry explains. "When
you go to the library to look for
information you use the card cat-
alog, which is now computer
based. You key in your subject
matter, or author, or title - then
you hit enter and you are directed
to the numeric location of the
item. Now, imagine being able to
do the same thing with your own
paper and all of your files! Imag-
ine, doing a computer search and
being ableto locate any document
in 5 seconds!"

With the revolutionary soft-
ware program caled Kiplinger's
Taming the Paper Tiger you can
do that! This wonderful program
allows you to keep your essentia
documents - in paper form - in
your filing cabinet, automatically
cross-reference the information,
and use the search power of your
computer to find anything in your
filesin five seconds, regardless of
who filed it. You can now index
and store documents so moun-
tains of paperwork are instantly
retrievable from file cabinets.

Benefits of using the Paper
Tiger include:

* Streamline your office and
lower your stress level.

* Transform your files into a
valuable, instantly-retrievable
resource.

* Eliminate duplication of
information.

* Eliminate the need to dupli-
cate paper and file by category,
author, or date.

* Assure fast reaction to audits
or other legal actions.

* Reduce disruption from
employee turnover.

* Be more responsive to your
customers.

And, because it uses a number-
ing system rather than an apha-
betic system, it also givesthe sys-
tem its own persona built-in
Security.

In addition to regularly sched-
uled seminarsthat Henry hosts all
over the county, she offers free
"Webinars' so clients have the
opportunity to see the Paper Tiger
in action! You can register for the
free Webinars online at her busi-
ness website - www.m-e-p.com.
Once you register for a Webinar,

you will receive a registration
confirmation and all the Webinar
information, including your link
address to the Webinar, your
meeting 1D, conference call
details, and the Paper Tiger Tria
software download instructions
that are good for 30 days.

""99% of the people who attend
aseminar or aWebinar realize the
value of the software after seeing
it in action," Henry says, "and
once they actualy use it, they
wonder how they ever lived with-
out it. When | come to your busi-
ness to set up the system, | work
with everyone individualy who
will be using it, and use sdf
assessment toolsthat allow you to
see what is enhancing or imped-
ing your persona or professiona
productivity. In less than 5 sec-
onds you will be able to identify
your clutter traps. We will cus-
tomize the system to suit your
particular needs, and once you get
organized, you'll never be disor-
ganized again."

The Paper Tiger Productivity
System (PTPS) is designed for
the workgroup. They are so confi-
dent of the impact that PTPS will
have on your organization that
they guarantee:

1. Anyone in your office will
find documents in 5 seconds -
guaranteed!

2. A 10% increase in productiv-
ity within 90 days of completion

When properly implemented,
the PTPS program will benefit
your department or organization
by turning the average time lost
looking for things, an average of
150 hours per employee per year,
into productive time. Using the
PTPS program will reduce file
storage costs, increase revenue by
fine tuning existing work instead
of starting from scratch every
time, reduce redundancy, reduce
new-hire start-up time by provid-
ing immediate access to depart-
ment information, improve cus-
tomer service and response time,
implement legal retention guide-
lines and reduce legal liability
issues.

Another service that Mise En
Place provides is cdled "The 8-
Hour Miracle." The 8-Hour Mira-
cleisaproven process for manag-
ing time, space, and information.
It is an intervention program for
one individual in one location.
Imagine, in just 8 hours having a
functional and easy to use paper
filing system, being able to
retrieve eectronic files with ease,
knowing how to handle all

Continued on page 3

f

SEWING MACHINES

Sewing Machines ® Sergers ® Embroidery Machines
Service All Brands
Sewing & Embroidery Supplies
Sewing Classes ® Free Newsletter

BERNINA

Penn Yan Sewing Machines ® 607-243-7879
7 miles S. of Penn Yan on Rte. 14A
Open M, T, W 8-5; T, F 8-8; Sat 8-5

f:ﬁf

rrl'":..-}

¢ & I""ll_-th-: 4-.'1"1-"':;- . .f'a'r'r."m.:'u.

Froc PR & Fimcr

Verduennteer ws an EMT, Ambulunee Diriver,
(e Warker or Grounds Help.

oENEY Mdocdical Tr'|||||11

Unitorms Provided = Toition Reimbursemen

Canandaigua Emergency Squad

145 Werth Feard Srear, Cnraardaims

Coll (385} FVE-S3860 tocluy four wrore informelion !

WY = v eamandnipiesnng

you've gof fo go o PETTIS!

Wisif our Easd Rochesier slone Tor Bhe
pres's larges! pobo display! Custom orders
By or, CEil s, mek wicee reisn el mene.

Harepirepwl « Harsweird = Tropdiire = Ballis
Elscrerorail 1 Beadwrak Fatiar » LAt = Tressors Gerder:
Licye Fmvders 'Wioae = Sepimcerat: Cushezas

POOLS « HOT TUBS « PO 1-
GREECE EROCHESTER iPrarsar Shorcam)
: 92.7711 . 383-0700

W FOU e looking 1ov
EA TR FLENITLURE,

= Trbmoope

Get in the Action!?!

Subscribe to the Daily Messenger and
keep up with all your hometown sports.

ALY

ﬁ Providing unequalled coverage of local sports.

cal 394 -7 6 00 to subscribe




WEEK OF JUNE 11, 2006 CONNECTION 3

Everything
Continued from page 2

incoming information and being
able to find anything in 5 seconds|
- guaranteed!

"At the end of an 8-hour ses-
sion, there are three things yOLP
can count on," Henry states. "Yo
will know what to do with every
new item that comes in from that
day forward, everything you have
filed or stored will be found in 5
seconds - guaranteed, and yo
will have a game plan for han-,
dling whatever items we didn't'
cover during our 8-hour work ses-
sion."

The program is a custom com-
bination of consulting services,
products and coaching including
but not limited to: needs assess:
ment, Productive Environment,
Game Plan, pre-miracle imple-
mentation consultation,

Mediterranean diet reducesrisk of Alzhemer’s

Fdlowing a Mediterranean
diet appears to reduce the risk of
developing AlzheimerOs disease,
according to a study recently
published in the Annals of Neu-
rology. A Mediterranean diet
typically consists of fruits, veg-
etables, legumes, cereals and fish
served and cooked with monoun-
saturated fats, such as olive oil.
This diet limits consumption of
saturated fats and high-choles-
terol meats and dairy products
but includes moderate consump-
tion of alcohol. Elderly subjects
who closely followed this diet
were 40 percent less likely to
develop the disease.

Researchers at the Columbia
University Medical Center fol-
lowed 2,258 elderly residents of
Manhattan who did not have
AlzheimerOs disease at the begin-

ning of the study for an averagethey followed the Mediterraneandisease. The group that had the
of four years. They provided adiet, and were evaluated every 18owest score for adhering to the
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ongoing telephone support, andsatisfaction, and in the morale 0f4:00 pm (EST)

ther support as determined byour employees. Getting orga-
Lyour needs assessment. You've aflized frees you! It's as simple agninutes)
spent 8 hours in a seminar otthat.”
training session before, but never If you would like to attend a (EST) To register, visit www.m-
before have you been guarantee@O System seminar, there wille-p.com.

complete satisfaction or yourbe one on Tuesday, June 20 held To get your small business or
at Canandaigua Inn on the Lakehome office organized, call to
“In addition to the practical Registration and continentalschedule a GO System training
ideas and usable insights providbreakfast will begin at 8:45 a.m.,session today! For more informa-f |
ed during the GO System sesand the seminar runs from 9:0Qtion about Mise En Place and
sion, each class participant willa.m. - noon. The cost of the semAnn Michael Henry's organizing
receive a copy of the book Getdinar is $189. To register, visit software, give her a call at 585-k-
ting Organized, which reinforces www.m-e-p.com.
'the classroom instruction, as well Henry will also be offering michael@m-e-p.com. You can
as an easy-to-follow GO Systemsome free Webinars for her otherlso get more information and
implementation kit," Henry adds. products, which are great opporsign up for Webinars online at the|
"Getting organized has nevertunities to see the product inMise En Place website at
Thebeen easier than this, or morection before purchasing it. Thewww.m-e-p.com.

detailed account of their dietarymonths for signs of dementia.

habits, which were scored on a At the conclusion of the study, est number of AlzheimerOs dis
scale of 0 to 9 as to how closelysgo [ad developed Alzheimer®gase cases. Those who scored

Paper Tiger Software, EasyReacHun. Once you're organized, youdates for the Webinars are:

EasyReach Webinar: (30

Friday, July 7th at 1:30 pm |,

924-8470, or email her at ann-
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or 5 had a 15-25 percent lowel
risk for developing the disease,
and those with the highest scorg
had a 40 percent lower risk.

Although the researchers
reported that additional research
needs to be conducted before thg
Mediterranean diet can be offi-
cially recommended to ward off
AlzheimerQOs disease, they cor}-
cluded that the diet certainly
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Mediterranean diet had the high-

Recondition Thgt Old Bike!

b

Precision Bicycle Tuning
¢ Parts ¢ Accessories ¢ Tires ¢ Wheels
For All Makes & Models
Trainers & Rollers
Custom Road Bikes
Al Merson Bike
Tuning & Repair
18 Years Experience in Canandaigua
15 Coy Street * Canandaigua
(585) 393-5680 o =
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BOAT TOURS

o ¢ ¥l iraing ] —
ELECTRIC BOATS sl "‘4’5 BIKE RENTALS
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'- S RECREATIONAL
RENTALS
City Pier

Canandaigua, NY ¢ 585-394-5270
www.captgrays.com
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Explore

Hurrcanes Eairina and Rita shovcisd
that what we most hav e o foar from
strong hurricanes is the Fooding that
they cnese Yot about half the hoees
in the New Chrleans area appanenily
had no flood insurance, even though
it is readily avai bbke from the federal
gmvernment at a neasomable price.
Chode with your iy or onen hall
tn serif you live in o flood plain., Ako
chedk if thereis a damin your amea. If
a, diovnosk skimip on Aood imsuranee
Flond damage is not covensd by the
typical homeswner's policy. In fact
damage from evenis included in
mamny home policies, such as sever
backups, is not covered if it is the
resLilk of Tiing weater.

Al o often, you buy insuranee on a
“hit or miss” hazis. Your home is
yvour  most  simificimt  financial
imcestment. Do you knose i your
home & vulnerable w0 a food? At

LET'S TALK
INSURANCE

PRESENTED BY
JoeL STeEeE, CLU, CHFC, CFP

EEFORE THE FLOOD

STAN STEELE ACENCY
TeVieWw  YOouT  current  insurancoe
policies and  identify  gaps in
coverige bised on the locakion and
contenis of your home We ako work
wwith rotadl skones, resksims, non-
profits and conractors, Call us ai
S5-657-6101 4 schedule  an
insuranee  consulakion.  We ane
locatwed at 55 Slale  Steel,
Blaomfield.

HAPPY FATHER'S DAY!

MOTE: Law-ardl-ord inance
coverage pavs to bAing new
construction up to code in
older homes in the event that
they need to be rebuilc

WEe Gin

Meaze o-rmil ws orith guestions
I CEEITRETRLS () Acela s Ao

STAN STEELE AGENCY
INSURANCE

Historic
Downtown
Canandaigua

= Cning

= Jhopping
+ Lodging ¢ hervicns

downtownanandalgua.cum

We thought our home was a
safe place for our children.

We didnOt i |mag|ne they were

being poisoned by lead.
Most children are poisoned by lead in
their own homes. If your home was
built before 1978, make sure that
peeling or damaged paint is repaired
promptly and safely.

Call 1-800-424-LEAD
for more information.

HUD wants every child to have a

lead-safe home.

Sponsored by the U.S.
l ] Department of Housing
,\E.d[g’ns.e;ri and Urban Development
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CHEESE PIZZAS
ARE ONLY
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WICKED WEDHNESDAY

&= BUYONESUB <
GET SECOND SUB 1/2 OFF!

[s=cond sub equal or lesser value, ribeyes subs emcluded]

VISIT OUR MEWEST LOCATIOMN

3330 East Lakie Road,

Canandaigua » 3%46-2840

or
10 Main Street, Bloomfield

&3T-6190
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OneStap™ height adjustment

Viewet 7™ Gnnznle
G0il Sring S udeension SiEal
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* 30 hp Kohler Command FEOD engine
428" DuraMas - deck
Omasrep™ height adjusmmant
Wiewtre™ Gonsnle
M dhyily 2503 @ Sor Chish i
Coil Spring, suspcnision seal
Roomy Tuobrest
* Low maintenanoc
= Dptienal Powe Wac™ Collection System

1 -§88-49- mower

YOUR HE‘&T "n’.lDTr'l- ER

FAYETTE, NY
313-349-70664
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