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Disorganization leads to missed deadlines and opportunities…. Missed deadlines and
opportunities lead to decline in performance…Declined performance oftentimes leads to
financial losses and increased stress….Are your business goals being realized to their full
potential?? Or are they falling into productivity potholes?Cynthia Kyriazis shares with you, the
best organization and time-management principles of her 25-year professional career as a
productivity trainer and coach. From small business owners to Fortune 500 companies, these
principles are proven, effective, and most importantly, applicable to your life, work, and
business.Kyriazis provides coaching and instruction on how to build the foundation for your time-
management success: Getting Organized. Once you have mastered this formerly ‘easier-said-
than-done’ principle, your time and newly found focus will facilitate the building of the things you
really want to be successful at: goal-setting, prioritizing, scheduling, communications, and
delegating, to name a few.It all really does begin with organization, so don’t procrastinate.Get
Organized. Get Focused. Get Moving.

Exceptionally well
written, organized and presented, Get Organized. Get Focused. Get Moving. is a seminal and
critically important read for both corporate executives and non-specialist general readers with an
interest in the subject. -Midwest Review of Books --This text refers to the paperback
edition.About the AuthorCynthia Kyriazis has been improving efficiency and productivity for
Fortune 500, corporate, and small business clients with Kansas City-based Productivity
Partners, Inc., since 1992 (www.propartnersinc.com). A former Operations Director, Kyriazis
borrows from her personal management experience to develop strategies that help employees
change the habits that raise stress levels and hinder performance and efficiency. Kyriazis was
recently named one of the “28 best online productivity experts” by best-selling author, columnist,
and entrepreneur, Hank Reardon, in “Time Management 2.0”. She has been featured on
WSJ.com (Wall Street Journal) and Forbes.com, as well as in the Kansas City Star and the
Philadelphia Inquirer. She has guest-appeared on several television and radio shows including
Jim Blasingame’s, Small Business Advocate. () In addition to coaching, training, speaking, and
blogging, Kyriazis has formerly served as Secretary to the Board of National Association of
Professional Organizers (NAPO) and as President of the International Society for Performance
Improvement (Kansas City Chapter). She is a consultant to the American Coaching Association
and holds certifications as a Professional Behavioral Analyst (CPBA) and Professional Values
Analyst (CPVA).--This text refers to the paperback edition.From the AuthorCynthia Kyriazis has
been improving efficiency and productivity for Fortune 500, corporate, and small business
clients with Kansas City-based Productivity Partners, Inc., since 1992 (). A former Operations



Director, Kyriazis borrows from her personal management experience to develop strategies that
help employees change the habits that raise stress levels and hinder performance and
efficiency. Kyriazis was recently named one of the “28 best online productivity experts” by best-
selling author, columnist, and entrepreneur, Hank Reardon, in “Time Management 2.0”. She has
been featured on WSJ.com (Wall Street Journal) and Forbes.com, as well as in the Kansas City
Star and the Philadelphia Inquirer. She has guest-appeared on several television and radio
shows including Jim Blasingame’s, Small Business Advocate. () In addition to coaching, training,
speaking, and blogging, Kyriazis has formerly served as Secretary to the Board of National
Association of Professional Organizers (NAPO) and as President of the International Society for
Performance Improvement (Kansas City Chapter). She is a consultant to the American
Coaching Association and holds certifications as a Professional Behavioral Analyst (CPBA) and
Professional Values Analyst (CPVA).--This text refers to an alternate kindle_edition edition.Read
more
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Although the author and publisher have made every effort to ensure that the information in this
book was correct at press time, the author and publisher do not assume and hereby disclaim
any liability to any party for any loss, damage, or disruption caused by errors or omissions,
whether such errors or omissions result from negligence, accident, or any other cause.Copyright
© 2015 by Cynthia KyriazisAll rights reserved. No part of this book may be used or reproduced
in any manner whatsoever without the prior written permission of the publisher, except in the
case of brief quotations embodied in critical articles and reviews.For more information, to inquire
about rights to this or other works, or to purchase copies for special educational, business, or
sales promotional uses please write to:Incorgnito Publishing PressA division of Market
Management Group, LLC33 S. Wilson Avenue, Suite 113Pasadena, California 91106FIRST
EDITIONPrinted in the United States of America10 9 8 7 6 5 4 3 2 1
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3 Stop shuffling and start dealingChapter 4 Where do you store information?Chapter 5 How
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it all doneChapter 18   Resources

PREFACEThis is my second book. As soon as I finished my first book, The Organized
Communicator, I began writing this one because something inside me said I wanted to share
more information about getting organized and focused with your time management. Because
that’s what I love.I can hear you now.“Organizing? Time management? Productivity?She really
has a passion for this kind of stuff?”Well … it’s not really about any of that. For me, it’s really
about helping someone get clear on next steps for improving their personal productivity so they
can save their future time for more fun things. It’s about recapturing time because none of us are
getting any more than twenty-four hours on any given day. So for me it’s about recapturing time
to do what you want to do and not always just what you need to do. It’s the fun in life. Yes, that’s
right. Fun.For example, getting organized for the sake of getting organized doesn’t accomplish
much. But if you become more organized at work with your paper, time, space and computer
files it creates the skeleton that helps support getting to your goals and priorities quicker. You’ll
end up having all kinds of future time to do what you want which includes having … fun.Before I
started my own business I worked for a large corporation. I would repeatedly hear someone
saying, “But you’re so organized,” and I would simply respond, “I may be organized, but I’m really
just lazy. I hate doing things over and over again because it just wastes my time. I’d rather finish
work and be out golfing (or some other fun thing).” You see, getting myself organized was always
just a means to an end.More time for fun.That was many years ago and the world has changed.
Now I have my own business and live in a 24/7 world. But my basic statement still holds true: I’d
rather spend the time getting organized and improving my time management habits now so that I
don’t have to work future nights, weekends, and holidays. Whether you’re a one-person shop, a
small business owner, or an employee of a large company, if you get down to it I suspect my
sentiment isn’t too different from yours.Of course the truth is that it’s more than just about getting
organized for more fun time. Maintaining an organized system is large part of helping you
effectively manage the time you have available. And it impacts you regardless of your role or the
size of company you’re in because time management is a core competency. Mastering
organizing, time management skills, and developing habits improves your productivity which is a
vital business strategy influencing job performance, revenue growth, and gaining a competitive
edge.So with all these thoughts rumbling around in my head, I knew I had to write a second
book.I wrote Get Organized. Get Focused. Get Moving. by examining and drawing from three
key areas:1) All the lessons I’ve learned over the years in working with executives, small
business owners and solopreneurs2) Conversations shared within my professional arena3)
Readings and my own thoughts and observationsMy goal in sharing this information is to help
you find a way to become and maintain a more productive life. It takes an open mind, willingness
to do or try something different, and the courage to make it happen. My hope is that you will
experience less stress, frustration and anxiety, and more sales and more … fun.Because after



all, I have a passion about this stuff, you know.The Last Word“Real difficulties can be
overcome;it is only the imaginary onesthat are unconquerable.”Theodore Vail, Industrialist
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Susan S, “The GPS for Avoiding Productivity Potholes. I am a recently minted solopreneur after
selling a business where I had plenty of help staying organized. Get Organized, Get Focused,
Get Moving is an easy read, packed with ideas for organizing my business and my home office
space. It is great to have a GPS for organizing and prioritizing my Filer/Piler combo style. I have
my short list of what I will be doing differently so there is more time for what I want to do and less
time procrastinating about what I need to do. Thank you for your passion and for sharing a
roadmap to greater productivity.”

Tucker Graves, “The title of the book says it all, "Get .... The title of the book says it all, "Get
Organized. Get Focused. Get Moving." It parallels a philosophy I have utilized my entire life, "Get
ready, get set, go!". Kyriazis provides us with productivity tools in a simple and practical
approach to help us lay the foundation necessary to achieve long term, sustainable success.
Going forward her book will become a permanent part of our HR development process.”

Ebook Library Reader, “Five Stars. Excellent.”

Louis J. Prosperi, “An easy to read and helpful guide to improving your organizational and time
management skills.. This book offers advice on how to become better organized and more
productive. The author uses lots of examples from her experience as a consultant. The writing
style is very casual, and the author does a good job of keeping the reader's interest.The first
section of the book focuses on organization, including how to organize your office, your desk,
and your computer. There was a lot of emphasis on organizing paper and files in this section,
and not as much about organizing electronic files or email. Given the general trend in business
away from paper, I was a little surprised at how much time the book spent on the subject. At
times in this section I wished the author had gone a bit deeper into some of the principles she
describes. More than once, when I expected her to expand or elaborate on a point, she instead
moved on to another idea or ended the chapter.The latter half of the book is focused on time
management and productivity. I liked this section more than the section focused on organization,
as I thought the guidelines and suggestions in this section were more generally applicable and
useful (at least to me).Some of the ideas around time management that I especially liked include
the author's "Time Management GPS" (Goals, Priorities, and Scheduling) and the author's
"Productivity Potholes" including:* Focusing too much on responding to emails and text
messages* Interruptions, distractions, and over commitments,* Procrastination and putting off
making decisions* Delegating and micromanagingThe author devotes long chapters to each of
these common sources of poor time management and offers great insight and advice around
each.One of the things I liked most about this book is the way in which the author summarizes
each chapter. Each chapter ends with the following sections:* The One Thing to Remember: A
single sentence that summarizes the key message of the chapter* Three Things You Can Do:



Three simple steps you can do to help put the chapter's ideas into practice* Write down one
thing...: A call to action for the reader to write down *one* thing they plan to do differently or
change* The Last Word: A quote or proverb related to the chapter's messageI'm a big fan of
reinforcing ideas through repetition and summarizing and this format is a great example of how
to do this in an efficient and elegant way.I recommend this book to anyone looking for tips and
advice on how to get better organized and improve their time management skills.Disclaimer: I
was given a free electronic copy of this book in exchange for honest review.”

Andris Mitt, “Get Organized, Get Focused, Get Moving: A Great Way To Get Any Aspect of Your
Life In Order. This book is an almost invaluable resource for anyone in need of getting his or her
work or office space organized. It begins by demonstrating how one woman's lack of
organization cost her business a good deal of money because an employee was embezzling
checks that she left around in her cluttered office. From there it gives helpful tips through each
chapter about how to manage all kinds of files ranging from paper to electronic to email
messages. By far the most illuminating part of the book for me, was Chapter 5 in which Ms.
Kyriazis shows how one organizes papers is determined by the kind of style he or she exhibits in
doing so. It provides various examples of different types of paper management styles and then
invites the reader to take a quiz to see which style they would prefer to operate under. Armed
with this information, the reader should be very able to put together important materials in a way
that can have a highly beneficial impact on their working life. In addition to this outstanding
chapter, the book also contains several sections that offer wonderful advice about time
management and certain factors that can derail productivity. Finally, the most endearing aspect
of the book is that it is written in a way that is designed to help those who feel disorganized or
overwhelmed without being judgmental or harsh while proving a guide that is very well thought
out and applicable to almost any situation.So, if you need to get your work space, office space,
or even another part of your life organized but are having trouble getting started this book can
help you. Before you know it, you'll feel more on top of things, become more productive, and feel
less harried by all that you must do.”

The book by Cynthia Kyriazis has a rating of  5 out of 4.4. 15 people have provided feedback.
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