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GLOSSARY

Terms you need to know.

Action 

Anything you intend to work on or do, now or in the future. Everything you 


keep in your office, both electronic and paper, is either an Action or a 




Support.

Category
A grouping of similar or like items. Categories are broken down by a subject. There are both Action and Support Categories. Categories are used for both electronic and paper storage of information. The key is to ask “What is it?”

FADS
The only four places information can go from your e-mail Inbox: Forward, 


Action, Delete, Support.

Files

Both Action and Support Categories are made up of these. Support 



Categories can either be electronic/paper (in a hanging folder) or non-



paper items (on a shelf or in a drawer).

OATS
The only four places information can go from your desk Inbox: Outbox, 


Action, Trash, Support.

Processing
The sorting, prioritizing and categorizing of all of your information. No 


work is accomplished when you Process information. You Process your 


e-mail Inbox, 
your voice mail, your desk Inbox, your Smartphone, and 

any other source of incoming information.

Producing
Creating results and accomplishing work. Never Process and Produce at 


the same time (multitasking).

Quiet Time (QT) 
This is your most important time of your day. Your day needs to revolve 
around
it. It is 20% of your workday that is completely uninterrupted. Take 


your QT at the same time every day. Work on your 1-5’s in your QT.

Reference Category
A Support Category which includes miscellaneous files that don’t easily 


fit into any of your other Support Categories. All Support Categories 


originate from your Reference Category.

Support 
Any information that you refer to. You have no intention of doing anything 


with Support items or working on them. Support Categories can be either 


electronic/paper or non-paper.
Windows Explorer
This is where you store all of your non-Action information that you want 
to save and refer to. You will have twelve or fewer Support Categories 


(folders).
VP ORGANIZATIONAL CONCEPTS

Organizational concepts that the A Vetter Way® system is based on.

· Every e-mail left in your Inbox represents a decision not made.

· Never Process (information) and Produce (work) at the same time. 

· Always Process (categorize, prioritize, decide) before you Produce (do the work).

· Process (decide) your Inbox. Do not do (work from) your Inbox.

· Your e-mail Inbox needs to be completely empty after Processing it.

· Limit your Processing (e-mail, voice mail and desk Inbox) to three times per day. 

· The only four places an e-mail can go: FADS. (Forward, Action, Delete, Support.) 
· The more you Process (information), the less you will Produce (work).

· Everything in your office and computer is either an Action or a Support.

· Batch similar tasks. Work on them at the same time. Think assembly line.

· The fewer tasks you put into your Calendar, the more you will get done.

· Support files that don’t easily fit into an existing Category go into your Reference Category.

· Take a Quiet Time (20% of your work day) every day at the same time working on your 1-5’s (your top five most important tasks) rather than on urgent tasks.

· Review all of your Action Categories (Batched, Calendar, Projects and To Do) weekly. 

· Action items are kept in your e-mail program. Support items in Windows Explorer.

· Use an electronic New Post in This Folder card in Outlook to remind you of things to do. List only one idea or task per card.

· Pending is something you are waiting for from someone else without having a specific date to receive it. 

· Do not immediately reply to an e-mail question. Instead, drag the e-mail to a Reply folder under Batched. Wait until you are done Processing your e-mails to reply to it, or better yet, reply to it when you are working on your Batched Category folders.
· When trying to find something always ask: “What is it?”

PROCESSING AND PRODUCING
Process information three times a day. Produce work three times a day.

PROCESSING (Information)
Daily

· Three (3) times a day go through your:

· E-mail

· Voice mail

· Desk Inbox

· Smartphone
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Weekly  

· Once (1) a week

On the last day of the week, review all of your four Action Category files. This allows you an awareness of what needs to be done and an opportunity to set up the following week’s tasks and activities.
PRODUCING (Work)

Daily

· Once a day, work from each of the following three Action Categories:

· Calendar – Work on those tasks that must be and can only be done today.

· Batched – Batch and work on similar tasks in the same time period. Work on those tasks that you repetitiously do, either daily, every couple of days, or weekly. Think of assembly line work.  

· To Do – Important and impactful tasks. Tasks that you can do before they are due. Steps from a Project. Work on these tasks in your Quiet Time (QT).

( Resist the urge to immediately work (Produce) when presented with a lot of things to do. Instead, become aware (Process) of everything that needs to be done first.


( In summary, Process information three times a day and Produce work by working from your To Do, Batched, and Calendar Action Categories daily.

( When you Process information, you organize it, prioritize it, categorize it, and classify it. What you don’t do when you Process information is Produce work. 

	1. Never mix ____________________ with ___________________.

2. ___________________ only 3 times per day.

3. Process before you ____________________.






ACTION AND SUPPORT
Everything in your office is either an Action or a Support.
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POTENTIAL ENERGY


Properties of an Action:



Properties of a Support:


•
Activity




•
Something you refer to


•
Task




•
A resource


•
Verb




•
Information


•
Intend to do… now or in the future

•
No intention of doing anything with it

Decide if the following are an Action or a Support.

1. I've decided to buy a copier. ____________                
2. I've decided to buy a copier in 6 months. ____________               
3.  I'm thinking about buying a copier. I haven’t decided yet and if I see any brochures, I’ll pick them up.

     __________

4. I'm thinking about buying a copier. I haven’t decided yet but I want to collect brochures. __________

5. This is one of my forms. ____________               
6. I need to fill out this form. ____________ 

· Remember the NAG factor: If a thought nags at you at all, it is an Action.

7. Everything in my computer that I keep is either an ______________ or a _________________.

8. Something can be an Action and Support at the same time. True______ False______.

9. Action is kept in your ________ ________ and Support is kept in ______________ _____________.

OATS
From your desk Inbox, there are only four places information can go: OATS
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OUTBOX 
    ACTION   
 TRASH 
  SUPPORT 
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Places it can go:

· Assistant

· Boss


· Long-term storage

· Mail room

· Another employee

· Central files

· Departmental files

· Home (If you don’t have an assistant picking up your Inbox contents.)


1. The only four places that information can go from your desk Inbox to: ___________, _____________, _____________, _____________.

DESK INBOX
Everything always goes your Inbox first rather than on your desk.

-
What you don't want to use your Inbox for:

· As a place to store items.

· As a place to put items and not decide on them.

· For things that are pending.

+
The benefits of using my Inbox:

· A centralized place to temporarily put paper and items.
· Keeps the rest of your desk, floor and credenza clean.
· A place to dump items when you come in from a meeting or appointment. 

5 STEPS OF YOUR INBOX
1. Stand. Stand up. You can go through it a lot quicker when you stand rather than sit. 

2. OATS. Ask yourself whether the item is an Outbox, Action, Trash or Support. If it needs to leave your cube or office, put it into your Outbox. If it is Trash, throw it away.

3. Decide the Category. If the item is an Action (a task) or a Support (saved information), decide the Category name and the file name.

4. Use all your senses. Say it out loud. For example, “Stand, Support, Financial, Budget.” Hear yourself say it, see it and touch it. The more senses you use when going through your Inbox, the greater the chance you will have of remembering where you stored it.

5. File it away. File the item away.

· Distribute your Outbox right after going through your Inbox
· The two exceptions when you can “do” your Inbox are: 1. When you sign something, and 2. When you can read it in a couple of seconds.

· Process your Inbox three times a day.

1. File things only ______ times per day.

 2. The key to your Inbox is in your ability to make ___________ and not ___________ it. 

A TYPICAL DAY
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