PERSONAL BUSINESS

Battling the
aperwork

Beast

wne and Bill Hawks have 42
Landlords, 10,000 acres, and a |
paperwork load that could eas-
ily overwhelm their opera-
tion in Hemando, Miss,

Yet Diane, the princi-
pal recordkeeper, han-
dles it all with aplomb
How? Organization

Here are Diane’s tips,

Files. Tickler files re-
fer to hiles that “tickle,”
Or JOg, your memory,
Diane uses hanging file folders for each
month and for each hive-day increment
of a month. Notes on events or duties
are filed in a monthly file. Then, at the
first of each month, Diane redistributes
the notes from the monthly files to the
five-day liles.

Electronic memory. Diane keeps a pocket
tape recorder in her car and dictates notes as
she drives, “1 also use the answering machine _
to leave myself messages.” -

Notebooks. Diane designates an inexpensive three-

ring notebook in a distinctive color for each farm, Col-
ored paper torn from a notepad serves as section dividers.

Briefcase storage. Diane is involved in many civic,
school, and church groups. Each has its own briefcase.

“1 just grab the briefcase belore a meeting, and then |
know evervthing 1 need for that group is right there.”
Computer. Like a lot of folks, Diane was intimidated
by her computer at first. But she buckled down and
learned how to use it, backing up her self-teaching
with a college course. Now, she even has a laptop.
Fhe computer is one of Diane's most valuable
organizational tools. Take the program she
designed for production

records,

“We check seulement
sheets from the elevator,”
Diane says. “The other

day, I pulled all the wheat
tickets from last vear that
" had the highest discounts,”

Discounts typically come
from unwanted plants such
as- onions finding then
way into a load of wheat
Fhe computer sorted
the settlement sheets
from the largest to the
smallest discount,

“The printout showed
Bill which of our farms
had the highest onion
problems,” Diane savs
Using that information,
he was able 10 plan the most
cost-efficient method and means
of planting for next vear.
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We Want To Know Your Products for Farm Living

Personal Business

Nope, we're not being nosy. What we
really want is your thoughts on this new sec.
tion of Progressive Fanmer, "Personal Business.”
We're shooting for a monthly package of
colorful and easy-tograsp information that
you will find helpful.

Please tell us what you think of this first at-
tempt and what you would like to see in up-
cOming issues.

Let us know what topics interest vou, Fam-
ily communication, perhaps? or employee
concerns? community problems and solu-
tions? health news? new office gadgets: farm
living products?

Phone 205-877-6436 or fax 2058776450,
and let us in on your personal business,

You'll wonder how you
ever got along without these
clever items.
Thermoelectric cooler. A
32-quart portable electric
cooler/warmer plugs into

the cigareue lighter of your
car or truck, #E556050—
$120.95.

Deer Alert. This tny unit at-
taches to your car bumper
and sends out a high-re-
quency whistle that repels
animals, #FE550439—519,95,
Light socket smoke detec-
tor. The unit screws into an
overhead light socket; its
battery is recharged cach
time the light is used.
#E112064—S529.95,

Source: The Safety Zone Cala-
log, Hanover, PA 17333
7247, phone 1-800.999.
3030,




