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(NAPSA)—You may be able to
save yourself time, trouble and
money at home and at work.

Each year, U.S. workers lose
countless hours of productivity
retrieving misplaced information
from messy desks and files. At
home, bills, catalogues, junk mail
and paperwork can stack up
quickly leaving even the cleanest
home a cluttered mess.

“Most people want to be more
organized, but just don’t know
where to begin,” says Cyndi Seidler,
author and professional organizer.

In fact, people typically hold
on to miscellaneous papers for
one of three reasons: Indecision
about what to do with the infor-
mation; hesitancy to put some-
thing away that they may need to
act on “later”; or, fear that if the
information is put away, it will be
forgotten.

As a result, the first step
toward getting organized for most
is simply managing paper better.

A place for everything and
everything in its place

According to Seidler, the goal of
paper management is simple,
“Every piece of paper should have
a home. If not, then it should be
thrown away.” 

Controlling the influx of paper
requires diligent sorting and a
simple, disciplined system for fil-
ing. In practice, Seidler cites only
four decisions that need to be
made with each piece of paper at
home or the office:

1. Act on it immediately, or file
it in an “Action” or project binder
to act on later. Action folders may
include “To Do,” “To Review,” “To
Read,” “Bills to Pay,” or “Orders to
Fill.” Project binders should
include all information pertaining
to a particular project (i.e., re-

searching a new business pros-
pect, researching a computer or
home purchase, etc.).

2. Route or delegate it.
3. File it for future reference.
4. Throw it away.
Once a decision is made, keep-

ing papers organized is even eas-
ier with a variety of binders,
binder tools and storage boxes
from manufacturers like Wilson
Jones, the inventor of the three-
ring binder. Available nationwide
at retailers like Wal-Mart and
Office Depot, products like the
Wilson Jones Impact Binder
effectively hold project-related
information together. Binders
become even more user-friendly
with tools like view-tab™ Trans-
parent Dividers, which allow
users to print tab titles on a stan-
dard piece of paper and place it
behind transparent dividers for
quick and easy segmentation.

For more tips on work space
organization from Cyndi Seidler,
and information about helpful
organizational tools and promo-
tional offers from Wilson Jones,
visit www.wilsonjones.com.  

Take Control, Get Organized With 
Better Paper Management

Finding Fun Family Vacations

(NAPSA)—If you make vacations
a family affair, you’re not alone. A
recent survey found 68 percent of
parents with children under 18, liv-
ing at home, wish they had more time
to spend with their kids. Many of
them do so on vacation.

As a result, a number of popular
vacation destinations offer pack-
ages geared specifically toward
vacationers traveling as a family.

According to Jose Estorino,
senior vice president of marketing
for the Orlando CVB, “Families can
save money by taking advantage of
some of the great bargains.”

For example, more than 25
Orlando hotels offer summer spe-
cials that run from $59 a night at
suite properties to $219 per night
at luxury resorts. Most offers
include value-added items such as
complimentary breakfasts, and
free transportation to theme
parks.

The area even has a Web site,
www.orlandoinfo.com. Families
can visit it to find an array of dis-
counts on Orlando attractions. In
addition, they can call 1-800-551-
0181 to order a free vacation plan-
ning kit or, to seek advice from an
official travel counselor call 407-
363-5872. 

A growing number of families are
finding togetherness on vacation.

(NAPSA)—The National Rifle
Association (NRA) has named
U.S. Border Patrol Agent Clay B.
Tippit, of Marfa, Texas, as the
Law Enforcement Officer of the
Year for 2001. 

Tippit, a 16-year veteran of the
Border Patrol, was selected based
on his actions taken to aid people
in need, for his contributions to
his community and for his influ-
ence on training and individual
proficiency with firearms among
his fellow Border Patrol members.

In particular, the recommenda-
tion to honor Tippit cites his
actions on January 22, 2001,
when he directed operations to
rescue an 85-year-old rancher who
had been seriously injured in a
fall from his horse. Tippit, who
flies patrols over the Rio Grande
River, flew to the area—at per-
sonal risk due to the terrain—
landed and provided first aid.
Lacking suitable means to trans-
port the victim, Tippit directed a
second aircraft to the site and to a
safe landing. His prompt response
helped the victim recover after
only a few days’ hospitalization.

In the field of firearms exper-
tise, Tippit is a standout in a law
enforcement agency with a long
history of excellence. He is a two-
time NRA National Police Shoot-
ing Champion, the current cham-
pionship record holder, and he has
won numerous individual matches
held as part of the NRA National
Police Shooting Championships.

In his off-duty hours, Tippit
works closely with the youth in
Fort Davis, Texas, teaching re-
spect for firearms, firearm safety,
and marksmanship. He serves,

too, as the area leader for the
shooting sports for the Fort Davis
4-H. He is currently a certified
Texas Concealed Handgun In-
structor and a Texas Hunter Edu-
cation Instructor.

“Agent Tippit is an asset to his
country and exemplifies all of the
finest qualities of professional law
enforcement,” said Ron Kirkland,
Director of Law Enforcement
Activities Division. He further
stated, “NRA is honored to recog-
nize him as our Law Enforcement
Officer of the Year.”

The NRA Law Enforcement
Officer of the Year Award was
established in 1993 and recog-
nizes exceptional valor, public ser-
vice, and dedication to the princi-
ples of our constitutional heritage.

For more information on NRA’s
Law Enforcement Activities Divi-
sion call (703) 267-1649 or e-mail
lead@nrahq.org.

U.S. Border Patrolman Named
NRA Law Enforcement Officer Of The Year

U.S. Border Patrol Agent Clay
B. Tippit, winner of the NRA Law
Enforcement Officer of the Year.

(NAPSA)—Building an environ-
mentally friendly home and land-
scaping a “green” yard may be eas-
ier than you think—with a few tips
from the experts at the Natural
Resources Conservation Service
and the U.S. Forest Service, both
agencies of the U.S. Department of
Agriculture.

Several of the techniques you
can use to practice conservation
where you live are displayed in a
house built by the Forest Service in
Madison, Wis.

Here are some examples:
Building Techniques

The house demonstrates ways to
improve affordability, durability
and energy efficiency:

• Using proven products such
as I-joists, glue-laminate beams
and finger-jointed studs. 

• Field-testing products such as
shingles made from recycled plastic
milk jugs, sawdust and waste from
other natural fibers.

• Employing code-approved
techniques, such as a weather-
resistive barrier wrapping the
exterior walls and openings to
help keep bulk liquid moisture
away from the walls’ surface.

• Using high R-value insulation
made from shredded newspapers.

Backyard Conservation
• Planting trees to cool the

house in summer and block prevail-
ing winds.

• Collecting rainwater that falls
on the roof of the house and using

it to irrigate plants.
• Planting habitat for wildlife,

such as native trees, shrubs and
plants that can provide homes and
food for a variety of birds, small
mammals and insects.

• Recycling plant materials.
• Mulching and composting

green waste.
If you cannot take a trip to

Madison to see these techniques
firsthand, you may want to visit
the house at http://www.fpl.fs.
fed.us/ahrc/researchdemohouse.
htm. 

Information on backyard conser-
vation landscaping techniques is
available at http://www.nrcs.usda.
gov.

Your Home and Yard Can Be More Earth-Friendly

To get information on back-
yard ponds, wildlife habitat, and
other Backyard Conservation
tips for homeowners, go to
http://www.nrcs.usda.gov.

(NAPSA)—“Every heart beats
true to the red, white and blue...”

America’s grand old flag takes
center stage this July 4 when A
Capitol Fourth 2002—the nation’s
premier birthday party—brings
viewers across the country
together. The top-rated PBS
broadcast offers an evening of
memorable patriotic music rang-
ing from the classics to rock‘n’roll,
from country to the blues, topped
off with a dazzling display of fire-
works. Also on tap: a tribute to
beloved American composer
Richard Rodgers on the 100th
anniversary of his birth. The 90-
minute event airs live from Wash-
ington, D.C., on Thursday, July 4,
from 8:00 to 9:30 p.m. ET (check
local listings).

Joining host Barry Bostwick
for the festivities is the “Queen of
Soul” Aretha Franklin—the first
woman inducted into the Rock
and Roll Hall of Fame; the leg-
endary Chuck Berry, whose per-
formance in the 1987 documen-
tary Hail! Hail! Rock and Roll is
considered a classic; country
music’s Grammy Award-winning
Charlie Daniels Band; talented
young jazz singer Jane Monheit
and other world-class performers.
Leading the internationally
renowned National Symphony
Orchestra is America’s premier
pops conductor, Erich Kunzel.

Since it first aired in 1971, A
Capitol Fourth has become an
annual holiday tradition. The PBS
special consistently achieves the
highest ratings for music perfor-
mance programs on the network
and is seen by millions. Broadcast

from the West Lawn of the U.S.
Capitol, A Capitol Fourth can be
heard live in stereo over National
Public Radio and also airs world-
wide via the American Forces
Radio and Television Network. 

“In the wake of September 11,
Americans across the nation and
around the world have pulled
together, reaffirming their love of
country and their pride in the
freedoms we celebrate at this time
of year,” says Jerry Colbert, execu-
tive producer. “That sense of
renewed patriotism and resolve is
reflected in this year’s very special
program and in the wonderful
group of talented performers who
are joining us for the occasion.” 

For more program information,
see the Web site at www.pbs.org/
capitolfourth.

A Star-Studded Musical Salute 
To The Red White And Blue

Aretha Franklin, Chuck Berry,
Barry Bostwick, the Charlie
Daniels Band, Jane Monheit and
other stars join Erich Kunzel and
the National Symphony Orches-
tra on PBS on Thursday, July 4
from 8 to 9:30 p.m. (check local
listings) for a spectacular patri-
otic celebration.

(NAPSA)—Businesses in which
families work together have a bet-
ter chance of working well when
professional and personal pres-
sures are kept under control. To
keep stress levels at a minimum,
the Alliance for Affordable Services
suggests that family members
communicate regularly, respect
each others’ space and keep the
personal out of the workplace. For
more information, call 1-800-733-
2242.

Your home can be more of a
castle when you rule out noise. To
help, a free pamphlet with advice
on controlling noise in new homes
has been created by experts at
CertainTeed Corporation. The
pamphlet, Putting A Check On
Sound In Your New Home, offers
a room-by-room approach, with
guidance on the home office, fam-
ily room, bathroom, bedroom,
kitchen and laundry room. For a
free copy of the pamphlet or for
more information, visit www.
mysoundchek.com or  cal l  1-
800-782-8777.




