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‘When’s dinner? It smells great’

‘Pot roast, honey, nothing special. But we won’t be eating until seven-thirty or
eight — your dad had a late tee” time.

‘Perfect, Roy said. ‘Bye, Mom.

“What are you up to?” she called after him. ‘Roy™”

He pedalled at full speed to the block where Dana Matherson lived, and
chained his bicycle to a street sign. Approaching the house on foot, he slipped
unnoticed through a hedge into the backyard.

Roy wasn’t tall enough to see in the windows: he had to jump and hold himself
up by his fingers. In the first room he saw a thin rumpled® figure lying prone on
a sofa: Dana’s father, holding what appeared to be an ice pack to his forehead.

In the second room was either Dana’s mother or Dana himself, wearing red
spandex® pants and a ratty wig. Roy decided it was probably Mrs Matherson,
since the person was pushing a vacuum cleaner. He lowered himself and
resumed creeping along the outside wall until he reached the third window.

And there, sure enough, was Dana.

He lay sprawled” on his bed, a lazy blob* in dirty cargo pants and unlaced
high-top sneakers. He wore a stereo headset, and his head was jerking back and

forth to the music.

Standing on tiptoe, Roy tapped his knuckles® against the glass. Dana didn't

hear him. Roy kept tapping until a dog on the porch next door began to bark.
(Carl Hiaasen [HOOT] 12X %)
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Mgr. Fox examined the wall carefully. He saw that the cement between the
bricks was old and crumbly, so he loosened a brick without much trouble and
pulled it away. Suddenly, out from the hole where the brick had been, there
popped a small sharp face with whiskers®, “Go away!” it snapped. “You can’t
come in here! It’s private!”

“Good Lord!” said Badger®. “It’s Rat!”

“You saucy* beast!” said Mr. Fox. “T should have guessed we’d find you down
here somewhere.”

“Go away!” shrieked” Rat. “Go on, beat it! This is my private pitch!”

“Shut up,” said Mr. Fox.

T will not shut up!” shrieked Rat. “This is my place! I got here first!”

Mr. Fox gave a brilliant smile, flashing his white teeth. “My dear Rat,” he said
softly, “I am a hungry fellow and if you don’t hop it quickly 1 shall eat-you-up-in-
one-gulp™!”

That did it. Rat popped back fast out of sight. Mr. Fox laughed and began
pulling more bricks out of the wall. When he had made a biggish hole, he crept
through it. Badger and the Smallest Fox followed him in.

(Roald Dahl [Fantastic Mr. Fox] & & %)
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Wind loves to play with the wash on the line. He blows the pillow slips into
balloons and shakes the sheets and twists the apron strings. And he pulls out all
the clothespins that he can. Then he tries on the clothes — though he knows
they're too small

And Wind loves umbrellas. Once when I took one out in the rain he tried to take
it away from me. And when he couldn’t, he broke it.

If the gate in the pasture® is left unlatched®, Wind plays with that, too. He opens
it up, then bangs it shut, making it squeak® and cry.

“Wind! Oh, Wind!” I say, and I go and climb on. “Give me a ride!” But with me
on it the gate is too heavy. Wind can’t move it at all.

When the grass is tall in the meadow® Wind and I like to race. Wind runs ahead,
then comes back and starts over. But he always wins, because he just runs over
the top of the grass and I have to run through it and touch the ground with my
feet.

When the big boys on the hill have kites to fly Wind helps them out. Wind
carries their kites way up to the sky and all around.

But when I have a kite Wind won’t fly it at all. He just drops it. “Wind! Oh,
Wind!” I say. “I don’t like you today!”

(Marie Hall Ets [GILBERTO AND THE WIND] 124 %)
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We put off filing because the piles on our desks are usually large and
overwhelming and because we worry about being able to find what we need if it’'s
filed. So you need to reduce the piles by filing a little at the end of each day, and
you need to set up a filing system that works for you.

Set up your working files in your desk drawer(s) or within arm’s length.
Organize them alphabetically or chronologically*, whichever makes more sense
for you.

Limit the categories by keeping them broad. Set up 7 to 10 ; if you have more,
it will take longer to find a file. I'd suggest files for “fingertip info” (phone lists,

addresses, and information you use frequently), current projects (a file for each

project), routine tasks, clients or prospects, and problems or issues to be

researched.

Don’t put too many papers in a file or it will take longer to find what you
want. Split big files into smaller files for greater convenience. Toss what you no
longer need.

As you name each file, think about how you would try to find it later. Make
your file names interesting, but logical. Keep them short — not more than three
words. Write them in large letters with a marking pen to make the files easy to
find.

(Kenneth Zeigler [Getting Organized at Work] (2&5)
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