SOHO QUIZ

Print out this quiz, complete it and measure how organised you are.

PART ONE

1. Do you use a diary (hard copy or computerised) extensively every day to schedule your appointments and organise your life?

2. Is your office furniture comfortable but practical?

3. Is your office neat and organised?

4. Do you clear your desk of papers every day when you finish working?

5. Is your filing up to date?

6. Are your tax returns up to date?

7. Do you know what your gross and net income was this past month?

8. Do you know where your will is/have you drawn up a will?

9. Do you keep all your important numbers - tax number, identity number, bank account numbers - together in a safe place?

10. Do you have a safe deposit box for your important documents?

PART TWO

1. Does it take you more than ten minutes to find a document you need in your home office?

2. Have you forgotten an important appointment in the last month?

3. Do you really dread the paperwork involved in doing your tax return?

4. Do you often misfile documents?

5. Is your desk piled with papers/documents/books that you have not looked at for the last month?

6. Have you ever forgotten to pay a bill?

7. In the last month, have you mislaid your car/house key?

8. Have you ever forgotten your computer/alarm password?

9. Have you ever locked your keys in your car?

10. Do you use your desk for filing?

Quiz Key:

PART ONE

Give yourself 5 points for every yes answer three points for every pending answer and 0 points for every no answer in this section.

PART TWO

Give yourself 5 points for every no answer and 0 points for every yes answer in this section.

Add your two subtotals together:

80 - 100 points 

Well done, you are a very organised individual. No doubt your business will benefit.

60 - 80 points

You are fairly organised, but there is room for some improvement.

40 - 60 

You are inconsistent. Whilst you are organised in some areas, in others you are very sloppy indeed. Scrutinise your answers and see and how where you can improve.  

20 - 40

Oh dear you have a far way to go. Apply some self-discipline and work on your shortcomings. You too can be organised.

0 - 20

How you can function on a daily basis is beyond me. You must spend your time scratching through piles of paper, looking for missing items. Good luck!

