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			Dedication

			To my Mom, Marj Gross,

			my greatest supporter in life and business,

			whose radiant smile and positive outlook remind me daily

			of what it means to choose joy.

			To Barbara Hemphill,

			my greatest mentor, whose faith, courage, and vision have inspired hope in thousands, transforming not just my life, but the lives of countless others who now carry her light forward.

			To Demetrius Farrior,

			my greatest friend, whose quiet strength and steadfast consistency

			have been a steady compass on my journey.

			To our Certified Productive Environment Specialists,

			who carry this message into the world with wisdom and grace.

			To Edz and Yuliana,

			our amazing team who keep Productive Environment Institute moving forward and take such good care of our clients with dedication and heart.

			

			To our SOAR to Success Members,

			whose courage to create order and freedom is a constant reminder

			of why this work matters.

			And to Buddy and Charlie,

			my faithful four-legged friends,

			who remind me that rest, play, and presence

			are essential parts of a productive environment. 🙂

			

			Testimonials

			FROM CLUTTER TO CLARITY by Gina

			A Story of Determination and Discovery

			My journey to PEI, perhaps like many others, has been a long one. But it’s a journey marked by perseverance and deep conviction. I always believed that the people around me had figured it out: how to stay organized, how to stay on top of their game, how to succeed in life. And if it was possible for them, it had to be possible for me… I just didn’t have the right tools.

			After college and graduate school, I stepped into the real world and quickly realized I needed real-world skills. I began devouring the books I thought would help, titles like The 7 Habits of Highly Effective People by Stephen Covey. I even enrolled in SkillPath Seminars and took correspondence courses (as they were called back then) to reinforce what I was learning. I completed those courses. I earned the certificates. But I couldn’t translate those principles into consistent action. Despite my desire and efforts, the systems didn’t stick.

			Over time, life continued, and so did the accumulation of papers, books, and records. The stacks grew taller, the boxes multiplied. I often joked that I was the archaeologist of my own life…because only I knew where things were buried. And even then, finding what I needed was never easy.

			

			Fast forward nearly thirty years: everything changed when I met Barbara and Andrea and enrolled in their workshop at the Productive Environment Institute. Their approach wasn’t just theory. It was practical, tangible, doable. The systems they teach actually work, and more importantly, they fit the way I think and live.

			As I began sorting through my files and applying the PEI methods, something amazing happened: I came across those old SkillPath certificates, the ones I had earned decades ago. But this time, I didn’t stumble across them by accident. I found them with a single click of the keyboard. They were right where they belonged, because I now had a system that made retrieval simple.

			I can’t fully express the joy I felt in that moment. Not just for finding a long-lost document, but for finding myself capable. I felt relief, clarity, and pride. My thinking was no longer clouded by chaos. My space felt lighter. My mind felt freer. And most of all, I realized: the potential had always been there. I just needed a path to unlock it.

			​DENISE’S DISCOVERY

			A Seasoned Organizer Finds a Smarter Way to Search

			If you deal with paper piles, clutter, or even digital chaos, the Productive Environment Finding SYSTEM™ will change everything. Truly, if you’ve ever spent more than a minute searching for something, this is for you.

			As a professional organizer with over four decades of experience, I’ve seen how frustrating it can be to waste time looking for things you know you have, but just can’t put your hands on. In the past, I helped clients create detailed paper lists to track their files. It worked, kind of. But it doesn’t come close to what this system offers.

			What I love most is the flexibility. There’s more than one way to track and retrieve what you need, digitally or on paper, which makes it practical for real life. You can make it your own and scale it as you go. After all these years helping others get organized, I’ve never been this excited about a method for managing information. The PEI system doesn’t just organize your files, it gives you back your peace of mind.

			When I first heard Barbara say the system “gets stronger with use,” I didn’t fully understand. But now I do, it’s like building a muscle. The more you use it, the easier it becomes. Each time you retrieve something quickly or add something thoughtfully, you reinforce your confidence. It’s reliable. It’s empowering. And it builds momentum in a way I haven’t experienced with any other method.

			So if you’re sitting in overwhelm, surrounded by paper or digital files, or even if you think you’ve tried it all, I encourage you to give this system a try. I have a feeling you’ll wonder, like I did, how you ever managed without it.

			FROM OVERWHELM TO OPEN SPACE by Nancy

			A SOAR Client’s Journey 

			I found Barbara Hemphill on YouTube during one of my late-night searches for help. Organizing… search. Tidying up… search. Hoarding… search. I was drowning in papers, memories, and “stuff” from over 50 years of living in the same space. I wasn’t just looking for advice, I was looking for hope.

			I’d tried before. Bought organizing books, made progress, then stalled. When I sold a house with a five-car garage, I cleared some things, but mostly just moved the clutter with me. Anyone who saves things knows: extra storage is a blessing and a trap.

			Then I discovered the Productive Environment Institute. Even the name lifted my spirits. I signed up for a Bootcamp with Barbara and Andrea. Their tagline, “Accomplish your work. Enjoy your life”, felt like a lifeline. I joined their Digital Organizing class in late summer 2024, even though I barely understood what a drive was or where my downloads went. I just clicked around until I found what I needed, if I was lucky.

			But as I began to sort digital clutter, I realized my heart was pulling me toward the physical piles, on my desk, in drawers, closets, photo boxes. So many items, stuffed everywhere. Sentimental, overwhelming, and silently stealing my space and energy.

			At Barbara and Andrea’s suggestion, I started with what was new, today’s emails, today’s mail. It helped. I got more intentional about what I let in. I used to keep things just because they’d “been around.” Now I saw how they became part of the clutter family.

			A family reunion in May gave me a reason to dig deeper. I sorted through decades of saved articles and memorabilia from our candy store. Five large boxes became 23 manila folders, one for each family member. Traditional Austrian clothing I had worn in the shop was hung for my granddaughters to choose from. It was healing.

			I tackled the garage. What had been chaos became a neat row of labeled bins. Not perfect, but walkable, and no longer a source of shame. I spruced up the yard. Inside, the house began to feel lighter, more peaceful. Still full of meaning, but no longer packed tight.

			Something unexpected happened: as I cleared the clutter, my vision returned. My energy came back. I began doing the things I love again, the things I always said I’d get to once I got organized. The SOAR community encouraged me. I wasn’t alone. We’re all in this together, learning to let go and move forward.

			The clutter had been a buffer, protecting me from facing deeper fears and dreams. Now, I’m choosing freedom instead.

			In making space around me, you helped me find something even greater, peace, hope, and the beginning of something new.

			​Foreword

			I am thankful and humbled to write the Foreword for this book. Over 30 years ago, I took a selling course taught by a man who had already been gone for a decade, yet his voice lived on through audiocassette tapes. In that moment, I set a goal: to create something that would outlive me and continue helping others long after I’d gone to my heavenly home. Thanks to my long-time friend and colleague, Andrea Anderson, that dream has become a reality.

			Andrea and I began working together in 2005. We often joke that we go together like “Peanut Butter” and “Jelly.” I’ve always loved the big picture, while Andrea has the rare gift of turning vision into systems that actually work. Her genius lies in making ideas not only possible but practical, moving them forward in ways I could never have imagined.

			People who know me well know that I have struggled with depression since childhood, which has shaped much of my entrepreneurial journey. There were times I was ready to give up. On several of those occasions, Andrea’s steady belief and practical support kept me going. Without her, I have no doubt I would have walked away. Because of her, I continue to serve, and I can trust that the legacy we’ve built will endure.

			Both of us started our careers as teachers, but Andrea’s experience in education and mental health gave her a deep compassion for people who feel overwhelmed. Together, we discovered that organizing and productivity is more than checklists and calendars, it is truly an art.

			Through the years we’ve learned that three elements are essential for lasting success:

			1.	A SYSTEM (Saving You Space, Time, Energy, and Money)

			2.	Accountability

			3.	Community

			Andrea embodies all three. In 2018, she created our vibrant community Productive Environment Network™. In 2024, she created The SOAR Board™, a digital evolution of my first published product, The “To Do” Book. This tool is the bridge between physical information and digital information - and helps you find anything you file, online or on paper, in seconds!

			At no time in history has the need been greater. With the flood of information, now magnified by artificial intelligence, managing time, space, and information is no longer optional. It’s essential.

			If you remember only one truth from this book, let it be this: Clutter is postponed decisions®. Making those decisions is rarely easy, but Andrea has proven again and again that with the right tools and support, you can do it.

			As you read these pages, don’t postpone. Later always costs more, in time, money, energy, and opportunity. Take the first step now, and let Andrea guide you.

			You will discover that you truly can accomplish your work and enjoy your life.

			Barbara Hemphill

			Founder, Productive Environment Institute

			​Introduction

			When I first met Barbara Hemphill in 2005, I had no idea how much that connection would shape the rest of my life. At the time, I was working for a family preservation agency and had a smart, successful boss named Debbie. She was deeply committed to her work, and like many professionals at that time, her work was paper-intensive. Stacks of documents filled her desk and office floor.

			We lived 3.5 hours apart and she’d often say “You need to come here and get me organized!” So I would spend days, even weeks, trying to bring order to her papers with traditional filing systems. Everything looked neat when I left. But the moment she returned from a business trip, she would sigh and say, “Well, it looks great, but I can’t find anything.”

			One afternoon, after yet another attempt had unraveled, I sat at her desk in tears. In my frustration I prayed, “God, there has got to be a better way!” Moments later,  I typed “filing system” into Google. The very first result was Barbara Hemphill, the “Paper Tiger Lady”, and her system Taming the Paper Tiger. That discovery changed everything.

			Barbara’s system was different. Instead of relying on traditional alphabetical order or complex categories that no one could remember, she introduced a numerical finding system supported by a simple index. Intrigued, I ordered the materials right away, studied how the system worked, and then set it up for Debbie’s office. For the first time, every piece of paper had a clear place to go, and a reliable way to find it again.

			

			I could file things quickly, and more importantly, Debbie could find them in seconds! It worked.

			That was the beginning of my journey. Within a year, I connected with Barbara, joined her team, quit my job and launched my own organizing business. Not long after, Barbara invited me into the opportunity of a lifetime: to partner with her in carrying her vision forward. What began as a mentorship became a true collaboration, and together we continued refining the systems she pioneered.

			Nearly twenty years later, Barbara and I made an exciting discovery together. The SOAR Board™, the digital tool I created to help professionals manage both paper and digital information with Barbara’s principles, was in many ways, the modern version of her original “To Do” Book she created in 1983…when I was in the 7th grade! 

			The SOAR Board™ is more than an evolution. It is the only tool that truly integrates physical and digital information into one system. With the File Index built directly into the SOAR Board™, someone can find a piece of paper in their physical filing cabinet just as quickly as they could locate a digital file on their computer.

			That realization confirmed what we both knew: this was revolutionary.

			Barbara has always been the face of the Productive

			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			

			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			

			
			
			
			
			

			
			
			

			
			
			
			
			
			
			
			
			
			
			

			
			
			
			
			
			
			
			
			
			
			
			

			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			

			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			

			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			

			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			

			
			
			
			
			
			
			
			
			

			
			
			
			
			
			
			

			
			
			
			
			
			
			
			
			

			
			
			

			
			
			
			
			
			
			
			
			
			
			
			

			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			

			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			

			
			
			
			
			
			
			

			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			

			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			

			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			

			
			
			
			
			
			
			

			
			
			
			
			
			
			
			
			
			
			
			
			
			

			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			

			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			

			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			

			
			
			
			
			
			
			
			
			

			
			
			
			
			
			
			
			
			
			
			
			
			
			

			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			

			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			

			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			

			
			
			
			
			
			
			
			
			
			
			
			
			

			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			

			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			

			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			

			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			

			
			
			
			
			
			
			
			
			
			
			
			
			

			
			
			
			
			
			
			
			
			
			
			
			
			
			
			

			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			

			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			

			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			

			
			
			
			

			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			

			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			

			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			

			
			
			
			
			
			
			
			
			
			
			
			
			
			
			

			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
			
		


			
			

		


			
			
			
			
			
			
			
			
			
			
			
			
			
		


			
			

		


			
			

		


			
			

		


			
			

		


			
			

		


			
			

		


			
			

		


			
			

		


			
			

		








			
				[image: ]
			

		




			
				[image: ]
			

		


OEBPS/image/Ad_2_BecomeaSpecialist_2.png
Join our team!
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cERTICED

Do You Have a Passion for
Productivity and Helping
Others Get Organized?

Inside our Certification Program, you will:

Master the Productive Environment Process™ and the
SOAR Method™

Learn how to organize paper, digital files, email, and
photos so your clients can find anything they file in
seconds

Build your own specialized productivity consulting
business or strengthen the one you have

Receive mentorship, support, and real-world client
coaching opportunities

Receive training, tools and marketing support to grow
your business — we'll build & host your first sales
funnel for you!

Join a community of mission-driven organizers and
productivity experts

Discover How to Become a Certified
Productive Environment Specialist
in 90 Days!

www.BecomeASpecialist.com
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You're Invited to the

SOARINTO ACTION™
WORKSHOP

THE NEXT STEP — DESIGNED TO TAKE YOU FROM LEARNING THE
SYSTEM TO USING IT IN REAL LIFE

In this hands-on workshop, you will:

» Set up your own SOAR Board™ — with guided, step-by-step support

+ Organize your Action and Reference items using the ART framework
— with real examples

+ Learn how to use the system daily — not perfectly, but consistently
and sustainably

« Walk away with focus, confidence, and clear next steps

Ready to move from insight to action?

SOARtoSuccessBook.com/Workshop







