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Mind Maps: A Powerful

Organizing Tool for Planning
By Jennifer Raftis, CPO Efficiency Matters, LL.C

What I have discovered with many of my clients is that they are often
overwhelmed with managing the multiple tasks needed to organize pro-
jects, manage to-do lists, plan a trip ... you name it. The brain can only
hold so many thoughts at the same time, so how do you sort it all out?

I have successfully been using a tool called mind mapping for years.
A mind map is a powerful visual planning tool that allows you to capture
all your ideas at once, sort them out, and eliminate the overwhelming
confusion. A mind map gets information out of your brain and can be a
creative and logical means of note taking that literally “maps out your
ideas.” This powerful tool uses both the left and right brain thinking tools,
which helps with clarity, structure, and organization of your thoughts.

There are so many ways to use a mind map, such as planning a vaca-
tion, planning your week, your remodel, your garage organization pro-
ject, brainstorming ideas and projects both short and long term ... the
possibilities are limitless.

The best way to explain how to use a mind map is to show you. You
can find many types of mind maps on the internet. Here is the mind map
that I use and give to all of my clients (I've included a link to a printable
copy at the end of the article):
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This kind of mind map is often called a spider map.

The center of a mind map looks a little bit like a spider with many
legs; the body is the main topic with the multiple legs leading to the re-
lated subtopics.

The circles that are around the main circle are the subtopics. I like to
prioritize the subtopics by using the top right circle first then working
clockwise. The lines below each subtopic list the related tasks that need to
be completed.

... continued on Page OHS8



