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HOW TO GET INTO PRINT
GENERAL INFORMATION 

AND WRITING TIPS
• The Douglas County Sentinel welcomes 

news submissions concerning clubs, sports, 
churches, education, and other community 
activities.

• Everything submitted is subject to 
editing and all news articles run without a 
charge, but as space is available.

• Either type or legibly print your article, 
using upper and lower case letters (not all 
caps). If possible, double space between lines 
to allow room for copy editing marks.

• The basic elements of a news article are 
who, what, when, where and why. Make sure 
your article includes all five Ws.

• Write your news article in the third 
person (he, they, their) not in first person (I, 
we, our).

• Double-check the spellings of names, 
places, and dates mentioned in your news 
item.

• Always include the name, daytime 
number and email address of a contact 
person in case there are questions about the 
news item.

• The best way to send an article via the 
internet is to include the text of the article 
in the body of the email and not as an 
attachment. Do not send text as a jpg or any 
other type of graphic file.

• Photos should be sent as high 
resolution jpg files and include the first and 
last names of people pictured, the location 
of the photo, name of the event and other 
pertinent information.

Send news items to:
Email: ron@douglascountysentinel.com 

or news@douglascountysentinel.com.
Mail or drop by our office (office hours 

are weekdays 9 a.m. to 2 p.m.): 8501 Bowden 
St., Douglasville, GA 30134.

Questions? Call 770-942-6571.

‘In with the new, out with the 
old,’ is a saying repeatedly 
heard in the last weeks of 

2018, as the world prepares to 
usher in a new year 
full of opportunities 
for growth and 
development. With 
the new year, it is 
time to manage the 
continuing challenges 
of resolutions, time 
management, and 
organization. Time 
cannot be managed 
in the same manner 
that other resources 
can such as humans 
and information. Time is a 
resource that must be used 
the instant it is received. Time 
cannot be saved; you cannot 
get more of it, and it cannot be 
replaced. Therefore, knowing 
that we have a finite but 
valuable resource, how do we 
best use it to yield the results 
that will help us achieve our 
goals and dreams?

1. Set your priorities 
before the new year begins

Managing time effectively 
requires a distinction between 
what is important and urgent. 
As a business professional, 

it is highly likely that 
you will be lured 
with the urgent tasks 
crying for immediate 
attention at the expense 
of the critical tasks 
that will sulk and 
hide in the corner. 
Covey categorized 
activities into four 
quadrants: urgent, 
not urgent, important, 
and not important. 
The task is to sort 

all projected activities into a 
time matrix and then focus 
on the important tasks that 
will impact your career and 
increase the bottom line.

Keep in mind that your goal 
is not to check off the most 
items; rather you to mark off 
the highest priority items. By 
doing so, you can say no to 
activities that do not align with 
your mission.

2. Get organized and get 

rid of the clutter
Individuals are 

overwhelmed with 
ever-growing incoming 
information that demands 
attention (Geri & Gefen, 
2007). To manage time 
effectively and get the most 
important tasks completed, 
getting organized is essential, 
which involves managing 
clutter and designing 
a system of incoming 
processing information. The 
most common method to 
implement this strategy is 
to setup ‘keep,’ ‘toss,’ and 
‘give-away’ boxes for items in 
your workspace. Below are 
five strategies to help manage 
incoming information:

• Throw it away, delete it, 
or otherwise get rid of it.

• Delegate it: give it to 
someone else to do, file, or 
respond.

• Act on it yourself. Then 
throw it away or file it.

• File it temporarily until it 
needs action or until additional 
information is received. Follow 

up: a “tickler” file can be 
useful for holding temporary 
information.

• File it permanently.
Implement strategies to 

avoid wasting time
• Tackle the easiest tasks 

first.
• Create to-do lists at the 

end of the day for the next day.
• Use calendars to keep 

track of everything.
• Ignore unnecessary 

distractions.
With these necessary 

steps, 2019 should be 
productive and rewarding. 
The goal of managing time 
on purpose is to learn how to 
manage ourselves and other 
resources.

Dr. Deborah Johnson-Blake 
is an educator and the CEO of 
The Writing Pad, LLC, writing, 
editing and consultant firm and 
author of Managing Time on 
Purpose, a practical guide to 
help people become more time 
management efficient. www.
deborahjohnsonblake.org.

Time management, organization for the new year
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Want To
Go Home
For The
Holidays?

RENT A
VEHICLE
FROM US
& RIDE IN
STYLE!

Jessica Heflin
Rental Manager

WOW!
You can rent a Sentra for a whole week,
UNLIMITED MILES, $29.95/day or
$199.00/week plus tax*
Altima available @ $39.95/day
or $235.95/week
plus tax*
2018 NV200 Van
$80.95/day
plus tax*

Call or stop by for more
information & ask for Jessica.

*RENTALS START AT $19.95/DAY. PRICES VARY FOR DIFFERENT
MODELS. SEE DEALER FOR DETAILS.

Rent for 3 or more days
& your 4th day is

50% OFF!
With Coupon Only.

Expires December 31, 2018

*As LowAs
$19.95/Day!

• Residential & 
Commercial 
Services

• IT Consulting 
& Services to 
small & large 
businesses

• Servers
• Windows repair
• On-site Service
• Laptop Repair
• Networking
• Virus Removal

Computers Parts
& Upgrades LLC
Sales   Service   Repair   Consulting IT Consulting : 404-509-8700

2062 Fairburn Rd, 
Douglasville, GA 30135

770-942-0021

3003 Hwy 5,
 Douglasville, GA 30135  

678-715-3011

www.cpuga.com
cpuhwy5ga@gmail.com

We Are Growing!!
Stop by today see our larger store and expanding services. Now offering Framing and Photo Studio!

Image Recovery • Passport Pictures • Same Day Film Developing • 35mm & 120
9459 Hwy. 5, Suite K, Douglasville, GA 30135 • (770) 942-1470
Hours: Monday - Saturday: 10AM - 7PM • Sunday: Closed

thephotospot@att.net • www.ThePhotoSpotGA.com

Douglasville’s Full Service Photo Lab

Prints
Standard and Custom sizes

Canvas
Gallery Wrap

Posters
Sizes from

10x13 to 24x36

Photo Books
& Calendars

Happy Holidays From Our Family To Yours!

www.edwardjones.com
Member SIPC

Tony Farina, AAMS®
Financial Advisor

8432 Adair Street
Douglasville, GA 30134
770-920-8306

Tony Farina, AAMS®
Financial Advisor

8432 Adair Street
Douglasville, GA 30134
770-920-8306

F O R M O R E I N F O R M A T I O N C O N T A C T
K I A M J O N E S J O N E S K @ D O U G L A S V I L L E G A . G O V

O R 6 7 8 - 4 4 9 - 3 1 7 2

F O R M O R E I N F O R M A T I O N C O N T A C T
A M J O N E S J O N E S K @ D O U G L A S V I L L E G A G O V

ADULT
BASKETBALL

REGISTRATION

J E S S I E D A V I S P A R K

C A P T A I N S M E E T I N G
J A N U A R Y 3 1 , 2 0 1 9 | 6 : 3 0 P M

H A W T H O R N E C O M M U N I T Y C E N T E R


