Ten Simple Steps to Declutter Your Desk
Step 1:  Why we feel overwhelmed…Visual Clutter.
· Desk Pictures

· What do you see?

· Look at the picture for a minute 

· List all the things you could see on the desk

· What direction is the stapler facing

· Which side of the desk is…

· Feeling when desk is cluttered

· Lack of focus

· Irritation

· Fatigue

· Reasons:  Brain

· What happens to the brain’s visual systems when it encounters multiple objects

· Brain activity is reduced (like when you hear 4 kids screaming all at once – meaningless noise)

· Visual objects are competing, there will be one winner – could have been easy to see or we care more about it

· Brain’s visual activity will increase for that object
Step 2:  Have a place for stuff.
· Looking at your desk picture – identify the small stuff

· Place for purse and wallet – is it secure?

· Can those things find a permanent home?
Step 3:  Less is Best…in pens and pencils.
· How full is your pen/pencil holder…where did they come from?

· Count the number of pens & pencils
· Isolate the “favorites”

· What to do with the rest?
Step 4:  Proximity based on use.  (Not paper, yet)
· Common sense approach

· Closest -- What do you use everyday?
· Easy Access

· What can you reach without moving your chair or getting up

· Easy filing – important organizational tip

· The more effort it takes, the more difficult it will be to stay organized
Step 5:  Move electronics out of sight. – remember visual clutter!
· Which is on your desk?  

· Cable modem?

· Wireless router?

· Where can you move it?
Step 6:  Banish Post-it Notes.
· Easy to lose
· Ugly when plastered on the monitor

· Better solution 

· little notebook (not the back of an old envelope)
· keeps all things in one place

· portable

· Hipster PDA (stack of index cards – can be made more fancy with binder clips)

· DYI Planner
Step 7:  Paper Management – A place for everything


The Set Up….
· Inbox – stackable letter tray
· Items that don’t have a place yet

· Memos

· Printouts

· Random “things” from random people

· Incubate box – stackable letter tray

· “on hold items”

· Not ready to do or complete

· Articles to read

· Potential projects

· Information on events you may attend

· Action & Tickler Files (Merlin Mann’s 43 Folders)
· A-Z File for items taking more than 2 minutes

· Temporary Filing
· Remove duplicate files

· Tickler File (date – labeled files)
· Checking everyday is a habit that’s cultivated – gets easier if the system is easy!

· Put into it “stuff” that REALLY needs to be done that day

· Option – 7 daily folders/12 monthly folders

· Current Projects rack/file box

· Create one folder for each project

· Filing Cabinet

· Completed Projects

· General Reference Items

· Things you want to look at again

· Dump Boxes – keep them close
· Trash Can

· Recycle

· Shredder
Step 8:  Use it or Trash it

The Process…..Get it Done!
· Start – put all papers in the In Box (if it doesn’t fit, set it next to the In Box

· Do It --Ask yourself “Can I act on this?”
· Less than 2 minutes – just do it!
· Delegate it
· Is there someone else who can do it?

· Defer it
· If it takes more than 2 minutes, put it in the Action, Project  or Tickler file

· No Action needed
· Trash it, recycle it or shred it if you don’t need it

· Put it in the “incubate” – if you are not ready to deal with it

· Archive it in the filing cabinet

· Have you considered scanning? Scan vs filing

· Turn important documents into PDFs and keep them on the computer

· Make them searchable (OCR Optical character recognition)

· Trash those printouts --If it’s on your computer – leave it there.  Throw out that printout!

Step 9:  Let’s Review – managing paper (review/process your in box)
· Daily
· At least twice
· Empty at end of day for fresh start tomorrow
· Weekly

· At end of work week
· Move completed projects to filing cabinet/scan
· Review what is in incubate tray and make decision
· Monthly
· Prune Filing Cabinet
Step 10:  Keep it clean!  And Bright!

Windex and a paper towel!
· Keep it close by

· Wipe down your work area daily (end of night)

· Forces you to put things away!

Have enough Light?
· A bright work area is easier to keep clean!
Conclusion:

· Organize as you go.  

· More efficient to stay organized

· Less tiring

· Use the “touch it once” rule

· Take small steps

· Clear a 1-foot by 1-foot area each day

· Set a 10-minute limit on filing/clearing

· Iron Chef Fable
Brainstorm session:


Pass out examples
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