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

Step 2:  Have a place for stuff.
Step 3:  Less is Best…in pens and pencils.

Step 4:  Proximity based on use.

Step 5:  Move electronics out of sight.

Step 6:  Banish Post-it Notes.

Step 7:  Paper Management – A place for everything
Step 8:  Use it or Trash it

Step 9:  Let’s Review
Step 10:  Keep it clean!
