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operations busir operations

Disorder Distracts in the Workplace

Office Organization a Good Habit to Cultivate

By Pat Heydlauff THE U.8. NATIONAL ASSOCTATION of Professional
Oirganizaions wdennfies paper cluter as 2 mapor impediment o
productivity, Some studies hove concluded that the avernge persom
wastes 4.3 howrs per week seaching for papers, which can create
distrsc e in the workplace and undemine conoeneration, Mishandlsd
paperadnd ales hinders costomer service amd can ulimaely disoourege
sales mncl affec a company s batom e,

Huge corporations and one-person offices alike cam benefit from
dispelling chetter. Betler orpanzation can:
 Increase producivity and proditabilioy
= Keep information confidential and secue
= Reduce menal overload and soness
v Rexuce workplace accudencs and gulls
« Save e and improve effectiveness

An information management sysiem s more than just a filing
sysiem. Documenis and messages amive from many sowces, incheding
vid pital service, e-mail, e messages, oell phones and cowner
LT,

First off, w must be categonzed - pul imto permanent archives or
throram vy, An edlicient odhice needs wols i steamiline that sk such
as file folders., filing cahingts for cument indormation, boxes for archives
amd scanmers with hackup capabilities for managing infoemation
elecmonically,

Here are some ulgge:-;lnd prracices;

o Bet aside tme weskly 10 manage ad onganize informaton, and
adbere o that commument like on appoiniment.

* Diesks should be clearsd at the end of the day so ot least 805 of the
deskinp is visible,

= Remove deskiop fens that are raiely weed. Pl evervihing el inu

drvwers, cubacles or comiainers thal are I.'.i:l.'\-'ll} wevessihle,

Limnie the mumher of personal phowographs

Lz colour-coded wertical deskiop Ak soners — Le. preen folders for

new clients, red foldess for established cliencs that provide you good

husiness, and yvellow folders for less impomant bue stll necessary

infowmeation, That way cliens informeation can e more quickly Found,

which can impiove chient relations and resules,

o Dl with documents as they arrive, making a decisomn whether they
recquire petion or can be throamn out or deleted.

Employers might consider promoting a Clean Desk orClean Workspace
Palicy with a reward sysiem for those who comply, Employees could
alzn be encowraged w place one personal, creative iem oo their desks
where the stacks of paper once sal, Thas will serve 2 a rerminder af how
25y I k= 0o sty cluer-free wud sress-fes,

Cluiter must be deali with mutinely and regulary. Informaion
onganization will become part of employess” rowline and the corporals
culoene iF practices ae camied oul daily, 1l
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