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Leave work ready for the next day by  

forming a few habits 
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Use some simple habits at the end of your work day to find more time to spend with your pets. 
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Define your clutter to get organized 

Whether you work at a location away from home or in your own home office, it's easy to end the work day feeling frazzled, irritable, 
and generally stressed.  Those feelings make it difficult to relax during your after-work time, too.   
 
By forming a few simple habits, you can relieve work stress and have a more peaceful evening at home: 
1. Set aside time to wrap up your work day.  This will help you make the transition from work time to personal time.  You 

should need no more than about 15 minutes.  To help make this a habit, mark the time on your calendar or in your appointment 
book, and treat it as you would any other commitment. 
 

2. Sort and file papers.  During the day, many documents, sticky notes, telephone messages, and other papers accumulate on 
and around your desk.  Do an end-of-day sort using the File-Act-Toss method.  You'll have a clearer idea of what you've 
accomplished and what remains to be done. 
 

3. Straighten up your computer's desktop. Similar to your paper sort, review your email list and desktop documents, moving, 
tagging, and deleting items as appropriate. 
 

4. Update an existing task list, or create one for the following day.  Make notations by each task that include priority (for 
example, High-Medium-Low), deadlines, and other people who should contribute or participate in each task. 
 

5. Straighten up your work space.  There's no need to completely clear your desk or work space, but take a few minutes to set 
up the files, materials, and other items you'll need at your fingertips when you begin work the next day. 
 

By making it a habit to attend to these simple end-of-day activities, you will find it easier to leave work knowing that you're ready for 
the next day, and you'll enjoy your personal time much more. 
 
For additional time management tips, visit these resources: 

 Organizetips.com 

 LifeOrganizers.com 

 Vandelay Design 
 
Add your own ideas here, and click on "subscribe" to be notified of future Get Organized articles. 
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