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Clean off your desk to find what you need fast.  
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January is Get Organized (GO) Month, and January 10 is National Clean Off Your Desk Day, so set aside some time to declutter 
and organize one of the potentially most productive spaces in your home or workplace.  Here's how: 

1. Make an appointment with yourself, and keep it.  It's easy to be distracted by meetings, phone calls, and other tasks, 
but you've been wanting to get this done for a while now, so set aside those other activities just for today.  Silence your 
phone, put up an "away" message on your email, and close the door to your office (If you have one). 

2. Describe how you want to use your desk.  Name the specific tasks you want - or are expected - to accomplish at your 
desk, from paying bills to writing software code to preparing financial reports.  These uses will help you determine what 
items you need around you as you work.  Write these down for reference. 

3. Determine what tools and resources you need to do your work.  From the basics like a stapler and paper clips to 
more specialized job-specific tools like product samples or computer hardware, make a list that addresses your needs for 
each task you wrote in Step #2.  This will help you see what is currently on your desk and identify what will stay and what 
will go. 

4. Sort everything on your desk.  Make two piles, and have a trash receptacle close by.  Sort everything on your desk into 
three categores:  Keep - Act - Toss (K-A-T to remember more easily).  Keep items that you need for any of the tasks you 
listed in Step #2.  Make a separate pile for items that require you to Act within the next 48 hours.  Toss items that don't 
work, are damaged, or are no longer useful (they've expired or you are no longer interested in them). 

5. Place your Act items together and close at hand.  Whether in a tray or on the shelf of an organizer, put your Act items 
together, and mark each one with an action and deadline, like "call by Jan 14" or "email approved report by Jan 12."  If 
you use an electronic calendar, set up reminders to help you meet those deadlines. 

6. Organize your Keep items for access and efficiency.  Contain like items together:  pens & pencils, project paperwork, 
product samples, phone & message pad, action (Act) items.  Account for your "handedness," keeping items you 
frequently reach for at your left if you're left-handed, on the right if you're right-handed.  

7. Make it a habit to keep your desk organized.  Once each day, take five minutes to tidy the items on your desk, and 
once each week, set aside 15-20 minutes to re-organize papers and other items that tend to wander out of place during 
the week (K-A-T).  Move your Act items into files if you need to keep them, into the shredder or the trash if you don't once 
you've taken action.  If the same items tend to clutter the same places each week, consider adjusting your desk 
organization to accommodate this work preference. 

Share your tips here for clearing off your desk, and click on "subscribe" to be notified of future Get Organized articles. 
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