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Spring is the traditional time of year to clean and organize your home, but it’s also a great time to manage 

the clutter at work. Organizing your workspace can improve productivity as well as boost your motivation. 

However, it can be tempting to put off tackling workspace clutter because it can be an overwhelming task. 

Follow the spring cleaning tips below to help get your workspace in order. 

 

Schedule it in. Set aside a specific day and time to clean and organize your workspace. Choose a time 

when your office is quieter to reduce interruptions. By including your plans to clean and organize in your 

schedule, you'll have a greater chance of actually getting it done. You might want to break up the project 

into smaller tasks to be completed during slower times throughout the workweek. This will help the whole 

endeavor seem less overwhelming. 

Create a system that works for you. Approach your spring cleaning with a customized plan of action. 

Spend a little time figuring out what makes sense for your needs. Assign a place for everything according 

to its function and priority, keeping your most commonly used materials and equipment within reach and 

putting items less frequently used further away. While you plan, remember to look for solutions that are 

specific to your job as well as your unique work style and workspace. 

Sort through the piles of paper. Separate your loose paperwork into the following categories:  

Act. While going through your papers, set aside those that require specific action from you. Include 

anything requiring you to place a phone call, write an email, or enter information into your planner or 

computer. Resist the urge to stop and act on them before you finish organizing. 

Store. Papers in this pile should fit into one of three categories: active, reference, and archive. The first 

category includes papers related to your current projects. These papers should eventually be filed clos-

est to you. Papers you need to reference regularly belong in the second category and should be located 

further away. The third category includes papers that you cannot throw away but do not need to use or 
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consult on a regular basis. These can be located the furthest from you. If your department has an area 

dedicated to file storage, it may be appropriate to store these papers there. 

Distribute. Papers that belong to others or that you think they might need go in this pile. These items 

should be delivered to the appropriate people after you have finished sorting. 

Recycle. This pile is for all papers that are outdated or not needed. You know what to do with this pile. 

After your loose paperwork is sorted and placed into file folders, locate the files according to their category 

by priority and frequency of use. If a file folder does not have a set order for the documents inside, organ-

ize them chronologically with the most recent in front. This will make it easier to locate documents later. 

Dealing with digital clutter. Even though digital files won’t physically clutter your workspace, organizing 

your computer files and emails is key to minimizing stress and saving time. Use a system for organizing 

your digital file folders that is consistent with your paper filing system. Limit the use of desktop icons by 

not creating shortcuts to every single file folder. Otherwise, the visual clutter on your computer desktop 

will make locating files a difficult and time-consuming process. 

Set aside time for daily maintenance. Use the last ten minutes of each workday to return things to their 

rightful places, clean up waste, and get your workspace ready for the next day’s events. Doing so creates a 

welcoming environment for your arrival each day. 

 

Once your workspace has been organized and cleaned, make a commitment to keep it that way. Implement 

a personal file-as-you-go policy. If you regularly return materials to their file (and files to their places) it 

will prevent clutter from creeping up on you and becoming overwhelming. With a small amount of consis-

tent effort, you should be able to maintain the clean and orderly workspace you have created. 


