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Getting Organized Can Save Your Life! 
 
Okay, maybe thatÕs a bit melodramatic but É  
 
Do the piles of files and papers and unknowns scattered all over your office cause YOU any kind of stress? 
 
According to experts, stress is the number 1 cause of more than 75% of illnesses killing people all over the 
world. 
 
Kinda scary huh? 
 
That means getting organized can save you more that just time and money É  
 
It can save your life! 
 
HowÕs that for a prescription for living a longer life? 
 
ThereÕs no better time than right now to clean up the clutter surrounding you. Besides, itÕs getting in the 
way of your productivity and your space which means youÕre spending more time doing stuff which is 
causing you stress. 
 
I donÕt know about you, but IÕm getting stressed just thinking about the stress this clutter is causing you. So 
allow me to help you get more relaxed at work. 
 
HereÕs a few easy tips to get your office whipped into shape without causing you a lot of stress: 
 
Centralize your notes.  
Gather up all those stickies and random bits and bobs of information, and put them all into one place like a 
file folder, or my favorite tool for this is a spiral notebook. Everything is in one place Ð that way I donÕt waste 
time searching for information I need. 
 
Move electronics out of sight. 
Stuff like routers, cable modems, external drives, etc. should not be on your desk. Even if you do have 
enough room for them they are visual clutter. A small shoe rack under your desk is an inexpensive way to 
get these things out of your line of sight but still keep them off the floor and away from dust and dirt. 
 
Get real about your reading material. 
In your busy life you may not have as much time to read as you ideally want. Pare down that pile. Throw 
out anything older than 3 months. Instead of keeping the entire publication, tear out any article you want to 
read and discard the rest. 
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Find somewhere for those business cards. 
If you have a habit of collecting business cards but donÕt use a system to manage them, move them off 
your desk. Put them into a shoe box or a manila envelope, clearly labeled. If you reference your business 
cards then get a rolodex or better still, invest in a business card scanner. These are a technological marvel. 
Not only will it scan business cards Ð back side included. You can import the contact info into your contact 
database. Then you can toss the cards. 
 
Clean out your drawers. 
Uhm É you know what I mean. Quit using your desk drawers to store useless stuff. Get everything out of 
the drawers and buy yourself a Rubbermaid Drawer Director or two or more. This is my favorite organizing 
tool ever! They can be a bit fussy to find, but they are worth it. Email me if you want to know where I get 
them, and IÕll give you my source. 
 
Then put all those pens, sticky note pads, stapler, vitamins, and anything else you need, INSIDE the 
drawers. TheyÕll stay neat and tidy and organized in there. 
 
Reduce the paper. 
It looks like our Ôpaperless societyÕ is yet to show itself on the horizon, so why donÕt you consider going it 
alone. Get a scanner and begin scanning all those important documents into your computer. Be sure to 
have an easy-to-locate filing system so that you can find stuff when you need it. 
 
Put stuff away. 
It only takes a few additional seconds to put something back when youÕre done with it and will greatly 
reduce the amount of visual clutter in your workspace. My rule: donÕt put it down Ð put it away.  
 
When you eliminate all that visual clutter and stuff thatÕs getting in your way, and organize the few 
important things left behind - youÕll feel much more relaxed and stress free. 
 
Whew! I feel a bit like a hero. I may have just added a few more years onto your life. Feel better now? 
 
Now, get on with your day! 

 
 

 
 
Georgina Forrest, your Organizing Expert, provides office organizing services, consulting and training workshops to 
busy professionals. She shows them how to get calm-control of their workspace Ð one pile at a time. Sign up for her 
unconventional FREE audio tips  -  7 PAINLESS TIPS TO GET & STAY ORGANIZED Ð FOREVER!  at 
http://sworganizing.ca  
 
Want to use this article? Contact me at info@sworganizing.ca or 403.615.4349.  Thank you.  

 


