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Get Organized for National Clean-Off-Your-Desk Day, January 12, 2005

Eliminate Piles With A Simple Six-Step System

Highlands Ranch, CO(August 2004— This is a productivity consultant’s dream come true—thousands of people across the U.S. straightening out their offices on January 13!  

Yes, Clean-Off-Your-Desk Day really is a national holiday.  Anne Chase Moeller, the daughter of Mr. Chase of Chase’s Annual Events—the book where holidays are listed—originated this holiday.  As history tells it, Mr. Chase was a very disorganized person.  He was practically drowning in a sea of paper, and his desk was in complete disarray.  Unfortunately, Anne had to share his desk.  She first tried to cover his mess with a cloth and work on top of it.  When she finished working, she would put her work and cloth away.  She soon grew tired of this practice and demanded her father clean off his desk at least one day each year.  So naturally, being in the business, she entered Clean-Off-Your-Desk Day in her father’s record book to remind him.  And the rest, as they say, is history.

If you’re convinced you’re wasting time, losing money, and working harder than you should, where should you start?  Are you like Mr. Chase, drowning in a sea of paper?  Do you have a “someday” pile, a “decide later” pile, an “action” pile, and a “just for a while” pile?  Do you manage with a “stack” system or keep all your “to-dos” in your in-basket?  If these questions ring true, you can realize a significant increase in productivity by organizing the mounds of paper on your desk.  

Bestselling author Laura Stack offers a system called the “6 D” method to help workers clear the clutter.  When you pick up a piece of paper for the first time from your in-box, you decide which of the six actions is appropriate and put it in its proper place.  

The 6-D’s are:

1. Discard—Put the paper in a trashcan, recycling bin, and/or shredder.  Many people have “the fear of dumping.”  Ask yourself the tough questions—do you really have the time to read it?  What’s the worst that could happen if you throw it away?  Can you get another copy if necessary?  You must be ruthless in this stage!  Remember we only look for 20% of all the paper we insisted on saving.

2. Delegate—Refer the item to someone else.  Immediately put it in an envelope or attach a routing label.  Get it going out the door to that person right away.  We cannot “manage by doing” in the Information Age, so give away as much as possible.

3. Do—If you have the time, complete, review, sign, or reply to the item immediately.  Then get it going back out the door to the requester.  This step is generally for action items that will only require two to five minutes to complete.  Investing the time now will save time in the long run because you won’t have to shuffle the paper around.

4. Date—For papers you can’t work on immediately, determine when you need to see the item again and file in your Tickler (pop-up, calendar, bring-up) file for paper.  Or designate an action file for each item, such as a “to be read” file, “to be copied” file, “to be faxed” file, “computer” file, or appropriate Project file.

5. Drawer—File items you can’t toss, delegate, and that don’t require any action.  Temporarily put these papers in a “to be filed” bin or folder or a “to create a file for” folder.  File at least once a week.

6. Deter—Halt the paper; keep it from coming across your desk again.  Make a quick phone call to get off the routing list for reports, memos, letters, minutes, catalogues, magazines, and junk mail that you don’t need or have time to read.

So get your organizing equipment ready for January 12!  Surround yourself with the trashcan, recycling bin, envelopes, routing labels, tickler file, “to be filed” folder, phone, and pen.  Then attack your piles.  Put one stack of paper before you, square it up, pick up each piece of paper, and apply the 6-D system.  Do not put a paper down until you have made a decision about where it goes. It doesn’t necessarily mean you have to do it, just put it away.  Work through all your piles in this manner.  

Laura Stack, MBA, CSP (Certified Speaking Professional) is “The Productivity Pro®.”  She is the president of an international consulting firm specializing in productivity improvement in high-stress industries and the author of the bestselling book Leave the Office Earlier (Broadway Books, 2004).  For a review copy or to arrange an interview with the author, please contact Laura Stack at Laura@TheProductivityPro.com or 303-471-7401.
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