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The number of people that 
work from home has 
increased 10 fold in the last 

ten years and I would guess the 
amount of mail we receive has 
kept pace!  Keeping on top of all 
the paper, supplies and clutter that 
goes with it overwhelms even the 
most organized.  With some plan-
ning and organizing you can cre-
ate a space where function meets 
fabulous.  

Take the time to rethink and 
reorganize this important space.  
The kitchen may be the heart of 
your home but the home office is 
the bread and butter!  Your office 
project can be broken down into 3 
steps.  Determine your tasks, cre-
ate a plan and then get organized. 

Be Task Oriented
Create a list of your personal 

and work needs.  For example: 
mail center, bill paying and financ-
es are personal where as market-
ing materials, client files and refer-
ence items are work related.  Once 
your list is done you can identify 
the best location for each task.  

Your Plan
Once you’ve determined your 

tasks it’s much easier to decide 
where everything should land.  
The problem may be your desk 
or lack there of or you may need 
to rearrange and relocate some of 
the cable and phone lines, but if it 
makes your space more functional 
then call in the troops to get it 
done!  

Does your desk work for you?  
A new desk or a good retrofit may 
be the solution for helping you 
get more organized. Somewhere 
along the line we purchased a desk 
without drawers and file cabinets.  
We bought into the paperless 
society myth and our desk reflects 
that!  If you aren’t ready to toss the 
desk out with junk mail, check out 
the COS product line from Harris 
WorkSystems.  There are fabulous 
ways to retrofit your desk to create 
homes for all that paper.  Harris 
WorkSystems also has an incred-
ible line of desks.  Some of them 
even have adjustable heights-now 
that’s fabulous!

Is your back out of wack?  
Consider purchasing a chair to fit 
your back.  An ergonomic chair is 
a tool just like the computer and if 
positioned properly and to fit your 
body your productivity increases.  

Get Organized
There are so many great tools 

to support getting organized, 
identify the best products for your 
space and style.  Are you a piler, 
filer, or into binders?  If you are 
a piler, find boxes and cubbies to 
keep your paper under control.  A 
leather box could house your bills, 
envelopes, stamps and check-
book.   Filers have a ton of options 
including desktop file boxes for 
your most active files and the 
decorative file folders to suit your 
personal style.  If you prefer to 
organize using binders there are 
options beyond the traditional 
3-ring binder.  Unikeep makes an 
interesting file box which works 
well for both the binder and piler.

Resources:
Harris WorkSystems 
503.643.3018   
www.harrisworksystems.com   
www.Unikeep.com 
www.Storables.com

As the owner and founder of Organize 
in Style,  Krista Colvin helps organized 
people get more organized.  She is an 
energetic speaker and professional 
organizing consultant.  To register for 
her inspirational newsletter visit www.
organizeinstyle.com   Please contact 
her at 360.921.2843 or Krista@orga-
nizeinstyle.com  
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Organize 
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5 Simple 
and Quick 
Solutions
1.  Create a sup-
ply box…box up all 
those staples and 
the Costco-sized 
bag of rubber bands, 
label it and store it 
in your office closest 
or credenza.

2.  Use post-its 
sparingly… Instead 
keep a pad of paper 
or notebook nearby 
to log calls, jot down 
notes and create 
your to-do list.

3.  Corral all those 
business cards in a 
3-ring binder with 
business card pages.  

4.  Clear your desk-
top… if you don’t 
use your stapler and 
tape everyday, stick 
them in a nearby 
drawer.

5.  Unclog your file 
drawers… Move your 
dead files and old 
taxes to a different 
area for storage.

Bringing Order to Your

Home Office COS Folder Holder is my favorite!  
It’s clean lines and boxiness make 
it easy to cluster together your 
projects and take them with you 
out the door.  Available at Harris 
WorkSystems

COS Down Under utilizes the 
open space underneath your work 
surface.  It swivels, retracts and 
rotates!   What a fabulous and 
functional way to keep your files 
close at hand and off your desk.   
Available at Harris WorkSystems. ❖

COS Slatwall II is designed to cre-
ate added workspace and is avail-
able in both desk and wall mount.  
They even customize it for you!  
Available at Harris WorkSystems
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Does your Desk work for you?  
A new desk or a good retrofit may be the solution for helping you get more organized.
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