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Get Organized At Work



Creating a 

Productive 

Environment 

in the Digital 

Age
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A 

Productive 

Environment?

What isé



An intentional setting

in which everything around 

you supports your ability

to accomplish your work and 

enjoy your life!

A Productive EnvironmentÊ



Greening Your Small Business

Jennifer Kaplan 

Professionals spend 50% of their day looking for 

information.

*

25% indicate the volume of email causes them to 

fall behind in work.

*

93% of business professionals rate their work 

space as "cluttered" to some degree

A Productive EnvironmentÊ
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The Challenge: 

Information Overload
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What Causes Information 

Overload?



Why Create A Productive 

Environment?

To complete a task you need           

to be able to concentrate.

To concentrate you need to 

minimize distractions.

Clutter is distracting.



Source:  Client Data, Pre-Training Info-Excellence Survey

Deschutes County Observations:



V Increased Information

V Increased Workload

V Decreased Workforce

V Highly Transitional Workforce

V Highly Mobile Workforce

V Decreased Space

V 24/7 Expectations

V Ever-changing legal guidelines

The State of the Office



ñYou cant 

change 

what you 

donôt 

measureò



The Productive Environment Scorecard

1. What seems 

to be ñtalking 

the loudestò?

2. What is the 

ñ1ò thing?



When you 

leave 

todayééé?



Objective
Provide insights, tools and 

practices which enable

you to become more productive 

(organized) at Worké



Agenda
1. Preview some basic principals to creating a 

productive environment.

2. Look at a simple process to facilitate managing 

paper, tasks and to-doôs

3. Review The Essential 7 

4. Touch on Tasks & Priority Management

5. Email Management & The  Email Vault

6. Next Steps and Resources



Your ability to accomplish 

anything is related to your 

ability to find what you need 

when you need it.

Productivity Principal



1. Organization in physical space.

2. Organization of time.

3. Organization of information.

4. Organization of physical ñstuffò.

A Productive EnvironmentÊ 

Includes



Clutter is Postponed Decisions®

Productivity Principal



S ave 

Y ou 

S pace/Stress

T ime 

E nergy

M oney

Because 

Clutter Is

Postponed

DecisionsÊ

Systems



Productivity is an Art

1. Does it work?

2. Do you like it?

3. Does it work for Others?

4. Can you recover quickly?




