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When it comes to your paper management, 

your style comes into play more than you 

think. Managing daily paper flow is, in part, 

dependent upon whether or not you need 

visual cues. This is important to know when 

organizing your desktop and workspace as 

well.

Space management includes desk placement, 

paper flow and containerization, file and 

supply storage, space allotment, lighting, 

comfort, ergonomics and esthetics.

This booklet provides some basic information 

on all these things in hopes it will get you 

going.

When it comes to time management, the goal 

is to use your time more effectively and 

efficiently in order to improve your… 

productivity,  free time, and peace of mind.  

Using your space more efficiently helps the 

cause!

Here we go…

Clear your desk. Clear your mind.  

Organize it
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Office layout…

Tip #1

Take measurements of your room and existing 

furniture pieces.

Tip #2

Plan the layout of your furniture in your work 

area by drawing it to scale, using a furniture 

planner ‘kit’ or a computer program.

Tip #3

Be aware of your electrical requirements. An 

outlet may be added at nominal cost through 

either purchasing either a power strip or 

contacting your local electrician.

Tip #4

Remember line requirements. This includes fax, 

modem and cable lines…cause ya can’t live 

without ‘em.

Tip #5

Use 'unusable' space to your advantage through 

furniture and storage mechanisms that are 

modular, adaptable, and convertible.
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Tip #6

Most people want and need surface space to 

spread out horizontally while working on 

projects. Provide as much surface space as 

possible through furniture choices and 

placement. 

Tip # 7

If you have space shortage, remember you can 

store up the wall or hang items from the 

ceiling.

Lighting…

Tip #8

Take lighting needs into consideration. There 

are usually multiple levels and types of 

lighting needs.

Tip #9

50 to 100 foot candles of light are needed for 

writing or working at a desk.

Tip #10

Ambient lighting is overhead lighting. Make 

sure your wattage is strong enough for what 

you need.
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Tip #11

When possible, buy LED bulbs. They have 5 

times the life span of an incandescent bulb 

and use less lumens while providing the 

equivalent wattage of traditional bulbs. 

Tip #12

Task lighting is specific lighting placed 

directly over your work area. Halogen lights 

are popular and provide clear, bright light.

Tip #13

Don't forget to use natural lights to your 

advantage when you can. But you might need 

to consider using a glare screen on the 

computer. 

Ergonomics…It’s more than comfort

Tip #14

Definition: “The science that seeks to adapt 

work or working conditions to suit the worker; 

the study of the problems of people adjusting to 

their environment”.  
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Tip #15

There is a documented rise in work-related 

injuries, mostly related to computer usage.  

These are called Cumulative Trauma Disorders 

(CTDs). Stop and ask yourself if you have been 

experiencing any types of on-going problems 

with your back, shoulder or neck, eye stress and 

strain.

Tip #16

Tired eyes, sore neck and shoulders, pain or 

tingling in wrists or hands, and cramped legs 

can be indications of CDTs.  If you regularly 

experience any of these symptoms, stop and take 

a look at your work area and see if it is ‘user 

friendly’.

Tip #17

Eyes need to be approximately 24” - 36” from 

your computer screen.

Tip #18

Top of your computer screen should be just 

below eye level.
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Tip #19

Head and neck should be bent within a 15 

degree angle either up or down.

Tip #20

Back and shoulders should be relaxed.

Tip #21

Elbows should rest on the arms of the chair.

Tip #22

Your keyboard surface should be about 27” from 

the floor.

Tip #23

Feet need to be securely on the floor.  If your 

feet don’t reach the floor, buy a footrest or stack 

some books/catalogues on the floor for support.

Tip #24

Wrists need to extend at a 90-degree angle from 

your arm’s resting position. If not, adjust your 

chair height and invest in a wrist rest. 

Carpal Tunnel Syndrome is on the rise.
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Tip #25

U-shaped furniture configuration is preferred and 

considered more efficient.  It includes a desk, a 

credenza and a computer table between the two to 

serve as a bridge or apron.

Tip #26

L-shaped furniture configuration is the second 

most desired.  A desk and computer or work table.

Tip #27

Remember style...you may not want a traditional 

desk.  A workstation or table may better suit your 

needs. And don’t forget to consider a ‘stand up’ 

desk—they’re better for you and growing in 

popularity.

Tip #28

You don’t need to spend a lot of money to create an 

efficient office space. A door resting horizontally on 

two two-drawer filing cabinets works for just as 

well.
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Tip #29

Remember aesthetics. If it looks nice, it probably feels good which makes 

your workspace that much more pleasant.
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Tip #30

To prevent damage to a rug, always use a 

plastic-type floor mat underneath rolling 

chairs.

Tip #31

The idea is to create a Centerpoint where all 

you have to do is simply turn your chair to 

access what you need—without ever leaving 

your chair.  Remember the U-shaped and L-

shaped layouts.

Your Centerpoint…

Tip #32

Consider the flow of your paper after it enters 

your office...how it comes in, how you use it, 

file it, store it, and get rid of it.

Tip #33

Your desktop should be used for current and 

daily paper-related activities.

Tip #34

If you have room, consider a small spare table 

for storing on-going, current projects.
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Tip #35

Store things you use close to where you use   

them.

Storing paper…

Tip #36

There are 3 types of paper groups: incoming, 

action, and current project papers.

Tip #37

Incoming papers are brought into your space 

by you and others.

Tip #38

Action papers are ones you use daily or several 

times a week.

Tip #39

Project papers are ones you touch often, but 

not necessarily daily.
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Tip #40

A container itself is a ‘home’ 

for papers and more 

importantly acts as 

shorthand method of telling 

you where things are and 

what needs your attention.  
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Tip #41

There are four types of files: 

current, project, reference 

and archival. 

Tip #42 

Current files are ones you 

use or refer to several 

times a week. They can be 

stored on your desktop. 



Tip #43

Project files are ones related 

to a specific project you are 

working on. They can be stored 

to the side or behind you.
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Tip #44

Reference files are kept 

within the office, generally in 

filing cabinets.

Tip #45

Archival files are stored in 

another room or off 

premises—they just don’t 

look like this! An example 

of these types of files would 

be old tax returns.



Tip #46

Keep supplies together in one area. This 

provides a spot-check method for inventory 

which saves time & money when ordering.

Tip #47

Store supplies in a container with doors or 

drawers. Otherwise it can create a cluttered and 

messy appearance (which can become 

distracting). 

Tip #48

Fax or computer supplies can be stored in a 

storage cabinet. If there’s enough storage room 

near the machines, supplies can be kept there.

Tip #49

Store letterhead and envelopes in an area 

within your Centerpoint.

Tip #50

Continually refine your workspace by taking a 

mental check at regular intervals to see if your 

arrangement is still working for you.  If not, 

then edit, edit, edit!
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Here’s a post that speaks to the office 

designs of today. 

Some good…some not so much!

http://www.facilitiesnet.com/commercialofficefacilities/article/Collaboration-Connection-Hallmarks-Of-High-Performance-Office-Space--17119
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