Get Your Workspace in Shape for 2018

While many small business owners may be relaxing this week
between Christmas and New Year’s, I'm getting a jump on
2018 by decluttering my office. I'm usually okay with a little
clutter, but between traveling and the holidays, the mess on
my desk is making it hard to be productive.

If this sounds all too familiar, here’s a plan to help get your
workspace organized for the New Year.

1. Getthree empty “sorting” boxes. Label them “Keep,”
“Discard,” and “Donate.”

2. Start with your desktop—sort your stuff into the appropri-
ate box.

3. Go through your “Keep” box, decide what should be re-
turned to the top of your desk, and what can go else-
where. For peak productivity, only put the stuff you use
every day on top of your desk.

4. Now move on to the interior of your desk, and repeat the
sorting process. This is not the time for sentimentality—
toss the stuff you don’t need or use.

5. Take down everything on your walls, including bulletin
boards.

6. Have you been hoarding old electronics, because you did-
n’t know what to do with them? Take any old devices,
including cords and chargers, and donate them. Some
cities have specific electronic recycling centers. Or you can
drop electronics off at a local Goodwill (and get a tax de-
duction, too).

7. Check your bookshelves for outdated books you no longer
use. In many cases, the information in those books can be
found online, allowing you to clear your shelves.

8. Do you still have file cabinets? Shred old files you no long-
er need. For the papers you want to keep, try converting
them into digital files by scanning them. This not only will
open up a lot of space in your office but will make it easier
to access files.

9. Dust, vacuum and sweep your workspace. Clean your win-
dows—and your electronics—they make wipes specifically
to clean electronic screens. And don’t forget to remove
any crumbs from your keyboards.

10. If you're ready for a real change, consider moving some
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have two wastebaskets, (both on the smallish side), one of
which is designated for recyclables.

11. Do your printers, copiers, multifunction devices and other
office equipment need to be cleaned? Check the manuals
before you get started; you don’t want to accidentally
break something.

12. Is anything in need of repair or replacement? Get it done
now.

13. This is actually a great time of year to find deals on office
supplies.

14. Clear your computer’s cache at least once a year (if not
more often).

15. How many emails are in your inbox? Create folders in your
email system, and move the appropriate emails to them.

16. Do you have a computer cleaning app? Clean your comput-
er annually.

17. Get rid of apps you're not using (properly uninstalling
them,) and delete bookmarks you no longer use. Do this on
your mobile devices as well.

18. If your computer is sluggish when starting up, check the
apps that launch when you turn on your computer.

If this sounds like a lot—it is. It will realistically take you a day
or two (or three, depending on how disorganized you are). But
when you’re done, you’ll feel refreshed and ready to start the
New Year with a clear head—and office.

If you have employees, urge them to clean up their workspaces
and devices as well. Why not bring in pizza and have an office-
wide “clean-up day”?

Source: www.score.org .
www.OhioMBE.com
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OhioMBE Awards 2017 Top FBE: Sandra Madison, AIA

Sandra Madison was born in Baltimore, Maryland and graduated [~ == b

from Northwestern High School in the 11" grade with honors

-
and was accepted on scholarship at the University of Maryland o
College Park. During the summer after high school graduation,

_—

she was accepted at Harvard University Graduate School of
Design’s Career Discovery Program for Urban Design. This pro-
gram crystalized her decision to apply to the School of Architec-
ture within the University of Maryland, College Park. In her sen-
ior year, Sandra was invited to speak as Valedictorian to her
graduating class and was the only African American Architecture
graduate in her class.

After 10 years of working in Architectural Firms in Baltimore,
Sandra moved to Cleveland to worked with Robert P. Madison
International, Inc. (RPMI) where she worked for 26 years before
becoming majority Owner with title CEO, Chairperson. Today,
RPMI is the largest black female owned architecture firm in the
State of Ohio. It should be noted that only 2% of all licensed
architects are black and only 18% of all licensed architects are
female.

Her professional affiliations include the American Institute of

Architects where she serves on the Women In Architecture Committee and the AIA Outreach Council, the Shaker Heights Archi-
tectural Review Board where she has served for over 12 years and is currently Chairperson and has served on the Mount Pleas-
ant Design Review Advisory Board in Cleveland and the Friends of Shaker School Foundation.

Sandra is married to Architect and firm President, R. Kevin Madison, AIA and they have a son, Kevin Jr, and a daughter, Maya.
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