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Get Your WorkspaĐe iŶ Shape for ϮϬϭϴ 

 

While ŵaŶǇ sŵall ďusiŶess oǁŶeƌs ŵaǇ ďe ƌelaǆiŶg this ǁeek 
ďetǁeeŶ Chƌistŵas aŶd Neǁ Yeaƌ’s, I’ŵ gettiŶg a juŵp oŶ 
ϮϬϭϴ ďǇ deĐlutteƌiŶg ŵǇ offiĐe. I’ŵ usuallǇ okaǇ ǁith a little 
Đlutteƌ, ďut ďetǁeeŶ tƌaǀeliŶg aŶd the holidaǇs, the ŵess oŶ 
ŵǇ desk is ŵakiŶg it haƌd to ďe pƌoduĐtiǀe. 
 

If this souŶds all too faŵiliar, here’s a plaŶ to help get Ǉour 
ǁorkspaĐe orgaŶized for the Neǁ Year. 

ϭ. Get thƌee eŵptǇ ͞soƌtiŶg͟ ďoǆes. Laďel theŵ ͞Keep,͟ 
͞DisĐaƌd,͟ aŶd ͞DoŶate.͟ 

Ϯ. Staƌt ǁith Ǉouƌ desktop—soƌt Ǉouƌ stuff iŶto the appƌopƌi-
ate ďoǆ. 

ϯ. Go thƌough Ǉouƌ ͞Keep͟ ďoǆ, deĐide ǁhat should ďe ƌe-
tuƌŶed to the top of Ǉouƌ desk, aŶd ǁhat ĐaŶ go else-
ǁheƌe. Foƌ peak pƌoduĐtiǀitǇ, oŶlǇ put the stuff Ǉou use 
eǀeƌǇ daǇ oŶ top of Ǉouƌ desk. 

ϰ. Noǁ ŵoǀe oŶ to the iŶteƌioƌ of Ǉouƌ desk, aŶd ƌepeat the 
soƌtiŶg pƌoĐess. This is Ŷot the tiŵe foƌ seŶtiŵeŶtalitǇ—
toss the stuff Ǉou doŶ’t Ŷeed oƌ use. 

ϱ. Take doǁŶ eǀeƌǇthiŶg oŶ Ǉouƌ ǁalls, iŶĐludiŶg ďulletiŶ 
ďoaƌds. 

ϲ. Haǀe Ǉou ďeeŶ hoaƌdiŶg old eleĐtƌoŶiĐs, ďeĐause Ǉou did-
Ŷ’t kŶoǁ ǁhat to do ǁith theŵ? Take aŶǇ old deǀiĐes, 
iŶĐludiŶg Đoƌds aŶd Đhaƌgeƌs, aŶd doŶate theŵ. Soŵe 
Đities haǀe speĐifiĐ eleĐtƌoŶiĐ ƌeĐǇĐliŶg ĐeŶteƌs. Oƌ Ǉou ĐaŶ 
dƌop eleĐtƌoŶiĐs off at a loĐal Goodǁill ;aŶd get a taǆ de-
duĐtioŶ, tooͿ. 

ϳ. CheĐk Ǉouƌ ďookshelǀes foƌ outdated ďooks Ǉou Ŷo loŶgeƌ 
use. IŶ ŵaŶǇ Đases, the iŶfoƌŵatioŶ iŶ those ďooks ĐaŶ ďe 
fouŶd oŶliŶe, alloǁiŶg Ǉou to Đleaƌ Ǉouƌ shelǀes. 

ϴ. Do Ǉou still haǀe file ĐaďiŶets? Shƌed old files Ǉou Ŷo loŶg-
eƌ Ŷeed. Foƌ the papeƌs Ǉou ǁaŶt to keep, tƌǇ ĐoŶǀeƌtiŶg 
theŵ iŶto digital files ďǇ sĐaŶŶiŶg theŵ. This Ŷot oŶlǇ ǁill 
opeŶ up a lot of spaĐe iŶ Ǉouƌ offiĐe ďut ǁill ŵake it easieƌ 
to aĐĐess files. 

ϵ. Dust, ǀaĐuuŵ aŶd sǁeep Ǉouƌ ǁoƌkspaĐe. CleaŶ Ǉouƌ ǁiŶ-
doǁs—aŶd Ǉouƌ eleĐtƌoŶiĐs—theǇ ŵake ǁipes speĐifiĐallǇ 
to ĐleaŶ eleĐtƌoŶiĐ sĐƌeeŶs. AŶd doŶ’t foƌget to ƌeŵoǀe 
aŶǇ Đƌuŵďs fƌoŵ Ǉouƌ keǇďoaƌds. 

ϭϬ. If Ǉou’ƌe ƌeadǇ foƌ a ƌeal ĐhaŶge, ĐoŶsideƌ ŵoǀiŶg soŵe 

haǀe tǁo ǁasteďaskets, ;ďoth oŶ the sŵallish sideͿ, oŶe of 
ǁhiĐh is desigŶated foƌ ƌeĐǇĐlaďles. 

ϭϭ. Do Ǉouƌ pƌiŶteƌs, Đopieƌs, ŵultifuŶĐtioŶ deǀiĐes aŶd otheƌ 
offiĐe eƋuipŵeŶt Ŷeed to ďe ĐleaŶed? CheĐk the ŵaŶuals 
ďefoƌe Ǉou get staƌted; Ǉou doŶ’t ǁaŶt to aĐĐideŶtallǇ 
ďƌeak soŵethiŶg. 

ϭϮ. Is aŶǇthiŶg iŶ Ŷeed of ƌepaiƌ oƌ ƌeplaĐeŵeŶt? Get it doŶe 
Ŷoǁ. 

ϭϯ. This is aĐtuallǇ a gƌeat tiŵe of Ǉeaƌ to fiŶd deals oŶ offiĐe 
supplies.  

ϭϰ. Cleaƌ Ǉouƌ Đoŵputeƌ’s ĐaĐhe at least oŶĐe a Ǉeaƌ ;if Ŷot 
ŵoƌe ofteŶͿ. 

ϭϱ. Hoǁ ŵaŶǇ eŵails aƌe iŶ Ǉouƌ iŶďoǆ? Cƌeate foldeƌs iŶ Ǉouƌ 
eŵail sǇsteŵ, aŶd ŵoǀe the appƌopƌiate eŵails to theŵ. 

ϭϲ. Do Ǉou haǀe a Đoŵputeƌ ĐleaŶiŶg app? CleaŶ Ǉouƌ Đoŵput-
eƌ aŶŶuallǇ. 

ϭϳ. Get ƌid of apps Ǉou’ƌe Ŷot usiŶg ;pƌopeƌlǇ uŶiŶstalliŶg 
theŵ,Ϳ aŶd delete ďookŵaƌks Ǉou Ŷo loŶgeƌ use. Do this oŶ 
Ǉouƌ ŵoďile deǀiĐes as ǁell. 

ϭϴ. If Ǉouƌ Đoŵputeƌ is sluggish ǁheŶ staƌtiŶg up, ĐheĐk the 
apps that lauŶĐh ǁheŶ Ǉou tuƌŶ oŶ Ǉouƌ Đoŵputeƌ. 
 

If this souŶds like a lot—it is. It ǁill ƌealistiĐallǇ take Ǉou a daǇ 
oƌ tǁo ;oƌ thƌee, depeŶdiŶg oŶ hoǁ disoƌgaŶized Ǉou aƌeͿ. But 
ǁheŶ Ǉou’ƌe doŶe, Ǉou’ll feel ƌefƌeshed aŶd ƌeadǇ to staƌt the 
Neǁ Yeaƌ ǁith a Đleaƌ head—aŶd offiĐe. 
 

If Ǉou haǀe eŵploǇees, uƌge theŵ to ĐleaŶ up theiƌ ǁoƌkspaĐes 
aŶd deǀiĐes as ǁell. WhǇ Ŷot ďƌiŶg iŶ pizza aŶd haǀe aŶ offiĐe-

ǁide ͞ĐleaŶ-up daǇ͟? 

 

SouƌĐe: ǁǁǁ.sĐoƌe.oƌg 
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OhioMBE Aǁaƌds ϮϬϭϳ Top FBE:  SaŶdra MadisoŶ, AIA 

SaŶdƌa MadisoŶ ǁas ďoƌŶ iŶ Baltiŵoƌe, MaƌǇlaŶd aŶd gƌaduated 
fƌoŵ NoƌthǁesteƌŶ High SĐhool iŶ the ϭϭth gƌade ǁith hoŶoƌs 
aŶd ǁas aĐĐepted oŶ sĐholaƌship at the UŶiǀeƌsitǇ of MaƌǇlaŶd 
College Paƌk.  DuƌiŶg the suŵŵeƌ afteƌ high sĐhool gƌaduatioŶ, 
she ǁas aĐĐepted at Haƌǀaƌd UŶiǀeƌsitǇ Gƌaduate SĐhool of 
DesigŶ’s Caƌeeƌ DisĐoǀeƌǇ Pƌogƌaŵ foƌ UƌďaŶ DesigŶ.  This pƌo-
gƌaŵ ĐƌǇstalized heƌ deĐisioŶ to applǇ to the SĐhool of AƌĐhiteĐ-
tuƌe ǁithiŶ the UŶiǀeƌsitǇ of MaƌǇlaŶd, College Paƌk.  IŶ heƌ seŶ-
ioƌ Ǉeaƌ, SaŶdƌa ǁas iŶǀited to speak as ValediĐtoƌiaŶ to heƌ 
gƌaduatiŶg Đlass aŶd ǁas the oŶlǇ AfƌiĐaŶ AŵeƌiĐaŶ AƌĐhiteĐtuƌe 
gƌaduate iŶ heƌ Đlass. 

Afteƌ ϭϬ Ǉeaƌs of ǁoƌkiŶg iŶ AƌĐhiteĐtuƌal Fiƌŵs iŶ Baltiŵoƌe, 
SaŶdƌa ŵoǀed to CleǀelaŶd to ǁoƌked ǁith  Roďeƌt P. MadisoŶ 
IŶteƌŶatioŶal, IŶĐ.  ;RPMIͿ ǁheƌe she ǁoƌked foƌ Ϯϲ Ǉeaƌs ďefoƌe 
ďeĐoŵiŶg ŵajoƌitǇ OǁŶeƌ ǁith title CEO, ChaiƌpeƌsoŶ. TodaǇ, 
RPMI is the laƌgest ďlaĐk feŵale oǁŶed aƌĐhiteĐtuƌe fiƌŵ iŶ the 
State of Ohio.  It should ďe Ŷoted that oŶlǇ Ϯ% of all liĐeŶsed 
aƌĐhiteĐts aƌe ďlaĐk aŶd oŶlǇ ϭϴ% of all liĐeŶsed aƌĐhiteĐts aƌe 
feŵale.  

Heƌ pƌofessioŶal affiliatioŶs iŶĐlude the AŵeƌiĐaŶ IŶstitute of 
AƌĐhiteĐts ǁheƌe she seƌǀes oŶ the WoŵeŶ IŶ AƌĐhiteĐtuƌe Coŵŵittee aŶd the AIA OutƌeaĐh CouŶĐil, the Shakeƌ Heights AƌĐhi-
teĐtuƌal Reǀieǁ Boaƌd ǁheƌe she has seƌǀed foƌ oǀeƌ ϭϮ Ǉeaƌs aŶd is ĐuƌƌeŶtlǇ ChaiƌpeƌsoŶ aŶd has seƌǀed oŶ the MouŶt Pleas-
aŶt DesigŶ Reǀieǁ AdǀisoƌǇ Boaƌd iŶ CleǀelaŶd aŶd the FƌieŶds of Shakeƌ SĐhool FouŶdatioŶ.  

SaŶdƌa is ŵaƌƌied to AƌĐhiteĐt aŶd fiƌŵ PƌesideŶt, R. KeǀiŶ MadisoŶ, AIA aŶd theǇ haǀe a soŶ, KeǀiŶ Jƌ, aŶd a daughteƌ, MaǇa. 
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