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A new year is an excellent time to reassess your personal office space. A fresh start and a chance to
finally find a workflow system that is efficient.

An organized work space has more appeal than just how it looks. Organization has been proven to
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increase efficiency and reduce stress. Why? Aren't creative and intelligent people supposed to be a
little disorganized? Or at least that's what you've been telling yourself now for a few years. The fact
is clutter sends signals to the brain that there is extra work to be done. Too many of those signals
can put your brain on overload and leaves you feeling stressed. Organization, on the other hand,
leaves you with a feeling of being in control.

Think about the last time you lost that one important piece of paper where you jotted down the
phone number of a new prospect. Where could it have gone? It didn't leave your desk! You probably
eventually found it, but how many unproductive minutes did you spend searching for it and how
much stress and frustration did it create for you?

A recent article from CNN Business offers some excellent suggestions on how to get your workspace
in order.

1. Get your layout right. By this they mean your desk. Place your computer monitor front and
center, your phone to either the right or left side and leave a space for a notepad and files.
The rest of the desk should be uncluttered. It helps to keep your focus on the task at hand.

2. Mind your office supplies. Running out of staples, pens, writing pads, paper for the printer are
all annoying and waste time. Keep a list of the items you're getting low on and make sure to
check in on your list weekly. Great River Office Products delivers to your door the next day and
in some cases, we can do same day deliveries in the Twin Cities area.

3. Go easy on reminders. Post-it Notes can arguably be one of the greatest inventions of our
time, but too many of them stuck on a computer monitor is just unproductive. You cannot
focus on any one of them and therefore none of them are effective. Use them sparingly and
clean them off your desk daily.

4. Don't go overboard with personal items. It's wonderful to bring pieces of home life to work,
but too many bits and pieces just add to clutter and take up valuable "white space" on your
desk.

5. Control your inbox. Your email inbox is not a permanent holding ground for email. Read them,
take care of the tasks they create, and either delete or organize your email into reasonable
folders. 10,000 emails are impossible to manage.

6. Embrace white space. We've mentioned white space a few times already, but it's so
important we're going to mention it again. Your brain needs some of this precious white space
to focus on the important pieces and to give your eyes a break. Do not fill every square inch of
your desk.

7. Prioritize your work flow. When there are many tasks to accomplish in a day, it's easy to get
overwhelmed thinking all should be done at once. That's not possible so organizing by priority
is a great way to systematically get things done.

8. Asimple, but effective system is to keep a list, either electronic or paper, and code the tasks
in the following way:

o Important and urgent

o Urgent, but not necessarily important
o Important, without urgency

o Non-urgent, and not important

9. Reassess frequently. At the end of each day, take a few minutes to asses your desk. What
needs to be filed and put away, what items need to be re-prioritized for tomorrow, what can be
throw out? A simple 20-minute assessment and clean-up of your desk will make tomorrow
morning a more productive and stress-free place.

Do you need suggestions on office organization? Great River Office Products can help. We have an



excellent office interior design team that can take on the bigger task of designing your workspace
for beauty and efficiency. Ready to learn more? Contact us today.

Document Storage for the New Year

Even in today's digital world many businesses still need to store paper documents. Space,
organization, and ease of access are key things to consider when deciding how to store your
important paper files.

Bankers boxes have been a long-time favorite for paper document storage. A perfect solution for
keeping papers that are important, but not highly sensitive, bankers boxes have evolved from a
simple square box with a top.

Bankers box drawers are a great choice for those with limited storage space and the need to access
these files from time-to-time. With drawers, you can:

e Stack records higher and save space
e Eliminate the need to stack and re-stack boxes because the drawers simply slide out instead
of needing the remove a box lid

Most companies will choose a combination of storage drawers and boxes. It really depends on how
often you anticipate needing to access the stored information. Anything that can go into long-term
storage will do well in a storage box while files that require semi-frequent access are
accommodated nicely by storage drawers.

Types of Storage Drawers:



¢ Maximum Space-Saving Drawers stack up to 10 drawers high.
e Extra Space-Saving Drawers stack up to 7 drawers high.
e Basic Space-Saving Drawers stack up to 2 drawers high.

Drawer Size
Letter/Legal Drawers accommodate both letter and legal-size documents - This size drawer has the

versatility for storing records of varied sizes.

e Letter size drawers accommodate letter size files. This is the perfect drawer if letter size

documents are all you need to store.
e Legal size drawers accommodate legal sized files offering an additional three inches in width

for larger record size.

Great River Office Products carries a full-line of Bankers Boxes in all types and sizes. Do you need
help deciding the right combination of boxes and drawers for your office? Contact one of our sales
associates today. We're experts in office document storage.

NEW!
City Girl Coffee

We are now offering City Girl Coffee! A local Minnesota company, City Girl's mission is to
bring awareness and equality to women of the coffee industry. Great coffee and a great

mission. Try some today in convenient pods or ground in bags.

City Girl Organic Breakfast City Girl Singleserve
Blend Medium Roast Organic Guatemala
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January Specials
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Scotch Pro Thermal Laminator
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Energizer Ultimate Lithium 9V Battery
9V - Lithium (Li) -9V DC -2/ Pack
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At-A-Glance Harmony 9x7

Weekly/Monthly Planner
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ChargeTech Portable AC Battery Pack
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Coffee Corner
I

Celestial Seasonings English
Breakfast Tea

English
Breakfast
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Offers Valid Through January 31, 2019

Starbucks VIA Ready Brew
Italian Roast Coffee Instant

SBK11019880

Offers Valid Through January 31, 2019

Order On The Go!
Download our mobile app.
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+ Enter alpha as your Unique Dealer
Code after installing.

+ Shop and scan-to-cart from your mobile
device.

Just scan with your
QR Code Reader and go!

Need Promotional Items?
Call us!

It’s Time to Be Noticed
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9" PROMOTIONAL PRODUCTS are the most highly regarded form of advertising.

Pens, bags, hats, shirts, cups, and MORE.
If your logo can go on it, we can get it for you!

House Keeping

We now have promotional products.
=== How do you promote your business?
SLILE Let us help!

Our office will be closed:
Tuesday, January 1

Happy New Year!


http://www.greatriverpromo.com/
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