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Lee Milteer’s Millionaire Smarts® Coaching Program 
Less Clutter More Freedom 

 
Lee Milteer Interviews Barbara Hemphill 

 
II. Workplace Success 

 
Dear Millionaire Smarts® Members, 
Our focus this month is on taking back our life and time and getting serious about being 
organized. Our expert guest is Barbara Hemphill who is sharing with us how to create an 
intentional environment. Let me give you a definition of Intentional Environment: 
 

Making your environment productive 
so you can accomplish your work and enjoy your life. 

 
Barbara is going to share some proven systems you can implement in your business to really 
start to take back your time from looking for “stuff”. The following report is from Barbara 
Hemphill and it is for your personal use only. No reprint permission is given. I know if you try 
these suggestions you will free yourself up for more fun things in life! 
 

Office Organizing: Is it Important to Workplace Success? 
by Barbara Hemphill, CPO® 

 
When I first began my organizing career 30+ years ago, I was determined to introduce the 
concept of “in-house organizing consultants” to businesses. After 25 years with little success, I 
gave up the idea, and started calling myself a “productivity consultant.” 
 
For years I was asked by the business consultants I hired, “Who is your competition?” My 
response was often “apathy and resignation!”  Businesses either didn’t recognize the positive 
effect organization would have on their bottom line, and were therefore unwilling to make the 
investment of time and money to make it happen -- or they had hired someone to organize the 
office, but the impact was short-lived. As a result, they resigned themselves to the inevitability of 
a cluttered workspace. 
 
Unfortunately, individuals too often express disdain at the thought of getting organized -- 
perhaps for the same reasons I previously mentioned, but more often I hear comments like “I 
need to be able to see what projects are going on. If they are filed away, I would forget about 
them.” But perhaps I gave up too early! 
 
According to a study by Brother International, an office products company, the cost of messy 
desks and time spent looking for misplaced items to corporate America is $177 billion dollars. 
That price tag figures the time spent daily hunting for misplaced files, staples, or documents 
added up to 76 hours -- or nearly two work weeks -- a year. According to the same study, it is 
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also taking a toll on employee’s pocketbooks, since nearly one-third of office workers failed to 
get reimbursed for a business or travel expense because they misplaced or lost a receipt. 
 
According to a workspace organization survey by OfficeMax, the office supply retailer, nearly 
eight out of ten people think unorganized clutter can hamper productivity. 
 
So apparently, after all, office organizing is an important factor to workplace success! The first 
question we must address is “what IS organized?” Through the years, I have challenged clients 
to use four questions to determine whether their office (or anything else, for that matter) is 
“organized.” 
 

 Does it work for me? 
 Do I like it? 
 Does it work for the other people it affects? 
 Can I recover quickly? 

 
So here’s my challenge for you! Take a look at your office with these questions in mind: Does it 
work for me?  Am I able to find what I need when I need it so I can accomplish my work and 
enjoy my life? 
 
Do I like it? I’ll never forget an exchange I had with the CFO of a production company who said 
to me, “I know what you do. I’d like to have a clean desk, but every time I do, I can’t find 
anything!” 
 
Does it work for the other people it affects? If you’re a solopreneur, and you don’t care what 
happens to your business if you’re not there, then this question isn’t important to you.  But if 
you work on a team, or care about how your business affects your family, it’s a question you 
shouldn’t overlook. 
 
Can I recover quickly? I have to admit that I added this question based on my own needs! I am 
NOT a naturally neat person, so the only thing that keeps my office from becoming a complete 
shambles is that at least once a week, I put everything back in its place. If everything doesn’t 
have a place, that becomes a serious challenge! Does everything in your office have a place? 
 
If you answered “No” to any of these four questions, now is the time to take a new look at office 
organizing in your life. If you’re not sure what to do to change the situation, start by filling out a 
Productive Environment Scorecard™.  If you’re only concerned about your office, then you’ll 
need the scorecard for individuals.  If you’re concerned about an office where a group of 
individuals work, you’ll need the scorecard for organizations.  You’ll find these scorecards on our 
website at www.BarbaraHemphill.com under the Resources tab.   
 

Pay Me Now, or Pay Me Later: 
Is It Time for Your Organization to Trim the FAT? 

 

http://www.barbarahemphill.com/
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When office space was plentiful, you could ignore the problem, but according to the International 
Facility Management Association, the average office worker lost 15 square feet of elbowroom 
from 1994 to 2010. 
 
It is true that there are many individuals who struggle with clutter at home, but have very 
organized offices — and when I explored why, I discovered the three most common reasons: 
  
They have to be organized at work or they won’t get paid.  
They don’t have the tools or SYSTEMS (Saving You Space Time Energy and Money!) at home 
that they have at work.  
They don’t have the time or the energy when they get home from work to do what they need or 
want to do.   
 
But let’s get back to clutter in offices.  While one of the problems at work is the disorganization 
of individuals, the problem is exacerbated because management doesn’t address the issue — 
either because they don’t think it matters (apathy) or they tried to fix it and it didn’t work 
(resignation).  Research shows that 80% of what we keep we don’t use — and that’s as true in 
the office as at home.  Deciding what to keep requires the cooperation of management and staff 
to identify what I call The 7 Information Management Questions: 
 

 What information do we need to keep? (to be addressed by management based on legal 
guidelines and company philosophy, and by employees who actually use the information)  

 In what form? (paper or electronic — and if electronic, what specific program) 
 For how long (records retention is very important from a risk management standpoint) 
 Who is responsible for filing it? (job descriptions and teamwork) 

 Who needs access to it? (permissions) 
 How can we find it? (naming conventions and version control) 
 How is it backed up? (For obvious reasons!)  
 
These seven questions need to be addressed by every company, regardless of size, whether 
profit or non-profit -- as well as by every family!  
 
One company I know did not address those questions for decades, and now they are downsizing 
from six buildings to two — and there are literally rooms full of millions of documents that 
require decisions.  It is the most blatant example of Clutter is Postponed Decisions® I have seen 
in 35 years in business.  In my previous report, I used the phrase “Pay me now or pay me later.”  
For them, “later” has arrived!   
  
No employee goes to work and says, “Well, I don’t have anything better to do today — I think I’ll 
clean out my files — or my computer.”   Furthermore, no employee can clean out their files or 
their computer without information and cooperation from management and other members of 
their team.   
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Many companies have tried to have “clean-up” days — but they often don’t get sustainable 
results.  We have created an event to address the issue called a “Productive Environment Day.”  
One company with 400 employees had 12 Productive Environment Days (one day for each 
department) — at the end of which they had shredded 33 thousand pounds of paper and 
eliminated almost one-half of the files on their server! 
 
What is clutter costing your organization in space, risk, and lost opportunities?   
 
To find out, I invite you to complete our Productive Environment Scorecard for Organizations and 
let’s start the conversation! 
 
To find out more about Barbara, go to www.barbarahemphill.com. Go to the “Resources” tab to 
fill out your Productivity Scorecard and see how much your lost productivity is costing you with 
Barbara’s Lost Productivity Calculator.  
 
In closing from Lee: 
I just wanted to share that my office staff and I filled out a Productivity Scorecard, and after 
seeing the results we decided we needed to have a deliberate organizing and clean out day. 
After we were done, they said things like, “Wow, I feel fantastic. I feel so accomplished today. I feel 
like I know where everything is. I’m so proud of myself for getting rid of all this unnecessary stuff.” I 
can personally give Barbara’s suggestions a happy testimonial. On a green note, we saved the 
extra paper and now use it as scrap paper so we are recycling what we do not need. We all win! 
 
Remember that knowledge is power ONLY IF YOU USE IT.  Take action! 
 
Your Mindset and Performance Coach, 
Lee Milteer 
 
P.S. How to Access the Millionaire Smarts® Membership Site: Go to www.milteer.com and put in 
your code for the month, 685330 at the top of the web page on left where it says COACHING 
SIGN IN. It will take you to the private and password protected Millionaire Smarts® Coaching 
membership site. 

Remember, on the membership site you can download the interview for your portable devices, a 
transcript of the program, and all four reports. You’ll also find Free Bonus reports from me, Dan 
Kennedy, Phone Sales Doctor Chris Mullins, Newsletter Guru Jim Palmer, Health and Fitness 
Coach Joe Carabase, Leadership Coach Kevin Eikenberry, and Sales Coach Steve Clark. Share 
these valuable reports with your staff to improve your mindset and profits.   
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