MY
STORAG=

SPACE UP YOUR LIFE

N
—HOW TO MAKE EFFECTIVE USE
OF YOUR OFFICE? <.

~

1) ASSESS YOUR NEEDS

This assessment will help you determine how
to allocate the available space most effectively.

2) DECLUTTER & ORGANIZE

Get rid of unnecessary items & find a trustworthy
storage operator to help you manage & secure your
important documents, supplies & equipment.

3) EFFICIENT FURNITURE
ARRANGEMENT

Consider open floor plans, modular furniture,
and adjustable desks to provide flexibility and
accommodate changing needs.

4) UTILIZE VERTICAL SPACE

Install shelves or storage units that reach up to
the ceiling. This allows you to store items off
the floor and utilize the available wall space \

efficieg.
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- - 5) CREATE DESIGNATED ZONE
, Have separate areas for workstations, meeting
\ spaces, storage, and break areas. Clearly define
\. these zones to create a sense of organization
and purpose.

6) MULTIPURPOSE FURNITURE

Consider desks with built-in storage, filing cabinets that
double as seating, or movable partitions that can be
rearranged to create temporary meeting spaces.
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7) STORE IT SMART

Consider under-desk storage, wall-mounted
storage units, or mobile storage carts. Efficient
storage systems reduce clutter and keep
important items within reach.

8) EMBRACE TECHNOLOGY ’

Digitize files and documents to reduce the need for
bulky filing cabinets. Utilize cloud storage and
collaboration tools to streamline communication and @S .
document sharing.
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