
Red Tag File

The Japanese way to sweep your collective computer environment clean of clutter.

By Duke Rohe drohe@pdq.net
This is your answer to spring cleaning of unfiled documents.  In the course of time, our file structures get cluttered with documents that don’t have a logical resting place.  They may have value.  It took time to develop them.  What if someone ask for them?  So they hang out there like so much dust.     

Worse yet, in a collective environment, where you have many people accessing and storing to the same file structure, the above clutter of unfiled documents  grows exponential.  It is hard enough to make a decision throw away your own stuff; it is doubly hard to make that decision.  Without of a lack of determining its value, it just sits out there.  It collects like pennies in a guy’s pocket.  After awhile, you can’t tell the useful stuff from the unclaimed.

Here is how to collectively clean up.  Have a Red Tag Sale.

1. Create a Red Tag file

2. Take each unfoldered file and ask two questions:  Is this needed and is this needed here?

3. If there is an intuitive folder for it, place it in it or create a new one.  Rule of thumb: a file folder should have at least a promise of no less than three files or maybe it shouldn’t exist.  A thousand unstructured file folder is no different than a thousand unstructured files.  Another Rule of thumb: when your folder collects twenty plus different type files, look for natural categories of subfolders for easier navigating.

4. Place all remaining unhomed files in the Red Tag folder

5. Broadcast a message out to all who may be owners of the unclaimed files that in two weeks, unclaimed files in the Red Tag file folder are going to trash if they are not spoken for.

6. Also tell them they either have to find a home folder for the files or explain why the files should remain in a collective environment.

7. At the end of the two weeks, transfer all the files in a 2BTrashed file for a week.  (for those people who come back and say I didn’t know about this)

8. On week 3 dump everything in the 2BTrashed file and wave bye-bye

9. Red Tagging is not a one time event.  Loose files are like dust.  You got to sweep them out whenever they look messy.

As my good friend Holly Uverity of Office Organizers put it:  “A cluttered work environment is just a physical manifestation of indecision”.  Clean it out using the Red Tag technique. 
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